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PART 1: INTRODUCTION 
 

Welcome 
 

Dear Families, 
 
Welcome to the 2026-2027 Academic Year here at MEF IS. We are excited to welcome our new and 
returning students and families to our community. 

 
Here at MEF International School Izmir (MEF IS), our policies, procedures and day-to-day practices reflect 
the mission of our school. In short, our mission is at the heart of everything we do. 
  
The mission of MEF International Schools is to inspire, nurture, and challenge our students to realise their 
unique potential. We are an open-minded community striving for creativity, innovation and excellence. We 
promote and cultivate global mindedness and empathy, learning from others' perspectives and striving for 
continuous improvement. We endeavor to provide learning experiences that inspire and challenge our 
students and to develop critical, analytical, and creative thinking. Our teaching supports individuals’ needs, 
inviting student involvement and voice and fostering curiosity, exploration, and experimentation. 
Technology is integrated to enhance student learning, creativity,  and collaboration. 
  
To make our mission come alive in a world full of change, where knowledge still equals power but is 
available at a few swipes of a screen, schools are charged with the important job of going beyond the 
teaching of content in subject areas. Here at MEF IS, we endeavor to create globally-minded students who 
are curious and inquisitive about the world around them while being critical about the information they 
receive. We promote intercultural understanding and celebrate the differences that exist between us, 
identifying them as strengths to learn from and develop ourselves. As a result, our students are caring, 
open-minded and respectful. 
  
This handbook provides information to ensure every child and family entering MEF IS has a supportive 
beginning. It also serves as a reference tool throughout the school year for students, parents, and 
community members. We hope that you will find this handbook useful to clarify the procedures of the 
school. Please let us know if there is additional information you would hope to read in the parent 
handbook. Thank you for your partnership in ensuring the very best educational experience for your 
children. 
 
Sincerely, 
Elvan Tongal ​ ​ ​ ​ ​ ​ ​ ​ Katherine Coban 

Head of School ​ ​ ​ ​ ​ ​ ​ School Principal  
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Our Founder 
Biography of our Founder, Dr. Ibrahim ARIKAN, 
Born in 1941 in the village of Salur in the province of Yozgat, Dr. Ibrahim ARIKAN was accepted on the 
basis of an examination into the Mimar Sinan Elementary School 
Teachers School, pursuing his goal to become an elementary school 
teacher. Following his academic success, he was selected to attend 
Ankara Teachers College. He graduated from the Faculty of Science, 
Department of Physics and Mathematics at Ankara Teachers College in 
1968. Over the period 1968-1971, Ibrahim ARIKAN worked as an 
assistant in the Physics Department of Yıldız Technical University. 
 
In 1972, he founded the MEF (Modern Eğitim Fen / Modern Education 
& Science) Tutoring School. In 1982, ARIKAN established Turkey’s first 
cargo company, Yurtiçi Kargo Inc. and then in 1996, founded MEF 
Schools, an international educational complex that encompasses 
pre-school, elementary school and high school levels. On February 11, 
1996, ARIKAN collected all of his companies under the umbrella of the holding company, ARIKANLI 
Holding Inc., ARIKANLI Holding investments focus on the areas of “Education-Communication-Energy”, 
“Transport-Logistics” and “Industry-Construction.” As of 2011, the Holding boasted 23 companies. 
 
On May 14, 2011, Ibrahim ARIKAN was awarded an Honorary Doctoral Degree in Business and Science by 
unanimous vote of the European University of Lefke Senate in the Turkish Republic of Northern Cyprus for 
“his adherence as an educator to the principles and reforms of Atatürk, his contributions to educating 
200,000 students, and his entrepreneuring insight and leadership in various industrial and service 
sectors.” 
 
He was presented with a “Leadership Honorary Award” on April 16, 2009 for “the companies he 
established and their contributions to the business community, the system he has established, and the 
brands that he has created.” He was granted an honorary doctorate in humanities on May 22, 2009 by one 
of the prestigious universities in the U.S., Roger Williams University, for his successful business career and 
for making a solid contribution to the world of education with MEF Schools, which he established on the 
basis of a new vision of education. 
 
Ibrahim ARIKAN is the author of 10 books ( Modern Fizik–Modern Physics; Biz Bize–Just Between Us; 
Orijinal Fikir Üretme ve Yaratıcılık–Producing Original Ideas and Creativity; Kurum Başarısı İçin–For the 
Success of the Organization; Yöneticiye Mektup–A Letter to the Manager; Her Durumda 
Başarmak–Achieving under All Circumstances; Kriz Önce Haber Verir Sonra Kapıyı Çalar–The Crisis First 
Lets You Know It’s Here Before It Knocks on Your Door; Tarih Ekonomiyi, Ekonomi Tarihi Oluşturur–History 
Shapes Economy While Economy Shapes History; Ya Yenilenirsin Ya da Yenilirsin – Renovate or Evaporate; 
Öğreten Öğretmen Öğrenen Öğrenci–Teaching Teacher, Learning Student and has written many articles 
published in various magazines and newspapers. He also devotes time to working on social and cultural 
content. 
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Dr. İbrahim Arıkan passed away on February 2, 2016. He was the father of three children, named Ümit, 
Ebru and Eda.   
 
A respected teacher devoting his entire life to education, an entrepreneur, environmentalist and scientist, 
Dr. İbrahim Arıkan succeeded in being a good human under all conditions, and he believed that the world 
needed goodness more than anything. Dr. İbrahim Arıkan will always be remembered with yearning and 
respect for the pioneering institutions and organizations he founded in our country, his innovative ideas 
and the value he gave to education and to humans. 
 

History 
The foundation of MEF Schools was completed in more than eight years of study by going through 
the following stages. 
 
Stage One - Examining the Education Systems of Various Countries: 
Eight different countries were visited by our Founder Dr. Arikan and his team consisting of academicians 
and the educational system were observed and examined in the place. These countries were the USA, the 
UK, Germany, Finland, the Netherlands, Denmark, France and Japan. During these examination visits, 
information was collected from the educational scientists of the countries on curriculum taught according 
to the school types and the teaching methods they followed. 
 
Stage Two -  Evaluating the Educational Systems of the Different Countries: 
A “Science Committee” consisting of university lecturers and educational experts was formed in order to 
evaluate the information gathered. This committee compared the educational systems of these countries 
with each other and with the educational system in Turkey by working with its more than 30 members 
within its body for more than two years. The data and the important examples obtained during the studies 
conducted in those countries were also evaluated by the Committee. As a result of the evaluation, it was 
found that the difference was in the teaching methods only, the subjects taught in Turkey do not differ 
greatly from the basic courses and basic subjects taught in the same type of schools in these countries.  
After completing these evaluations, the educational style of MEF Schools, curriculum, education language, 
teaching programs, after-school activities and physical plannings of the school were determined. 
 
Stage Three - Preparing the Curriculum:  
At this stage, the “Curriculum Preparation Committees” were formed. These committees prepared the 
syllabus to be taught in their fields, taking into account the most accepted developmental theories of the 
time, various program models applied in Turkey and in the world, and the aspects that can be applied to 
the Turkish Education System. 
 
Starting Education:  
MEF Schools started education on September 1, 1996 in its Istanbul Ulus Campus, with Kindergarten, 
Primary School, Middle School and High School.  
MEF International School opened in 1998 on the same campus.  
In 2004, MEF International School Izmir campus was opened to serve the children of foreign families living 
in Izmir. 
 
Today, MEF Schools continue its educational services with its National Schools in Istanbul-Ulus & 
Bahçeşehir Campuses and its International Schools in Istanbul/Ulus & Izmir Campuses. 
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MEF EDUCATIONAL INSTITUTIONS CHRONOLOGICALLY… 
★​ 1996    MEF Schools (Istanbul-Ulus Campus) 
★​ 1998    MEF International School (Istanbul-Ulus Campus) 
★​ 2004    MEF International School (Izmir Campus) 
★​ 2014    MEF University (Istanbul-Maslak Campus) 
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MEF IS Guiding Statements 
Our guiding statements are not just words on a page, they truly guide our school each and every day in 
everything that we do. We review our guiding statements together with our teachers, parents and 
students to ensure that they still hold true and state our purpose and our aspirations every three 
years. The guiding statements below were revised and approved by the Executive Board during the 
2023 - 2024 academic year. The definitions for learning and internationalism have been created by our 
faculty. 
 

Definition of Internationalism 
Internationalism means to welcome diverse perspectives, traditions, and cultures to nurture, inspire, and 

challenge our community to build bridges of understanding. 

 
Definition of High-Quality-Learning 
High-quality learning is cultivated in a supportive environment where students investigate, explore, and 

create ideas. Students utilize these ideas to construct knowledge through higher order thinking and purposeful 

interactions that develop knowledge, skills, and attributes, which are transferable into practical experiences. 

The learning process creates lifelong skills and knowledge that transforms local and global communities. 

 

MOTTO  
          Building Bridges between Countries and Cultures. 
  
MISSION STATEMENT (our purpose) 
          We inspire, nurture and challenge our students to realise their unique potential. 
  
VISION (our aspiration) 
          To be an open-minded community striving for creativity, innovation and excellence. 

 
  

GUIDING PRINCIPLES 
  

MEF International School Community... 
★​ Confirms the CIS Code of Ethics in prioritizing the physical, mental, and emotional well-being of 

every student, staff member, and community member. 
★​ Upholds the principles of the UN Convention on the Rights of the Child, fostering an environment of 

tolerance and respect for each child's unique identity and perspectives; promoting their freedom of 
thought, expression, and beliefs, and ensuring equitable access to information and education. 

★​ Celebrates and appreciates diverse individuals, groups, cultures, and beliefs, fostering a sense of 
belonging and respect for all. 

★​ Actively strives to understand and learn from the perspectives of others, nurturing a community of 
empathy and compassion. 

★​ Embraces a culture of reflection, continuous improvement, and a growth mindset, encouraging all 
members to pursue personal and collective development. 
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Where learning… 
★​ Is authentic, engaging learners in meaningful and relevant inquiry, resonating with learners' 

interests and aspirations. 
★​ Prioritizes the development of skills, guiding students to critically analyze, think, 

problem-solve and create innovative solutions. 
★​ Prompts meaningful student action, empowering them to take impactful steps based on their 

understanding and convictions. 
★​ Is a transdisciplinary journey, where experiences are immersive, authentic, collaborative, and 

meaningful. 
★​ Integrates technology and digital resources, while applying critical thinking, developing digital 

literacy, and the ability to discern and analyse information effectively. 
★​ Is holistic, fostering growth in every dimension – cognitive, emotional, physical, and social. 

  
Where teaching... 
★​ Is anchored in the positive relationships between teachers and learners. 
★​ Centers on individual needs, ensuring every learner benefits from both support and the right 

level of challenge and rigor. 
★​ Prioritises learner agency - student voice, choice, and ownership in the learning journey. 
★​ Fosters curiosity, exploration, and experimentation through sustained inquiry. 
★​ Inspires and challenges, offering authentic learning experiences that matter to them. 
★​ Utilizes modern technology to enhance higher order thinking, equipping learners for the 

future. 
★​ Is innovative and creative, guided by the latest research and best practices. 
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Leadership Organization 

Executive Board  
(National & International Schools) 

MEF International School Board 

General Manager & Founder Representative 
Mr. Fikret Mulhan 

Head of School Istanbul & Izmir 
Ms. Elvan Tongal 

Whole School Principal 
Ms. Katherine Coban 
cobank@mefis.k12.tr 

Deputy Principal / IB DP Coordinator 
Mr Wissam Malaeb 

malaew@mefis.k12.tr 
 

Primary Coordinator 
Mr Jason De Roma 

deromaj@mefis.k12.tr 
 

Head of MEF IS Istanbul & Izmir Counselling Department  
Pelin Uster 

usterp@mefis.k12.tr  

Counsellor & University Counsellor 
Ms Grace Mutonga 

mutongag@mefis.k12.tr 
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International Baccalaureate (IB) Learner Profile 
  
Central to the International Baccalaureate’s philosophy is the IB Learner Profile. It is expected that all 
members in the MEF IS community strive to exhibit these traits. These traits foster well rounded 
individuals who are proactive in creating a more harmonious global community and have correlations with 
academic success. 
 
To acquire each of these traits, it is paramount for IB students to take RESPONSIBILITY not only for their 
own learning in the class but for their actions outside of the classroom. IB students must understand that 
all actions have reactions and they must learn to proactively pursue a lifestyle that ensures both positive 
results in the classroom and in the local, national, and global community in which they share. The aim of all 
IB programmes is to develop internationally minded people who, recognizing their common humanity and 
shared guardianship of the planet, help to create a better and more peaceful world. 
 
As IB learners our MEF IS community members strive to be: 

Inquirers 
We nurture our curiosity, developing skills for inquiry and research. We know how to learn independently 
and with others. We learn with enthusiasm and sustain our love of learning throughout life. 

Knowledgeable 
We develop and use conceptual understanding, exploring knowledge across a range of disciplines. We 
engage with issues and ideas that have local and global significance. 

Thinkers 
We use critical and creative thinking skills to analyse and take responsible action on complex problems. We 
exercise initiative in making reasoned, ethical decisions. 

Communicators 
We express ourselves confidently and creatively in more than one language and in many ways. We 
collaborate effectively, listening carefully to the perspectives of other individuals and groups. 

Principled 
We act with integrity and honesty, with a strong sense of fairness and justice, and with respect for the 
dignity and rights of people everywhere. We take responsibility for our actions and their consequences. 

Open-minded 
We critically appreciate our own cultures and personal histories, as well as the values and traditions of 
others. We seek and evaluate a range of points of view, and we are willing to grow from the experience. 

Caring 
We show empathy, compassion and respect. We have a commitment to service, and we act to make a 
positive difference in the lives of others and in the world around us. 
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Risk-takers 
We approach uncertainty with forethought and determination; we work independently and cooperatively 
to explore new ideas and innovative strategies. We are resourceful and resilient in the face of challenges 
and change. 

Balanced 
We understand the importance of balancing different aspects of our lives – intellectual, physical, and 
emotional – to achieve well-being for ourselves and others. We recognize our interdependence with other 
people and with the world in which we live. 

Reflective 
We thoughtfully consider the world and our own ideas and experience. We work to understand our 
strengths and weaknesses in order to support our learning and personal development. 
 
*Please note that the information explained above pertaining to the IB Learner Profile is taken from 
www.ibo.org 
 

Cambridge Learner Attributes 
From Reception to Grade 10 as our students navigate Cambridge Checkpoint and IGCSE—we are dedicated 
to helping them build deep subject knowledge alongside the vital skills, values, and character traits that 
will serve them for a lifetime. 

 

In the Cambridge community, we call these core qualities the Cambridge Learner Attributes. They 
represent our commitment to raising young people who are not just academically strong, but confident, 
thoughtful, and prepared to thrive in an ever-changing world 

Confident 

We are confident, secure in our knowledge, unwilling to take things for granted and ready to take 

intellectual risks. We are keen to explore and evaluate ideas and arguments in a structured, critical and 
analytical way. We can communicate and defend views and opinions as well as respect those of others. 

Responsible 

We take ownership of our learning, set targets and insist on intellectual integrity. We are collaborative and 

supportive. We understand that our actions have impacts on others and on the environment. We 
appreciate the importance of culture, context and community. 
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Reflective 

We understand ourselves as learners. We are concerned with the processes as well as the products of our 

learning and develop the awareness and strategies to be lifelong learners. 

Innovative 

We welcome new challenges and meet them resourcefully, creatively and imaginatively. We are capable of 

applying our knowledge and understanding to solve new and unfamiliar problems. We can adapt flexibly to 
new situations requiring new ways of thinking. 

Engaged 
 
We are alive with curiosity, embody a spirit of enquiry and want to dig more deeply. We are keen to learn 
new skills and are receptive to new ideas. We work well independently but also with others. We are 
equipped to participate constructively in society and the economy – locally, nationally and globally. 
 
*Please note that the information explained above pertaining to the Cambridge Learner Attributes is taken 
from www.cambridgeinternational.org 
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PART 2: EDUCATION 
 

  Educational Program Overview 

Primary School 
At MEF IS, our Early Years and Primary School programs provide a warm, nurturing foundation that 
balances strong academic development with joyful, child-centered exploration. Guided by the Early Years 
Foundation Stage (EYFS) goals and the Cambridge Primary curriculum—encompassing English, 
Mathematics, Science, Art & Design, Music, Digital Literacy (ICT), Languages, Host Country Studies and 
Physical Education—we cater to diverse learning styles through authentic, play-based, and multi-modal 
experiences. By nurturing curiosity, communication, collaboration, creativity, and critical thinking from the 
very beginning, we foster both academic success and happy, well-rounded learners who love to come to 
school every day.  
 
Our teaching methodology integrates the rigour of Cambridge Primary with dynamic inquiry- and 
project-based learning. Students actively investigate concepts, collaborate on authentic projects, and build 
critical thinking skills while cultivating core Cambridge attributes-becoming confident, responsible, 
reflective, innovative, and engaged lifelong learners who love to come to school every day.  

Middle School  
At MEF IS we aim to provide students in the Middle School (Grades 6-8) with a rigorous, balanced 
academic program which becomes increasingly demanding to prepare for the challenges that lay ahead in 
high school. Attention is paid to the individual learning styles of our students and lessons are prepared in a 
variety of modalities while focusing on authentic learning opportunities and a focus on enjoyment and fun 
while learning. Our students develop their communication, collaboration, creativity, critical thinking skills 
to aid in academic achievement and overall well-being. MEF IS Izmir follows the Cambridge Lower 
Secondary Checkpoint curriculum in Science, English, Mathematics, Languages, Visual Arts, Music, ICT and 
Physical Education. 

 

High School  
Students entering into High School (Grades 9-12) pursue a rigorous, well-balanced course of study with 
the additional purpose of preparing for tertiary education. The curricula offered in the high school include 
those and the from Cambridge International Education and the International Baccalaureate Organisation 
(IB). The course selection allows students to develop a broad academic base to pursue professional paths 
to take in the future. Students experience field trips to provide practical and authentic experiences to 
further develop their understanding of the curriculum. Students are offered a variety of clubs, as well. MEF 
IS students follow the University of Cambridge International General Certificate of Secondary Education 
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(IGCSE) curricular framework during grades 9 and 10 consisting of two year courses that culminate in 
external IGCSE examinations. This rigorous programme prepares students in grades 11 and 12 to continue 
their studies in one of two graduation tracks: the International Baccalaureate Diploma Programme (IB DP) 
or IB Certificate route. Both options involve advanced two-year courses and provide excellent preparation 
for university study.  

 
 
 
 
 

School Daily Timetable 
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Academic Calendar 
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Assessment For and Of Learning 

 
Assessment acts as a learning tool that, as part of a learning cycle, informs planning and curriculum 
development. Assessments consist of formative, summative, informal, and formal components that are 
designed to motivate students and provide information on their knowledge and skills, strengths and needs. 
Assessment identifies the essential elements of students’ understanding, knowledge, skills, and attitudes. 
Assessment provides teachers, students, and families with information about attainment and progress.   
 
RATIONALE 

●​ A variety of assessment practices provide information so that learning can be evaluated and 
programs of learning can be appropriately developed. 

●​ Standardised and non-standardised assessments are used to determine the achievements and 
progress of students. 

●​ Teachers, parents and administrators have a clear understanding of an assessment’s rationale, 
content, nature, and measuring criteria.  

●​ Criterion-based assessment, in line with the programmes of the school, is utilized. 
●​ Assessment is a learning tool that operates as part of a learning cycle. 
●​ Analysis of assessment data is used to inform teaching and learning.  

  
GUIDELINES 
The assessment component can be subdivided into three closely related areas: 
I.  ASSESSING – How we discover what students have learned 
II. RECORDING – How we collect the data 
III. REPORTING – How we communicate the information we have gathered 
  
 I.  ASSESSING 
Assessment is used to inform teaching and learning. Teachers provide varied opportunities for students to 
participate in and reflect on the assessment of their work.  
 
Pre-Assessment 
All teachers will assess students' prior knowledge and experiences before embarking on new learning 
experiences. New students are assessed by ESL specialists on their English ability. 
  
Formative Assessment 
Regular assessment will be used during the teaching and learning process to inform teachers and students 
about how the learning is developing. Formative assessment and teaching are directly linked. Formative 
assessment provides feedback to support learning. A variety of methods are used, including verbal, 
written, peer feedback, and self-assessment.  
 
Summative Assessment 
Summative assessment happens at the end of the teaching and learning process, is planned for in advance, 
and allows students to demonstrate their understanding, knowledge and skills in a variety of formats. 
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Assessment In Primary  

1.​ All students are assessed at the beginning of the year for the teacher to understand what their 
level is in their subject. Students are assessed by their teachers throughout and at the end of each 
unit of inquiry.  

2.​ Students in the Primary Years will be assessed based on the following key: 
 

Basic Learners have generally shown a limited level of achievement. Whilst demonstrating 
a basic level of understanding, knowledge and skills of the curriculum content, they 
would benefit from a focus on all areas of the curriculum they found challenging. 

Aspiring Learners may show aspects of Basic performance and Good performance. 

Good Learners have generally shown a good level of achievement. They have 
demonstrated a secure level of understanding, knowledge and skills of most of the 
curriculum content, but would benefit from a focus on the specific areas of the 
curriculum identified. 

High Learners may show aspects of Good performance and Outstanding performance. 

Outstanding Learners have generally shown an excellent level of achievement. They have 
demonstrated a comprehensive level of understanding, knowledge, and skills of the 
curriculum content, and should be very well prepared for the next stage of learning. 

 
3.​ At the end of the year, students in Grades 2 to 5 sit Cambridge Progression tests in English/English 

as a Second Language, Maths and Science. These tests do not give a qualification, but they are an 
end-of-year test that assesses the learners’ performance, informs parents of the progress made 
and helps teachers target students’ learning needs.  

4.​ Cambridge Progression tests are marked internally by the classroom teacher and parents are 
informed of the results by a Summary Report.  

5.​ At the end of Grade 5, students sit Cambridge Checkpoint Examinations, end-of-Primary tests in 
English or ESL, Maths and Science. These tests are externally assessed. 
 

 
Assessing In Secondary 
 
Assessment of student learning is based on the objectives and assessment criteria specific to each subject. 
Assessments across the Secondary School will be as follows: 

 

Summative Assessments 

 

50% 

 

Performance Grade 1:  

Projects / Performance tasks / Essay / Labs 
40% 

Performance Grade 2:  

Classwork / Homework / Quizzes 

 

10% 
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1.​ Internal Summative Assessments 

1.1.​ There should be at least two summative assessments per semester in all subjects.  

1.2.​ Assessments should focus on a range of skills and concepts from the subject studied that 

link directly to external learning objectives. 

1.3.​ The content and skills assessed should cover at least one unit. 

1.4.​ Assessments must be identical when there are two teaching groups (with the same or 

different teachers) learning the same units. 

1.5.​ IB Diploma teachers should design and implement assessment tasks throughout the 

program in a way that allows first-year students to experience the full range of assessment 
criteria and grade levels as they progress in their studies. 

1.6.​ A minimum of one week's notice should be given to students before an assessment is given 

and the approximate dates included in the course outline given at the start of the semester. 

1.7.​ All teachers should provide a study guide for examinations. Study guides should be handed 

to students a minimum of one week before an exam. These guides should include a list of 
skills, topics and practice questions for students. 

1.8.​ Only two written assessments can be given per grade each school day.  This does not apply 

to externally scheduled exams. 

1.9.​ Students are permitted to use simple translation dictionaries if English is not their first 

language in non-language assessments. 

1.10.​ Teachers should grade assessments within one week of the assessment and input the 

results to Toddle.  

1.11.​ Teachers should review the assessments in class with students.  

1.12.​ If a student does not take an exam, the student should inform the Deputy Principal in 

writing with officially signed and stamped documents verifying the excuse within 7 days 
from the day the excuse starts. The Deputy Principal informs the student if they are eligible 
to sit the exam. Valid reasons for missing an exam include illness, family emergency, visa 
appointment, external examination, etc. Another time for the student to sit the exam is 
arranged with the student and teacher typically the day the student returns to school. This 
make-up exam can be given outside the class or in class. 

1.13.​ Students who cannot submit official documents or verify the urgency of their situation 

officially are given the grade zero (0), and this information with the required attachments 
should be passed on to the school administration. This is a temporary grade, students will 
have a set time frame for this grade to be reviewed and potentially updated. 

1.14.​ The academic honesty procedure is followed in case of academic misconduct. 

1.15.​ A selection of each assessment is customarily moderated by at least one teacher in the 

same department or by another teacher with experience in the subject area. 

1.16.​ Parents of students may ask for the regrading of examinations or other assignments. If a 

parent or guardian believes an examination or assignment has been unfairly or incorrectly 
graded, the parent or guardian must submit a written request to the Principal indicating 
the examinations/assignments for review.  

1.17.​ The parents of any students who fail an internal examination may be invited for a meeting 

by the teacher, who will inform the administration. 
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Performance grade 1 are longer formative and summative assessments, minimum of 2 per semester.  

Performance Grade 1:  
Projects / Performance tasks / Essay / Labs 

 
40% of total grade 

 
Performance grade 2 are more frequent, shorter formative assessments. There should be weekly, graded 
assignments providing feedback on student learning..  

Performance Grade 2:  
Classwork / Homework / Quizzes 10% of total grade 

 
Approaches to Learning (ATLs) do not make up a portion of grades.  However, teachers indicate on 
report cards whether or not each student is meeting the individual Approaches to Learning. 
 

Criteria  Achievement 

level 

Thinking Skills 

Critical-thinking 
Skills 

How effective is a student at analyzing and evaluating issues and 
ideas?​  

(Score:  1-7) 

Creative-thinking 
Skills 

How developed is a student at creating? (Score:  1-7) 

Transfer Skills 

 

How effective is a student at using knowledge across multiple 
contexts? 

(Score:  1-7) 

Research  Skills 

Media Literacy 
Skills 

How well does a student interact with media and create ideas and 
information?​ 

(Score:  1-7) 

Information 
Literacy Skills 

How skilled is a student at finding, interpreting and judging 
information? 

(Score:  1-7) 

Communication Skills 

Communication 
Skills 

To what extent can students exchange thoughts, messages, and 
information?​ 

(Score:  1-7) 

Self-Management Skills 

20 



MEF INTERNATIONAL SCHOOL IZMIR 

Affective Skills To what extent does a student manage state of mind (e.g. 
mindfulness, perseverance, self-motivation and resilience)? 

(Score:  1-7) 

Reflection Skills To what extent is student reflective? ​ (Score:  1-7) 

Organization Skills How well does a student demonstrate organizational skills? (Score:  1-7) 

Social Skills 

Collaboration How effective is a student working with others?​  (Score:  1-7) 

 

5. External Examinations 
 
Middle School 
All students in grade 8 sit the Cambridge Checkpoint exams as scheduled by CIE (Cambridge International 
Examinations) in April. 
 
High School 
Students in Grades 9 and 10 follow the Cambridge International IGCSE curriculum in most subjects, which 
culminates in formal examinations at the end of the academic year. Students are registered for these exams 
in January. Parents and students choose the subject exams in which they are registered. IGCSE exam fees 
are covered by the school. These exams take place towards the end of the academic year in Grade 10.  
 

Students in Grades 11 and 12 follow the IB Diploma Programme curriculum.  The International 
Baccalaureate (IB DP) is a two-year academic program followed by students in Grades 11 and 12. This 
includes both IB Full Diploma and IB Certificate students. 
 
In Grade 12, students are registered for their IB subject exams between September and November. IB Full 
Diploma students are enrolled in all required subject exams, while Certificate students may choose to take 
exams (in some or all) only in the IB courses they are studying. 
 
All official IB examinations take place in May of the students’ second year in the program (Grade 12), and 
the associated exam fees are covered by the school. 
 

6. Subject Offerings and Academic requirements for the full IB Diploma Programme:   

●​ Students must have passing grades (60%) in Grade 10 subjects that will be studied in the IBDP or 
earn at least a C in the relevant IGCSE external exam. 

●​ Students must have an overall GPA of 60% on the end-of-year Grade 10  
transcript in order to study in the IB DP.   

●​ Students must have a First Language course, either English or Self-taught (see details below). 
●​ Students who do not meet the minimum 60% end-of-year GPA will be enrolled as IB Certificate 

students. Certificate students will take 5 courses, including mathematics and English.  Certificate 
students will have a course release from 1 subject, EE and TOK resulting in a workload reduction. 
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Other notes: 
Group 1- Studies in Language and Literature:   

●​ English A Language & Literature, SL & HL: Grade C or above in IGCSE external exams OR 60% or 

above in end-of-year MEFIS Grade 10 transcript  

●​ School Supported Self-taught Literature, SL: Students must have prior formal education in the 

language 
 
Group 2 - Language Acquisition (French / Spanish / English B):  

●​ To study in a Language B French or Spanish course, a student must have scored a ‘C’ or above on 
the IGCSE exam or mock exam.  All other students will study in an ab initio course.   

●​ Students not studying in English A Language & Literature will take the Language B English course 
 
Group 3 - Individuals and Societies (Economics and History):   

●​ No minimum requirement 
 

Group 4 - Sciences (Physics / Biology / Chemistry):  
●​ Physics, Biology, or Chemistry: Grade C or above in IGCSE extended external exams OR 60% or 

above in end-of-year MEFIS Grade 10 transcript for the extended course 
 

Group 5 - Mathematics:   
●​ Math Analysis and Approaches HL: Grade 'A' or higher on the IGCSE Extended Mock/Official Exam, 

OR 87% or higher with a teacher recommendation on the MEFIS Grade 10 Extended Mathematics 
final transcript.  

●​ Math Analysis and Approaches SL: Grade 'B' or higher on the IGCSE Extended Mock/Official Exam, 
OR 80% or higher with a teacher recommendation on the MEFIS Grade 10 Extended Mathematics 
final transcript.  

●​ Math Applications and Interpretation SL: no minimum requirement 
 
Group 6 - Arts (Visual arts):   

●​ While the IB DP has no formal prerequisite, prior study in middle school or IGCSE Art—alongside a 
strong interest in visual media—is strongly recommended. Success in DP Visual Arts relies heavily 
on sustained creative inquiry, studio work, and self-directed portfolio development; therefore, 
student background and commitment will be evaluated prior to enrollment.  

 
IB Course (Certificate Programme): Students studying in the IB Course Certificate Programme will study 5 
of the 6 IBDP subjects in SL or HL and complete the CAS Programme. 

●​ Students may transition to the Certificate Programme at the administration's and family's approval.  
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Reporting of Student Progress 
At MEF IS, we use multiple feedback mechanisms to ensure students and families receive timely and 
substantive information about student progress. 
★​ Parent teacher meetings: these can be requested by either party whenever the need arises 
★​ Semester report cards: twice a year at the end of Semesters 1 & 2 
★​ IB DP progress reports: 2-3 times per year in grades 11-12 to provide a clear indication of student 

progress according to IB standards based on exams results and IA performance.  
★​ Toddle: Ongoing and regular feedback about your child’s learning will be shared through this 

digital portfolio.  
★​ Parent Conferences: held twice per year in October and March 

Academic Documentation 
At the end of each term (i.e., Semester 1, Semester 2), MEF IS students receive progress reports detailing 
their accomplishments during the given term. Students in Grades 9-12 also receive an annual transcript at 
the end of Semester 2 that outlines their grades in each course for both terms and their grade point 
averages for the year. The Principal’s office also provides upon request additional copies of transcripts as 
well as student verification and leaving letters. 
 
Parents requesting academic documentation should be aware of the following guidelines: 
 

1.​ Requests for documentation (enrollment letters, report cards, transcripts, etc.) should be made 
directly to the Academic Assistant, Ms. Serap Çaliskan at caliskans@mefis.k12.tr and the 
Admissions Officer Ms Melike Çinar cinarm@mefis.k12.tr   

2.​ Original progress reports can only be issued once (these are provided to students at the end of 
each term); up to 3 copies may be provided upon request 

3.​ We cannot process requests for early distribution of report cards or transcripts for Semester 1 
grades before the scheduled reporting date or for Semester 2 grades before the last day of school, 
when all Semester 2 report cards and annual transcripts are distributed. 

4.​ All requests will be processed as rapidly as possible but please allow up to 5 business days for 
documentation requests 

5.​ All official academic records require an officially authorized administrator’s signature and 
therefore requests made during the holidays will likely be delayed. It is best, wherever possible, to 
make requests during the regular school year to avoid delays 

6.​ Upon request, MEF IS will provide up to 3 official copies of academic records. 
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Attendance And Tardiness 

Attendance  
Punctuality and regular attendance  are important for students as part of their learning. It is the 
responsibility of parents/caregivers to ensure their children arrive on time to school each day and remain 
at school for the full day unless the child is sent home by the nurses office. It is the responsibility of the 
school to keep accurate attendance records and to comply with related regulations.   
 

Parents should send an email to the academic assistant caliskans@mefis.k12.tr and the Homeroom 
Teacher (Primary) if their child is absent for any school day. If a parent fails to inform the school of their 
child’s absence the academic assistant will contact the parents for information. The parents of students 
who are absent from school are contacted by email or phone. Communication from the family to the 
administration is requested to explain the reason for the absence and must be received within 5 workdays, 
otherwise the absence will be counted as an unexcused absence. All absences must be documented by 
parents via a signed note indicating the reason for the attendance which can be emailed to the 
Principal/Deputy Principal and the homeroom teacher (primary). Parents are requested to provide a 
medical certificate or other documentation for any absence longer than two days in a row. The Principal or 
Deputy Principal may apply discretion depending on the circumstances of the absence. 

Daily attendance is accurately documented on the school’s student information system and on each 
student’s report card. 
 
Excused and Unexcused Absences 

●​ Excused absences are only for illness, injury, death in the immediate family, attendance at a 
funeral, religious holidays, legal matters, and other emergencies or unusual circumstances as 
approved by the school’s administration.   

●​ Unexcused absences include illness without a medical note (for absences longer than 2 days), 
family reasons, trips during the school semester etc.  

●​ Long term health issues - If a student’s long term health is of concern this should be reported to 
the Principal, so that follow up with the family can be undertaken. 

 
Missed Assessments  and Makeup Work 

●​ Students will be held responsible for the school work missed. Students should approach the 
teachers of classes missed and ask for the make-up work that needs to be completed. Students will 
receive extra time to make up the work due to an excused absence. As a general guideline, students 
should receive the same number of days to make up for their work that they missed due to an 
excused absence. Where possible, a student who knows he/she will be absent, should approach 
his/her teacher/s and ask for the work to be completed for the period of time absent. Once 
completed, they should show it to the Deputy Principal. 

●​ Students who miss internal assessments due to an excused absence will have an opportunity to 
make up the assessment; the timeline for making up the exam may vary depending upon the 
reasons for the absence. The teacher should consult the administration. The absence needs to be 

24 

mailto:caliskans@mefis.k12.tr


MEF INTERNATIONAL SCHOOL IZMIR 

excused by the administration (Excused absence). Students who miss external exams may not have 
make-up examinations. 

 
Early Dismissal Procedures 

●​ Students who come to school are expected to stay at school unless they have an illness or urgent 
appointment. If a parent/guardian collects their children during regular school hours or gives 
permission for their child to leave the campus, they must send an email to caliskans@mefis.k12.tr  
including the reason and time for early dismissal. Students need to collect a signed note from the 
academic assistant giving them permission to leave the school grounds to show at the security 
gate. Signed notes which do not state reasons or are inappropriate will not be approved by the 
school’s administration and students with such notes will be unable to receive permission to exit 
the premises. 

 
Late Arrival Procedures 

●​ If a student arrives after morning registration, they must report to the academic assistant to update 
their attendance.   

●​ Secondary School students who are chronically late or absent may be given consequences 
according to the scheme outlined in the “MEF IS Behaviour Procedures”.  

●​ Students that arrive late to school due to the service bus will not be marked tardy. They will be 
marked present. 

 
Study Leave for Senior Students 

●​ Students in grade 12 and IB2 are eligible for study leave starting mid-April depending on their 
attendance, academic performance, and teacher recommendations. The administration will review 
this information and determine whether the student will take Study Leave or not. A sample letter is 
in the appendix. Once students have had this signed, they may study either at home or school in the 
period running up to the external IB exams. 

●​ Students in grade 12 and IB2 who are on study leave are marked  ‘present’ with ‘study leave’ 
written in the comment space on Toddle. (Students taking the bus must notify the bus driver of 
when they will be taking the bus.)  

 
Monitoring and Addressing Attendance Issues 

●​ The Deputy Principal will send a note home to parents on the 10th, 15th, 20th, 25th and 30th day 
of  absence reminding parents of the importance of regular attendance and its impact on learning, 
together with the possible consequences for continued absenteeism. 

●​ Primary school: The Deputy Principal will follow up with tardiness at the beginning of the school 
day on the 10th, 15th, 20th, and 25th instance with an email update to parents. 

●​ Secondary School: The Deputy Principal will follow up with tardiness at the beginning of the school 
day, and during the course of the school day on the 10th, 15th, 20th, and 25th instance within a 
semester as outlined in the MEF IS Behaviour Procedure, which include a behaviour plan, 
reflection session, meeting with the Deputy Principal or Principal and parents, and appearance 
before the “Student Behaviour Evaluation Committee” or “Discipline Committee”. 

●​ Deputy Principals will meet with parents of students who have  ongoing problems with tardiness 
or attendance. If the problems are not resolved, the student may appear before the “Student 
Behaviour Evaluation Committee” or the “Discipline Committee” in the Secondary. 
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Tardy Absence 

10 - meeting with counsellor, email to parents 10 - meeting with counsellor, email to parents 

15 - meeting with DP, email to parents 15 - meeting with DP, email to parents 

20 - meeting with parents and DP, support plan 20 - meeting with parents and DP, support plan 

25 - final email warning 25 - final email warning 

 
GUIDELINES FOR ATTENDANCE AND TARDINESS 

●​ Lateness Classification:  
○​ Arrival after the school day has started but before the end of the first period is recorded as 

"late." 
○​ Arrival during periods 2 to 4 constitutes a half-day absence. 

●​ Early Departure:  
○​ Leaving before the end of the 3rd period is to be reviewed by administration for 

documentation status. 
○​ Leaving after the 4th period is considered a half-day absence. 

●​ Educational Activities and Absences: Absences due to participation in school-sanctioned 
educational activities overseas are excused and do not contribute to the student's total absence 
count. 

●​ Absence Limits: 
○​ Unexcused Absence Limit: Students are permitted up to 10 unexcused absences annually. 
○​ Excused Absence Threshold: Students are allowed up to 20 excused absences each year. 

●​ Excessive Absence Consequences:  
○​ Exceeding 30 days of absences triggers a written notification to parents, potential 

non-renewal of enrollment for the subsequent year, and possible disqualification from 
sitting for external examinations. 

○​ Students surpassing 30 days of absence in an academic year may be required to repeat 
their current grade level. High school students in this category must repeat the year. 

●​ Considerations for Severe Medical Conditions: Cases of severe medical conditions will be reviewed 
on an individual basis, with the understanding that exceeding 60 days of absence due to medical 
reasons still necessitates repeating the academic year. 

 
Attendance Codes 

●​ AU - Absent Unexcused: Students who are not in school and have not provided an email or 
documentation from their family aligned with the above definitions. 

●​ AE - Absent Excused: Students who are not in school and have provided appropriate 
documentation to the school. 

●​ SE - School Excused: Students who are not in lesson, but have been given permission by the school 
to not be present (i.e. grade 12 study leave, educational excursions, sporting competitions, external 
examinations)  

●​ T - Tardy: Students who are late for class without a valid excuse. 
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*See the Attendance Policy for more details.  
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PART 3: STUDENTS 
Code of Conduct 

MEF International School is committed to maintaining a safe, responsible, and respectful learning 
environment in order to inspire, nurture, and challenge our learners to realize their unique potential. All 
members of our community are expected to reflect these values along with the Cambridge and IB Learner 
Profile attributes. These standards are ensured through a collaborative effort involving families, teachers 
and administrators. The principles of safety, respect and responsibility are integral to the standards 
required of students. The best way to cultivate positive student behaviour is to exemplify and encourage it. 

 
1. Expectations for Attendance and Punctuality 

●​ Arrive to school on time and follow the attendance policy. 
●​ Arrive at each class promptly with appropriate learning materials. 

2. Expectations for Student Learning 
●​ Listen carefully and follow instructions. 
●​ Stay on task and work respectfully around others. 
●​ Seek help when you need it. 
●​ Try your best with all school tasks. 
●​ Respect the school and personal property. 
●​ Cell phones must be kept on silent and in the locker for the whole school day. 
 

3. Expectations for Dealing with Others 
●​ Model the Cambridge and IB Learner Profile. 
●​ Be kind, polite and caring to others. 
●​ Share respectful greetings and acknowledgement of others.  
●​ Use appropriate and respectful language. 
●​ Be a good speaker and listener. 
●​ Be responsible for your belongings. 
●​ Respect the rights, thoughts, beliefs, and feelings of others. 
●​ Respect the personal space of others (avoid unnecessary public displays of affection or anger). 
 

4. Expectations for School Clothing  
●​ Inappropriate clothing can be an issue with health, safety, or inclusivity. 
●​ Clothing should follow the student dress policy and respect the attitudes and expectations of the 

host culture. 
●​ A change of clothes is expected for Physical Education classes. 
●​ Students are encouraged to wear hats and use sunscreen when outdoors. 
●​ Dress according to the climate and time of the year. 
●​ On lab days, students may not: wear jewelry or loose clothing, clothing that does not protect the 

arms, legs, or chest from potential splashes or spills in the lab, or wear open-toe shoes in the lab. 
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5. Expectations for Lessons, Activities, and Break Times 

●​ Interact in a friendly, positive and inclusive manner. 
●​ Be safe. 
●​ Be responsible. 
●​ Be respectful. 
●​ Keep the school clean and litter free. 
●​ Get help from a teacher when needed. 

 
6. Expectations for Electronic Devices 

●​ Keep electronic items locked safely in your locker when not in use. 
●​ In school use of electronic devices for academic purposes only. 
●​ All students must leave cell phones in their lockers throughout the school day. 

 
*The school may review documents, chats, photos, videos, or other digital content together with the student if 
there is cause for concern about inappropriate device use. 
 
7 . General Expectations 

●​ All students must have a combination lock on their locker at all times.  
●​ Students are not permitted to bring any prohibited items to school that may pose a danger to 

themselves or others. This list includes but is not limited to: lighters, matches, lighter fluid, alcohol, 
pocket knives, cigarettes and weapons. If a student is unsure then they must ask an administrator. 

 
*All students are expected to follow the Be Safe, Be Respectful, Be Responsible model at MEFIS. 
 
Reflective and Restorative Practices 
In order to maintain positive behaviour, we emphasize reflective and restorative practices. A reflective 
approach invites students to recognize their behaviour, remember our community behaviour expectations, 
and take an active role in considering what choices they can make to have a more positive experience. A 
restorative approach sees conflict or misbehaviour as an opportunity to learn about the impacts of their 
actions, develop empathy for others, and make amends to strengthen the bonds that may have been 
damaged and rebuild trust.  Reflection and restorative practices are sometimes peer-to-peer or facilitated 
by a teacher,  Counsellor, Deputy Principal, or Principal. 
 
Reflection sessions may be given to students after appropriate redirections and warnings or if the situation 
requires time to reflect on actions. Parents are informed by the Deputy Principal or teacher  issuing the 
Reflection via email or phone call. 
 

 Common Consequences and Support Common Behaviours 

Level 1 
Teacher 
Handled or 
Counsellor 

1. Teacher addresses the behaviour with 
the student 
2. Therapeutic check-in with Counsellor 
3. Electronic device is kept by the Deputy 

●​ Classroom Disruption 
●​ Frequent Disengagement  
●​ Phone usage during the school day 
●​ Misuse of resources and electronic 
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Handled Principal until the end of the school day 
4. Academic integrity reflection, redo 
with 25% penalty, family informed 

devices 
●​ 1st academic misconduct 
●​ Frequent tardiness to homeroom or 

individual lessons 
●​ Chewing gum 
●​ Disrespect a friend 
●​ Unkindness 
●​ Inappropriate physical contact 

Level 2 
Homeroom 
Teacher or 
Deputy 
Principal 
Handled 

1. Reflection given by teacher 
(completed with Homeroom Teacher) 
2. Apology letter (completed with 
Homeroom Teacher) 
3. Parent email or phone call by teacher 
4. Loss of privileges (Deputy Principal) 
5. Study Lab instead of Clubs 
6. Therapeutic support with Counsellor 
7. Electronic device is kept by the Deputy 
Principal for two school days 
8. Academic integrity reflection, redo 
with 50% penalty, meeting with family 

●​ Pattern of Level 1 Behaviours 
●​ Refusal to work 
●​ Constant tardies 
●​ Persistent playfighting  
●​ Repeated carelessness that impacts 

learning 
●​ No work submission 
●​ 2nd electronic device misuse 
●​ 2nd academic misconduct 

Level 3 
Deputy 
Principal and 
Discipline 
Committee 
Handled 

1. Reflection given by Deputy Principal 
2. Parent email or phone call by Deputy 
Principal 
3. Formal reprimand 
4. In-school suspension 
5. Therapeutic support with Counsellor 
6. Electronic device is kept by the Deputy 
Principal for one week 

●​ Pattern of Level 2 Behaviours 
●​ Harmful or offensive name calling 
●​ Rudeness 
●​ Bullying 
●​ Lying 
●​ Forging a teacher or parent 

signature 
●​ 3rd electronic device misuse 
●​ 3rd academic misconduct or exam 

misconduct 

Level 4 
Deputy 
Principal, 
Principal and 
Discipline 
Committee 
Handled 

1. Reflection given by Principal 
2. Parent contacted by Principal 
3. Formal reprimand by Principal  
4. Out of school suspension 

●​ Pattern of Level 3 Behaviours 
●​ Serious challenge to a staff member 
●​ Verbal abuse to a student or staff 

member 
●​ Persistent bullying, physical abuse, 

or fighting 

Level 5 
Deputy 
Principal, 
Principal, 
Head of 
School, 
Discipline 
Committee 

1. Parent contacted by Principal or Head 
of School 
2. Extended out of school suspension 
3. Recommendation for a change of 
school 

●​ Pattern of Level 4 Behaviours 
●​ Serious fighting 
●​ Verified threat of violence 
●​ Carrying, using, or distributing illicit 

or illegal substances 
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Student Dress Code 
 
All students are expected to attend school in attire that respects the K-12 educational environment. 
Clothing should be appropriate for the season, clean, tidy, and facilitate participation in learning, as well as 
health and safety for all.  Clothing must not contain inappropriate slogans, words, pictures or symbols. No 
offense to the school’s community is permitted through dress or appearance. See-through or mesh 
garments must not be worn without appropriate coverage underneath that meet the minimum 
requirements of the dress code.  
 
All Secondary Students’ clothing that is brief in size and/or exposes the midriff, chest or back is not 
permitted at school. All shirts must have shoulder straps. Skirts and shorts should be at least mid thigh 
length.  Secondary students may wear discreet make-up.  All Students’ underwear should be completely 
covered and not visible.  

 

All Students must wear clean clothing that is in good condition. For very young children, sets of clean 
clothing can be stored at school, in the event of play or toilet incidents. All Students’ shoes must be 
practical for safe evacuation in an emergency situation or such that they don’t harm the student. Footwear 
should be firmly attached to the feet. 

 

Hats and bandanas may be worn as long as they are not covering the face, distracting to the learning 
environment, or contain inappropriate words, pictures, or symbols.  Exceptions will be made for 
medical/religious reasons, provided that learning and communication are not affected. During hot 
weather, students are encouraged to wear hats and a thin application of sun cream while outside. Families 
must supply the sun cream applications and hats. 

 

All Students must follow subject specific requirements for dress and safety in lessons. For example, 
appropriate safety apparel must be worn during science experiments such as lab coats and safety glasses; 
athletic shoes must be worn for PE lessons, and jewelry removed. Official school PE uniforms and proper 
athletic footwear are required for Physical Education classes and swimming attire/caps for pool sessions. 
Students may also wear their PE uniforms on designated PE days, school trips, or community outings as 
directed. The school’s PE uniforms should be worn for physical education classes and may also wear their 
uniform during the school week, on school trips or in the local community. Swimming caps and swimwear 
must be worn in the pool. 

 

Depending on the season, each student must wear and/or have ready, outer garments for outside play or 
activities. This clothing is to prepare students for cooler and sometimes seasonally changeable weather 
patterns. 

 
The school reserves the right to determine what constitutes appropriate dress. Students who do not adhere to 
these guidelines may be asked to adjust their attire before attending class. When in doubt, please contact the 
school administration for guidance. When in doubt, please check with the school administration. 
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Academic Integrity 
To ensure a culture of academic integrity, MEF IS has established clear guidelines and expectations for all 
members of the school community. Academic integrity is a fundamental value that promotes honesty, trust, 
and responsibility in the creation and presentation of scholarly work. Our school emphasizes the use of 
one's own original ideas and materials in demonstrating knowledge and the proper citation of any utilized 
sources.  
 
Academic integrity refers to the ethical and responsible production of authentic work that accurately 
represents a student’s own understanding, thinking, and learning. At MEF International School, academic 
integrity is demonstrated through: 
★​ the submission of work that is genuinely the student’s own across all learning and assessment 

contexts, including homework, projects, essays, performance tasks, internal assessments, and 
examinations; 

★​ the clear, accurate, and consistent acknowledgment of all sources used, including print, digital, 
visual, oral, and artificial intelligence–generated materials; 

★​ the responsible and transparent use of collaboration, technology, and digital tools in line with 
task-specific expectations and programme requirements. 

★​ Academic integrity is a shared responsibility and applies to all programmes offered at MEF 
International School, including Cambridge Checkpoint (Grades 6–8), Cambridge IGCSE (Grades 
9–10), and the IB Diploma Programme (Grades 11–12), and to both formative and summative 
assessments. 

 
Adapted from International Baccalaureate publications Academic Integrity (2019; updated guidance on 
artificial intelligence applied) and related programme documentation. 
 
Student Responsibilities 
Primary students learn how to distinguish between their own and others’ work and cite their sources. 
They understand the principles behind academic integrity, misconduct and possible consequences. 
 
Grade 5 and Middle School students cite their sources in text using author name, and create a works cited 
page including author and source location. They are expected to demonstrate that they understand the 
principles behind academic integrity, misconduct and the consequences. 
 
High School students use MLA formatting. They are expected to demonstrate academic integrity and their 
understanding of academic misconduct and the consequences. 
 
Note:  Middle and high school students are expected to sign an agreement stating that they have read this 
policy and will abide by it. 
​
Teacher and Staff  Support 
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Teachers are expected to model, instruct and monitor academic integrity and academic misconduct in 
accordance with the grade level procedures of the students they are working with.  All major written 
assignments should be run through Turnitin.  The librarian supports teachers and students in 
understanding academic integrity and misconduct for example when preparing and presenting lessons for 
students and guiding teachers with annual presentations and individual support.  The librarian will also 
train staff on Turnitin. 
 
Administration Responsibilities 
Administrators are expected to model and monitor academic integrity and academic misconduct in 
accordance with the procedures, and ensure that both students and teachers understand and follow  
procedures associated with academic integrity and academic misconduct. 
 
Parent Responsibilities 
Parents are expected to support their students and the school in carrying out the academic integrity 
procedure. 
 
Academic Misconduct 
MEF IS defines academic misconduct with the IB definition, "The IB defines academic misconduct as 
deliberate or inadvertent behaviour that has the potential to result in the student, or anyone else, gaining 
an unfair advantage in one or more components of assessment. Behaviour that may disadvantage another 
student is also regarded as academic misconduct. It is also an act that potentially threatens the integrity of 
IB examinations and assessments that can happen before, during or after the completion of the assessment 
or writing time of the examination, both paperbased and on-screen (IB, Academic Integrity, 2019). 
 
Plagiarism is defined as the representation, intentionally or unwittingly, of the ideas, words or work of 
another person without proper, clear and explicit acknowledgment. The use of translated materials, unless 
indicated and acknowledged, is also considered plagiarism.  
 
Collusion is defined as supporting academic misconduct by another student, for example allowing one’s 
work to be copied or submitted for assessment by another.  
 
Falsifying records includes presenting false academic or other documentation to the school 
 
Duplication of work is defined as the presentation of the same work for different assessment components 
and/or curriculum requirements. 
 
Examples of misconduct during an examination include: taking unauthorized material into an 
examination (whether the student uses it or not), behaviour that disrupts the examination or may distract 
other students, and communicating with another student during the examination. 
 
Adapted from The IB Diploma Programme publication “Academic integrity” (2007), “The IB programme 
continuum of international education Effective Citing and Referencing” (2014), and "Academic integrity" 
(2019) 
 
Procedures in case of academic misconduct: 
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●​ If a teacher suspects a student is guilty of academic misconduct, the teacher should consult an 
administrator immediately to discuss the incident. This discussion should occur before any 
consequences for the student are decided. The teacher must present an incident report to the 
administrator at the time of the consultation. 

●​ In consultation with the administrator, a teacher may give the student a “0” for the exam or the 
assignment. The administrator may also send the student to the Discipline Committee, depending 
on the severity of the instance. 

●​ Appeal: A student has the right to appeal the decision of a faculty member 
●​ A student has the right to appeal to the Discipline Committee via the School Principal and 

must notify the principal of his or her intent to do so within seven calendar days of being 
informed of the teacher’s decision. 

●​ The Discipline Committee will hear the appeal and share its conclusion with the Principal. 
●​ If the decision of the Committee differs from that of the teacher, then the Principal will 

meet with the teacher to adjudicate the issue. 
●​ If the Committee upholds the decision of the teacher, then the student may make a final 

appeal to the School Principal. 
●​ If the Principal disagrees with the decisions of the faculty member and the Committee, 

then the Principal will meet with the faculty member and a representative of the 
Committee to adjudicate the issue. 

●​ The Principal will keep a permanent record of any infraction in the student file. 
●​ Students who commit multiple infractions will be referred to the “Discipline Committee.” 

 
External Assessments: 
These include, but are not limited to, ISA, Cambridge Checkpoint, Cambridge IGCSE, IB Diploma 
exams. 

●​ Evidence of misconduct during official externally graded or moderated external assessments, or 
any other document submitted externally by the school on behalf of the student, should be 
immediately reported to the IB Diploma Coordinator or Deputy Principal.. 

 
●​ The IB or Cambridge academic misconduct procedure will be followed. 

 
Cambridge Guidelines: 
External examinations:  
Students are expected to adhere to the following: 

●​ To bring into the examination venue only authorised materials. 
●​ Unauthorised materials include the following (this is a non-exhaustive list): 

○​ calculator cases 
○​ instruction leaflets 
○​ bags 
○​ own blank paper 
○​ non-transparent pencil cases 
○​ personal TVs 
○​ computers of any sort 
○​ electronic or radio communication or recording devices 
○​ mobile telephones 
○​ cameras 
○​ Bluetooth headsets 
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○​ portable music players 
●​ All electronic devices must be switched off and left outside the examination room 
●​ Other types of unauthorized material must be either left outside the examination room or 

handed to the invigilator (and placed out of reach of candidates) before the start of the 
examination 

●​ Calculators with the following facilities are prohibited, unless specifically stated otherwise 
in the syllabus: 

○​ graphic display 
○​ data banks 
○​ dictionaries or language translators 
○​ retrieval or manipulation of text or formulae 
○​ QWERTY keyboards 
○​ built-in symbolic algebraic manipulatives, differentiation or integration 
○​ capability of remote communication with other machines 

 
Internal assessments or coursework:  

Students are reminded to exercise academic integrity and integrity 
The following actions are regarded as forms of malpractice (non-exhaustive list) 

●​ Plagiarism; the failure to acknowledge sources properly and/or the submission of another 
person’s work as if it were the candidate’s own 

●​ Collusion; working collaboratively with other candidates 
●​ Theft of another candidate’s work 
●​ The deliberate destruction (partial or total) or another candidate’s work 

 
Penalties for Malpractice:  
Cambridge International Examinations (CIE) may impose the following penalties for malpractice by 
candidates: 

●​ issue a warning 
●​ deduct marks or award no marks for a component (including coursework) 
●​ disqualify candidates from the subject in which the malpractice took place; in some cases the 

disqualification may be extended to all subjects taken in a session 
●​ ban a candidate from entering CIE examinations for up to five years 
●​ inform other examining bodies of the details of the case and action taken 
●​ inform the police in some serious cases involving theft, impersonation or the falsification of 

documents. 
 
Adapted from Cambridge Handbook (international) regulations for conduction Cambridge 
examinations 
 
IB Guidelines: 
 
IB Diploma Programme supplement to existing Plagiarism and Academic Misconduct: 

  
A.   Rationale for supplement: 
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In accordance with the MEFIS Board Policy 8.4 Student Conduct and Academic Misconduct Guidelines 
currently in use at MEF International School, academic misconduct has been further defined in this 
document.  The procedures taken by the administration and the teaching staff in the IB Diploma 
Programme in case of documented plagiarism and academic misconduct on formative and summative 
assessments are established in this amendment.  The MEF International School “Academic Misconduct 
Guidelines” procedure stipulates that IBO guidelines will be followed.  Further articulation of IBO 
guidelines is the purpose of this supplement.  The IBO plagiarism and misconduct policy contained in 
the “Academic integrity” guide for the Diploma Programme published by the IBO is referenced in this 
document.  
  
B.  Amendment to procedure:  
‘Malpractice’ includes plagiarism, collusion, misconduct during an exam, and duplication of another’s 
work on official IB examinations and internal/external assessments. 
  

1. If a candidate is found guilty of malpractice by the IBO, penalties are imposed in order to ensure that an 
IB diploma candidate does not gain an unfair advantage, to maintain the integrity of an IBDP examination 
session, and/or to encourage other candidates from taking the same action. 
 
2. A committee formed by the IBO will not take into account the consequences of imposing a penalty; the 
penalty will be imposed according to the nature of the offence.  The committee will take into consideration 
the information presented by teachers and the Diploma Coordinator on the case. 
 
3. When judging a case of alleged malpractice, the committee will disregard the registration category of the 
candidate. If a candidate is found guilty, the aim is to penalize the candidate only for the subject in which 
he or she has been found guilty of malpractice. For example, if a retake candidate is guilty of malpractice in 
one subject the grade for that subject obtained in a previous session will be carried over to the current 
session and any higher grades in other retake subjects will be counted in the current session. 
 
4. Work submitted by a candidate for assessment may contravene standard academic practice by failing to 
acknowledge the ideas or words of another person using quotation marks (or some other accepted 
practice). However, if there is some attempt by the candidate to acknowledge the source in the 
bibliography, the final award committee may designate a case of this type an ‘academic infringement’ and 
not malpractice. The judgment as to whether academic infringement is the appropriate decision will be 
partly based on the quantity of text (or other media) that has been copied by the candidate. 
 
5. If the final award committee decides that an academic infringement has been established, no mark will 
be awarded for the component or part(s) of the component.  The candidate will still be eligible for a grade 
in the subject or diploma requirement concerned.  No further penalty will be imposed and the case will not 
be recorded as malpractice.  In such a case, the decision regarding academic infringement will be 
communicated to the IB Coordinator. 
 

●​ If the final award committee decides that a case of malpractice has been established, no grade will 
be awarded in the subject concerned.  In the case of a diploma candidate the consequence is that 
no diploma will be awarded to the candidate.  However, a certificate of results will be awarded for 
other subjects in which no malpractice has occurred. 
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●​ If a candidate is found guilty of malpractice in his or her third attempt at achieving the diploma or 
improving the number of points for the diploma, the candidate will not be permitted a fourth 
examination session in which to achieve the diploma or improve the number of diploma points. 

●​ If a candidate is found guilty of malpractice the candidate will be permitted to register for future 
examinations at least one year after the session in which malpractice was established. 

●​ If a candidate is found guilty of malpractice in the production of one (or more) of several 
assignments required for a component, the candidate is not eligible for a mark based on his or her 
performance in the remaining assignments for the component:  no grade will be awarded for the 
subject.  For example, the internal assessment requirement for a subject may require a portfolio of 
four separate assignments.  If a candidate is found to have plagiarized all or part of one assignment, 
a mark for his or her internal assessment will not be based on the remaining three assignments:  
no grade will be awarded for the subject. 

●​ If a case of malpractice is very serious, either because of its nature or because the candidate has 
already been found guilty of malpractice in a previous session, the final award committee may 
decide that the candidate will not be permitted to register for examinations in any future session. 

●​ An IB diploma, or a certificate, may be withdrawn from a candidate at any time if malpractice is 
subsequently established. 

●​ Although a case may not warrant a penalty against one or more candidates, on occasion a letter 
may be sent to the Head of School on behalf of the final award committee insisting that greater care 
be taken to avoid a similar incident occurring again. 

 
The above twelve points are taken from the IB “Academic integrity” Guide 

  
Further Diploma Programme practices at MEF Schools of Turkey to prevent plagiarism and 
malpractice: 
  

All IB Diploma Programme students and teaching staff will receive on an annual basis instruction on 
what constitutes plagiarism and how to reference citations using Modern Language Association (MLA) 
formatting. 

  
All IB Cambridge and Diploma Programme assessments – both internal and external assessments – are 
to be moderated within departments to ensure the authenticity of the student work and consistency of 
teacher marking before being submitted to the IB Diploma Coordinator. 

 
Works Cited 
“Academic integrity”.  IB.  2007.  Web 
"Academic integrity".  IB 2019.  Web 
“The IB programme continuum of international education Effective Citing and Referencing”.  IB, 2014.  Web. 
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Technology & Responsible Use 
Here at MEF IS we seek to keep up to date with the latest advances in technology use in the classroom, and 
to teach our students how to use the various technologies available to them wisely and productively.  As 
part of this strategy we are using our Secondary School computer lab,  iPads and laptops with students to 
enable the growth of blended learning in the classroom.  Our students in Grades 6- 12 bring their own 
device to use as a tool for learning. 
 
We use technology as a device to enable us to:  communicate, collaborate and create; to showcase and 
demonstrate learning; and to access and use information responsibly.  The focus is to use technology for 
learning. Therefore we have some clear expectations from our students for their appropriate use of these 
devices. 
 

PRIMARY 

USE OF IPADS 

The school uses iPads to support personalized learning experiences, inquiry-based learning, digital literacy 
skills, and higher-order thinking skills. The use of educational technologies engages students with diverse 
learning styles, provides instant feedback, and fosters collaboration. The school has a policy to ensure that 
the use of iPads is responsible, safe, and effective. iPads are utilized to enable learners to engage in 
collaborative endeavors, effective communication, and the creation of innovative products that facilitate 
the construction and dissemination of knowledge. This approach provides an avenue for both local and 
global information access and sharing. 
 

STUDENT RESPONSIBILITIES 

1.​ Use iPads responsibly and for educational purposes, following policy guidelines. 
2.​ Handle iPads with care and promptly report any damage or malfunction to designated personnel. 
3.​ Limit personalization of school iPads to approved options only. 
4.​ Primary students may not use personal devices while at school unless under the supervision of 

their homeroom teacher. 
a.​ Personal device usage outside of class is prohibited.  Students may use phones with 

permission of a teacher.   
b.​ All personal electronic devices shall be kept in student backpacks or lockers for the entire 

day, unless under the instruction of a teacher. 
5.​ Responsibility for personal devices rests with the student. MEFIS takes no responsibility for loss of 

or damage to personal devices.  
6.​ All students receive instruction on responsible usage of technology. Thereafter, students and 

parents sign a responsible usage contract. 
7.​ Students may communicate with faculty through Google Chat, Google Classroom, Class Dojo or the 

school email system.  
8.​ Students may not communicate with faculty through the faculty member’s personal email, 

personal phone number (including text and chat facilities) or online social media. Exceptions may 
be negotiated with the Principal. 
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GUIDELINES FOR USE 

A. General Use 
1.​ iPads are to be used for educational purposes only. 
2.​ Students must handle iPads with care to prevent damage or loss. 
3.​ iPads should not be used during recess, lunchtime, or other non-instructional times unless 

specifically authorized by a teacher or school staff member. 
4.​ iPads are not used in washrooms or other unauthorized areas.  

B. Internet Access and Content 
1.​ Comply with the school's iPad Implementation Policy guidelines while using the internet on iPads. 
2.​ Seek permission from a teacher or school staff member before downloading, installing, or 

accessing any applications, software, or content. 
3.​ Internet usage on iPads for educational activities and authorized websites and resources. 
4.​ Strictly refrain from accessing inappropriate websites or content. 
5.​ Immediately report any accidental access to inappropriate content to a teacher or staff member. 

C. Privacy and Security 
1.​ Do not share passwords or login information with others. 
2.​ Avoid accessing, modifying, or deleting files, data, or settings of others without permission. 
3.​ Refrain from storing personal information (addresses, phone numbers, passwords) on school 

iPads. 

D. Care and Maintenance 
1.​ Use protective cases for iPads when not in use. 
2.​ Avoid eating or drinking near iPads to prevent damage. 
3.​ Charge iPads regularly. 
4.​ Use iPads in secure environments, and refrain from bypassing security measures or altering 

settings. 
5.​ Report any suspicious or unauthorized iPad activity promptly to a teacher or staff member. 
6.​ Follow the school's IT department's instructions for updating software, apps, and systems. 

E. Digital Citizenship 
1.​ Adhere to ethical and responsible online behaviour to practice good digital citizenship. 
2.​ Adhere to the ethical use of AI technology by following the guidelines in the AI policy.  
3.​ Respect others' privacy and avoid sharing personal or sensitive information without proper 

authorization. 
4.​ Use group chats and messaging apps responsibly. Do not engage in spamming, bullying, or sending 

inappropriate messages. 
5.​ Report any misuse of chats or group messaging to a teacher or school staff member immediately. 
6.​ Promote a positive online environment on iPads, demonstrating respect for others and their ideas. 
7.​ Comply with copyright laws and intellectual property rights when creating, accessing, and sharing 

digital content using iPads. 
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8.​ Adhere to the Plagiarism and Academic Honesty Guidelines when browsing the internet and 
gathering information. 

9.​ Familiarize yourself with and abide by the school's policies on online safety, privacy, and 
acceptable content. 

 

CONSEQUENCES OF MISUSE 

Any violation of this policy may result in disciplinary action, including but not limited to: 
1.​ Temporary or permanent loss of iPad privileges. 
2.​ Confiscation of the iPad until a parent/guardian meeting is held. 
3.​ Additional disciplinary action may be taken as deemed appropriate by the school administration, 

following the school's disciplinary policy. 
4.​ Violation of the guidelines may result in disciplinary action, which may include loss of iPad 

privileges, academic penalties, or other appropriate consequences as determined by the school 
administration. 

5.​ Continued misuse of iPads may lead to further disciplinary measures, including parental 
involvement and potential legal consequences. 

 

PLAGIARISM AND ACADEMIC HONESTY GUIDELINES 

1.​ Create original work: Use your iPad to develop your ideas and complete assignments, avoiding 
copying from others. 

2.​ Cite sources: When using information from the internet, properly credit the original authors or 
sources. 

3.​ Use school-approved resources: Access only the school's recommended websites and apps to 
ensure reliable information. 

4.​ Share responsibly: Collaborate with classmates fairly and honestly without enabling plagiarism. 
 
SECONDARY: 

Use of School Computers Including I-pads:  

1.​ All student work should be saved to the student’s google drive to enable universal access. Students 
must not save files to local hard drives or portable memory storage (eg flash drives). 

2.​ Students should not look at, read, modify or remove files, mail, or network traffic owned by any 
other user without explicit permission from the owner. Having access to a file does not constitute 
such permission.   

3.​ Students must not attempt to access others’ password-protected files. 

4.​ All computer use must be considerate and polite. Offensive, obscene, or harassing messages are 
strictly prohibited.  Using computer systems to bully others will not be tolerated, even if the 
bullying was initiated off-campus. 

5.​ Printing is only available to students in Grades 9 - 12. Upper secondary students may print 
documents for assessment (e.g. coursework) or to support their learning from the library 
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computers only.  

6.​ Students must not install software or download files to the school computers unless receiving 
permission from a teacher. Afterwards, files should be deleted.   

7.​ Disciplinary action will also result from the following: using, or attempting to use, MEFIS – Izmir, 
computer systems or those accessible by network, without proper authorization (includes, but is 
not limited to, supplying misleading information or false credentials); tampering with, obstructing, 
or attempting to alter the operation of any computer system accessible through MEF network 
connections; attempting to modify, distribute, or copy data of software without authority. 
Attempting to physically open, damage or otherwise alter any hardware components such as mice, 
keyboards, computers, scanners, cameras, etc. 

8.​ All unsuitable websites, whether discovered by students or faculty, will be reported to the IT 
Manager with the URL address. Inappropriate use of websites or applications is subject to 
disciplinary action.  

Students must not reveal details of themselves or others, including full names, addresses, telephone 
numbers, or arrange to meet anyone in online communication. 
 

Use of Personal Devices 
 

1.​ Students in Grade 6 - 12 are required to bring a device to school.  

MEF IS, Izmir utilizes a 'Bring Your Own Device' (BYOD) program for its middle and high school 
students. 

High School - Mandatory - Laptop Computer or Tablet 

Middle School - Mandatory - Laptop Computer or Tablet 

Primary School - No device needed / Provided as necessary by school 

2.​ Permission to use personal devices for student learning during lesson times is at the discretion of 
the secondary teacher. Primary students may not use personal devices while at school unless 
under the supervision of their homeroom teacher. 

3.​ Device usage outside of class is strictly prohibited.  Students may use phones with permission of a 
teacher.  All personal electronic devices shall be kept in student backpacks or lockers for the entire 
day, unless under the instruction of a teacher. 

4.​ Expectations for online use of personal devices are the same as for the school computer network. 
Inappropriate use of a personal device is subject to disciplinary action.  

5.​ Responsibility for personal devices rests with the student. MEFIS takes no responsibility for loss of 
or damage to personal devices.  

6.​ All students receive instruction on responsible usage of technology. Thereafter, students and 
parents sign a responsible usage contract. 

 
Online Communication:   
 

1.​ Students may communicate with faculty through Google Chat, Google Classroom, Toddle or the 
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school email system.  

2.​ Students may not communicate with faculty through the faculty member’s personal email, 
personal phone number (including text and chat facilities) or online social media. Exceptions may 
be negotiated with the Principal. 

 
TECHNOLOGY STUDENT GUIDELINES AND ACCEPTABLE USE 
 
We are using electronics to: COMMUNICATE, COLLABORATE & CREATE, SHOWCASE, DEMONSTRATE 
LEARNING, ACCESS INFORMATION 
 
The focus here is to use our electronics for learning. We expect students to be responsible and keep safe. To 
help students through this process, here are some important rules for them to be aware of to guide the use 
of technology at MEF International School. 
 

1.​ Always follow teacher instructions regarding the use of technology. This could be the classroom 
teacher, or even another teacher in the corridor. 
 

2.​ Stick with the class. Be in the right place at the right time on the device. Follow the learning in the 
classroom and what is being asked. 
 

3.​ Keep the device on mute. Unless the teacher gives permission, keep devices muted. Students may 
bring earbud headphones if the teacher permits. 
 

4.​ Keep the device safe.  Use a case to protect the device. Use a locker to store it, and make sure that 
there is a lock on it! Carry devices with both hands. Do not use the device when walking between 
classrooms! Keep devices away from liquids. 
 

5.​ Come to school with your device fully charged. 
 

6.​ Take photo/video footage with the permission of the people involved. 
 

7.​ Students will not be using their devices for every class, every day. They can only take out  their 
device when asked to do so by the teacher. 
 

8.​ Be aware of Academic honesty - Students must ensure this is their own work.  Do not copy and 
paste. Even when students say something in their own words, they must quote the source! 
 

9.​ Be responsible and use technology for learning. Note: in middle school, students are not 
permitted to use your devices during breakfast, lunch or break times. 

 
10.​  Ethical Use and Digital Citizenship: Mandatory signing of the Responsible Use Contract and 

adherence to digital citizenship principles. 
 
Inappropriate Electronic Device  Use and Consequences 
Students found using their electronic devices inappropriately will face the following consequences:  
(please see the “Expectations for use of MEF IS Technological Devices”) 
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1st 
time 

➔​ The electronic device is kept by the Deputy Principal until the end of the school day.  
➔​ The reporting teacher tracks this in the Inappropriate Usage Electronic Device Document. 
➔​ If this occurs towards the end of the day, then the device is kept for the following day. 

2nd 
time 

➔​ The parents are informed of inappropriate usage and a Reflection is assigned with the 
Student Behaviour Committee Leader 

➔​ The electronic device is kept by the Deputy Principal until a parent meeting is held.  
➔​ The reporting teacher tracks this in the Inappropriate Usage Electronic Device Document. 

3rd 
time 

➔​ The student may lose the privilege of having an electronic device during the school day for 
one month and a Pre-Disciplinary Warning Letter is placed on their file. 

➔​ The letter will state that the next infraction will result in the student meeting the Student 
Evaluation and Discipline Committee. 

 
Please see the Technologies polices for further details. 
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PART 4: PARENTS 
 

Communication 
 

Timely and professional communication between home and school is essential to keep parents informed 
and to support teaching and learning; it is also essential to establishing and maintaining positive and open 
relationships based on trust and mutual understanding. There are a number of communication channels 
the school uses including direct contact between individual staff and individual students/families 
(meetings, email, telephone), school newsletters, and school websites. 
 

Correspondence 
MEF IS encourages families to contact staff when they have questions or concerns. The below points 
indicate whom to contact when you have a question: 
 

What if I have questions or concerns about…? 

●​ A specific class/course (Teacher) 

●​ School sports teams, overnight sports competitions (PE Teacher/Athletic Director, Ms Smanatha 
Bayik) 

●​ Events and Field Trips (Principal, Ms Katherine Coban) 
●​ Attendance, behaviour, reflections, or discipline (Deputy Principal, Mr. Wissam Malaeb) 
●​ Enrichment Clubs during the school day (Primary Coordinator, Mr. Jason De Roma) 
●​ ESL and LS placement (Counsellor, Ms Grace Mutonga) 
●​ Health or safety (Principal, Ms Katherine Coban / Deputy Principal, Mr. Wissam Malaeb / 

Counsellor, Ms Grace Mutonga) 
●​ Student Support Services (Counsellor, Ms Grace Mutonga) 
●​ Academic progress for Grades 6-10 (Principal, Ms Katherine Coban/Deputy Principal, Mr. Wissam 

Malaeb) 
●​ Academic progress for Grades 11-12 (Program Coordinator, Mr. Wissam Malaeb) 
●​ Course selection and course changes Grades 6-10 (Program Coordinator, Ms Sandy Safı) 
●​ Course selection and course changes Grades 11-12  (Program Coordinator, Mr. Wissam Malaeb) 
●​ The Secondary School curriculum in general (Principal, Ms Katherine Coban/Deputy Principal, Mr. 

Wissam Malaeb, Cambridge program Coordinator, Ms. Sandy Safı) 
●​ Cambridge examinations, IGCSE and Checkpoint certificates (Program Coordinator, Ms Sandy Safı) 
●​ IB Diploma Programme (Program Coordinator, Mr. Wissam Malaeb) 
●​ The IB Diploma or IB Certificate Programme (Program Coordinator, Mr. Wissam Malaeb) 
●​ Student records , enrollment letters, etc. (Principal’s Assistant, Ms. Searp Caliskan) 
●​ Any of the above items but I could not resolve my question or I have a question about something 

that is not on this list (Principal, Ms. Katherine Coban) 
●​ For feedback, suggestions or communication regarding MEF International School (Head of School, 

44 



MEF INTERNATIONAL SCHOOL IZMIR 

Ms. Elvan Tongal, or Principal, Ms. Katherine Coban) 

We kindly ask our parents to follow this communication process to ensure clear and consistent dialogue 

between the school and families. Staff strive to respond to email correspondence received during the 
business week within 24-48 hours. Please understand responses to messages sent over the weekend 
or a holiday might take longer than 24-48 hours. 
 
Appointments 
MEF IS kindly requests that parents make appointments when wishing to meet with staff. Making an 
appointment ensures staff are available and prepared to address your needs in the meeting. The best way 
to facilitate an appointment is to send an email directly to the staff member. For meetings with the 
Principal, please contact the Academic Assistant Ms. Serap Caliskan (caliskans@mefis.k12.tr) who will 
gladly help in this process.  
 
In the message, please indicate a few suitable dates and times for meeting and convey as specifically as 
possible the points you wish to discuss. Please note that a staff member may not be available to meet with 
you if you do not make an appointment. This is due to their regular teaching schedule, duties, and other 
meetings. For these reasons, it is always best to arrange an appointment in advance and to indicate the 
items for discussion. 
 
Newsletters:  
MEF IS families receive a weekly school newsletter from the Principal and staff. The school newsletter 
addresses the school community. Through this avenue, the school shares updates on teaching and learning, 
student achievement, events, and activities. 
 
Toddle: MEF IS provides Toddle for students and families in order to communicate up-to-date information 
on student progress. From 2026-2027 onward, Toddle is fully replacing Renweb, Class Dojo and Google 
Classroom 
 
Web Resources:  
Website: The MEF IS website has extensive information on the School and its programs that parents might 
wish to access from time to time. The direct link to the website is: https://www.mefis.k12.tr/izmir/  
 
Social Media:  
MEF IS provides reminders and updates about upcoming events and happenings in the school. If you 
would like to be informed of MEF IS moments, we make posts to our SM pages most weekdays to share 
what is happening in our community.  Please like us and keep up to date with our happenings.  
 
★​ Facebook: https://www.facebook.com/mefisizmir 
★​ Twitter: https://twitter.com/mefisk12tr 
★​ Instagram: https://www.instagram.com/mefisk12tr/ 
★​ Linkedin: https://www.linkedin.com/company/mefisk12tr/ 
★​ YouTube: https://www.youtube.com/channel/UCo6i7FpWntKK9mtjrBR87OQ 
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Extracurricular Activities 

Enrichment Clubs 
MEF IS Teachers facilitate a variety of different Enrichment clubs during the last lesson on Tuesdays and 
Thursdays. We value the importance of developing the whole child through varied activities including 
sports, art, drama, community service clubs, and leadership development through Model United Nations. 
(MUN) and student council. 
 

Field Trips 
Field trips are an integral part of the personal development of each student and the school’s curriculum, 
therefore all students are expected to participate. Field trips provide opportunities for cultural 
enrichment, social interaction and the extension of learning skills and will be used wherever possible to 
work towards these educational goals. 
 

Sports Teams 
MEF International School offers a variety of extracurricular sport activities designed to stimulate and 
develop the interests of every participant. The emphasis for sport at the Secondary level is on maximum 
participation, where effort and enthusiasm are rewarded alongside physical talent. Students are 
encouraged to develop a lifelong enjoyment of team and individual sports and to build an understanding of 
how sports play a critical role in the bigger picture of living a healthy and balanced lifestyle, involving 
physical, social and emotional aspects. As part of the MEFIS athletic program, students also compete 
against other international schools off-campus in various sporting events.  
                           
 

PART 5: CAREERS AND UNIVERSITY GUIDANCE 
 

Careers and University Guidance 
At MEF IS, we believe that thoughtful career and university guidance should begin early and evolve 
alongside each student's interests, strengths, and ambitions. Our Counselling team works closely with 
students and families throughout their time at MEF IS to ensure they leave prepared for whatever path 
they choose next. 
 
Careers Counselling (Grade 9 – Grade 12) 
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The University Counsellor supports students in exploring who they are and what they want to become, 
well before university applications begin. Starting in Grade 9, this includes helping students identify their 
strengths, interests, and values through career exploration activities and, where appropriate, aptitude and 
interest assessments. Students are guided in understanding how their subject choices, extracurricular 
involvement, and personal interests connect to future study and career pathways. 
 
Careers guidance at MEF IS may include one-to-one meetings, small group workshops, exposure to a range 
of professions and industries, and opportunities to hear from alumni and professionals working in 
different fields. The goal is to help students make informed, confident decisions about their futures — not 
to point them toward any single path. 
 
University Counselling (Grade 11 – Grade 12) 
 
The University Counsellor at MEF IS assists students and parents as they navigate the international 
university admissions process, beginning in Grade 11. The University Counsellor helps students gain 
admission to international colleges and universities that best suit their ambitions and aspirations, 
regardless of location. 
 
The University Counsellor guides and assists with all aspects of the research, application completion, and 
decision-making, as well as providing information about the necessary ACT/SAT, TOEFL, or IELTS 
standardized tests. 
 
Parents are welcome to call or email to make an appointment at any time. For more information, please 
contact our University Counsellor, Ms. Grace Mutonga (mutonga@mefis.k12.t  

 

 

PART 6: STUDENT SUPPORT  
 
 
At MEF IS teaching is tailored to meet a variety of learning styles, interests, and needs. In accordance with 
this practice, we aim to deliver a variety of academic resources in order to support the varying levels of our 
students. It is the responsibility of all teachers to make sure that each student is exposed to teaching and 
learning that reaches them as individual learners (Learning diversity and inclusion in IB Programmes, 
2016). 
 
The Student Support Team consists of three support focuses: Learning Support (LS), Counselling, and 
English Language Learning (ELL). The specialists from these areas work with teachers and students to 
provide the most effective learning environment for all students. The ELL Specialists support students' 
needs in developing their abilities in learning English as an additional language. 
 
Parents are expected to adhere to the support and advice provided by the Student Support Team. They 
agree to do their best to support their child, understanding that not following this advice may negatively 
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impact their child’s well-being and success in school. Parents accept full responsibility for any adverse 
effects on their child that result from not following the provided advice. If the school cannot adequately 
support a student due to non-compliance with recommendations, the school reserves the right to not 
renew the student’s enrollment for the following school year. Parents may contact our School Counsellor 
Ms. Grace Mutonga at mutongag@mefis.k12.tr to learn more. 
 

Learning Support 
The Student Support program at MEF IS aims to support students in acquiring the necessary skills to reach 
their full potential. This support is offered by certified support teachers.  
 
The program is designed for students who have been diagnosed with a specific learning disability or other 
difficulty supported by a psycho-educational assessment.  At MEF IS we support students by providing: 
 
★​ Additional direct instruction with subject matter content either working in-class or in a withdrawal 

situation. 
★​ Instruction in study and organizational skills. 
★​ Instruction in self-regulatory and self-advocacy skills. 
★​ Accommodations based on student characteristics. Accommodations are in for aspects such as 

presentation, response, setting , timing and/or scheduling in regards to instruction . 
★​ Consultation with student, teacher, parent, counselor, administrator. 

A continuum of learning services is provided to include itinerant services, inclusion and/or resource class 
time. The learning support team works closely with classroom teachers, and is skilled in differentiation to 
meet the students' learning needs. For more information on MEF IS learning support or to arrange a 
meeting with the Learning Support Specialist, please contact Mr Jason De Roma at deromaj@mefis.k12.tr.  
 

Counselling Support 
MEF IS School has a trained Counsellor who provides general pastoral and guidance support. 
 
The Counsellor is a professional educator with a pastoral orientation who understands and responds to 
the various challenges presented to our diverse student population.  The counsellor’s role is to work with 
our students both in the classroom delivering Personal, Social and Health Education (PSHE) classes and 
outside of the classroom by developing a comprehensive school-counselling program. School counselling 
programs are essential for students to achieve optimal personal growth, acquire positive social skills and 
values, set appropriate career goals and realize full academic potential to become productive, contributing 
members of the world community. The counsellor also works with individual children who may need 
personal or social support, and is a member of the school Student Support Team. Parents may contact our 
School Counsellor, Ms. Grace Mutonga at mutongag@mefis.k12.tr to learn more. 
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English Language Learning (ELL) Support 
During the admissions process, the English proficiency of incoming students is assessed to determine 
whether they may access the curriculum effectively. Students who are determined to be English Language 
Learners may receive support from ELL Support Specialists. For more information on MEF  ELL Support or 
to arrange a meeting with the ELL  Support Teachers, please contact Ms. Chelsea Chena at 
chenc@mefis.k12.tr or Ms Melissa Heritage at heritagem@mefis.k12.tr  or Hasan Akkbukak at 
akkbukakh@mefis.k12.tr.  

 

 
 

PART 7: HEALTH AND SAFETY 
 

Health Services 
On-campus medical services are available to students during school hours.  To facilitate the school’s 
provision of health services, families are required to provide detailed medical records about their 
child/ren, including special medical conditions, medications or treatments required at the time of 
admission and at any time where there is a change to their child’s health status. Information regarding a 
child’s medical record will be shared only with relevant professional staff, and then used solely for 
supervision, monitoring and safety purposes.   For health and safety reasons, students are not allowed 
to bring medication to school or administer it themselves. All medication must be given to the 
medical unit in the morning before classes begin along with a doctor’s note, and only the medical 
staff will administer it.  Contact the school nurse, Mr Aydın Avcı, at avcia@mefis.k12.tr. 

Student Illness 
Students who are ill (fever 37.5 °C without medication, diarrhea, vomiting, chicken pox, influenza, pink eye, 
unexplained rash, etc.) should remain at home until they are well to aid their recovery and to prevent the 
spread of illness. If the doctor determines that a child is ill during the school day and recommends that 
s/he needs to go home, then the family will need to arrange for the child to return home.  
 
When the school medical unit advises that a child requires medical attention, this means the child should 
be evaluated promptly by a qualified healthcare professional to ensure their safety and well-being. A 
pediatrician or an appropriate clinic visit may be sufficient. In certain cases, particularly when symptoms 
persist, recur, or involve potential health or safeguarding risks, the school may request official medical 
documentation confirming that the child has been assessed and is fit to return to school. This allows us to 
ensure proper follow-up and maintain a safe environment for all students. 
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In the case of more serious illness or injury, if the doctor decides that more immediate and involved 
treatment is needed, he or she will use professional discretion to provide whatever care and treatment is 
required. Families will also be notified immediately of such conditions and outcomes. 

In the case of an emergency, an ambulance or school vehicle will immediately transport the sick or injured 
student to the nearest hospital.  The family will be notified as soon as possible by the medical unit staff. In 
serious but less urgent cases, if a student needs to be taken to the hospital, the Deputy Principal or 
Principal will contact the child’s parent to request permission for the student to be transferred to the 
hospital or determine if the parent wishes to transport the child themselves. If the parent cannot be 
reached, the school will take the student to the nearest hospital. 
 
Students Who Require Medication 
Parents must provide clear information for any medication required during school hours, including the 
medication name, dosage, special instructions, and a valid prescription. Medications must be handed 
directly to the school nurse or authorized medical unit personnel, not to students. Only authorized 
personnel (i.e. school Nurse) may administer medication, which will be securely stored in the nurse’s 
office. 

Safety  
The school seeks to provide an environment which protects the health and safety of all faculty members, 
students, families and visitors to the campus. Faculty, students, families and visitors are similarly afforded 
a safe learning environment on educational excursions and during special events.  In line with this 
objective, MEF IS regularly reviews and practices its safety protocols in a number of drills throughout the 
academic year.  These include fire drill, earthquake drill and campus lockdown drill. MEF IS has 
collaborated with local authorities, non-governmental agencies, and consular services in developing its 
emergency procedures. MEF IS will continue to review and seek input from authorities on its emergency 
procedures in line with best practices. 
 
Child Protection Visitor Contract for Guardians 
MEF International School, the safety and well-being of our students are our top priorities. This Child 
Protection Visitor Contract outlines the expectations and responsibilities of all visitors to ensure a safe 
environment for our students while on campus. By signing this contract, visitors commit to upholding the 
highest standards of child protection and safety. 

1.​ Visitors must schedule an appointment to meet with the relevant staff member before entering the 
school building. 

2.​ Visitors should remain accompanied by a MEF IS staff member or stay within their assigned areas. 
Roaming the campus independently without prior authorization is not permitted. 

3.​ Visitors are strictly prohibited from bringing weapons (e.g., guns, knives) onto the campus and from 
smoking on school grounds. 

4.​ Visitors must only use bathrooms designated for “adults” or “staff.” Visitors must never enter student 
bathrooms. 
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5.​ Visitors should avoid physical contact with students, including hugging, patting, or any other form of 
touch (unless the child is their own or from their family). Visitors are expected to engage with all 
students respectfully and should never confront, discipline, or speak harshly to a child who is not their 
own. 

6.​ Visitors must wear their visitor ID visibly at all times while on campus. 
○​ Visitors should refrain from using language that is offensive, discriminatory, or 

inappropriate while on campus. 
7.​ Visitors must not take photographs, videos, or audio recordings of students (unless the student is 

their own child). 
○​ Parents must never share photographs, videos, or audio recordings of other students on 

social media unless they have explicit permission from the other student’s parent or the 
images are edited to blur or block out other students' faces. 

8.​ Visitors should never be alone in a room with a student or a small group of students. If a small 
group session is occurring, the door must remain open unless a MEF IS staff member is present 
and has given permission to close the door. 

Child Protection Visitor Contract available on the school website. 
  
After School Hours 
Once students are released from school to their parents or guardians, students  are under parent 
supervision. If the student remains on campus under parent supervision, the school is not responsible for 
student misconduct or injuries. 
 
 
 

PART 8: MISCELLANEOUS ITEMS 
 

School Bus Service 
MEF IS provides access to a school service bus for the convenience of families. Busing is optional, 
fee-based, and provided by an external company, Gürsel Turizm. For questions, you can contact Ali Mert 
Uysal at 0 531 301 61 87 or via email at ali.uysal@gurseltur.com.tr. 
 
In line with MEF IS’ behavioural expectations, the school asks students to abide by the following 
guidelines: 

1.​ Be on time for both morning and afternoon designated pick-up locations. 

2.​ Remain seated at all times on the bus, whether it is moving or not. Always sit facing forward. 

3.​ Wear a seatbelt while on the bus. 

4.​ Sit in the seat allocated by the hostess or duty teacher. 

5.​ Get off the bus only at your own address, unless approved previously. 

6.​ Accept that heat, air conditioning, windows and music are regulated by the driver or hostess only. 
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7.​ Listen to the instructions and follow the directions of the driver and hostess at all times. Be 
respectful to the driver, the hostess, and fellow passengers. 

8.​ Not eat food or chew gum (in emergency situations food will be provided by the hostess). 

9.​ Ask for water if needed. 

10.​Put rubbish into the bins provided. 

11.​Respect other passengers. Do not disturb others by being loud. Avoid using slang or swearing. 

12.​Always be ready and on time for your bus. The bus will not wait for late students. The bus will leave 
at the scheduled time. Students who miss the buses will have to arrange their own transportation. 

13.​Respect the belongings, rights and property of other passengers and the bus. 

14.​Students registered for the bus service who wish to use another bus to travel to or from school 
must contact the Bus Management at least the day before the desired change. Confirmation if space 
is available will be granted at the discretion of the Bus Management. 

 
Students and parents/guardians sign an agreement with the school at the beginning of each year 
acknowledging understanding of the above items. Students who do not follow the behaviour expectations 
will be subject to disciplinary action and, for very serious breaches, may be excluded from the bus service 
without a refund. 
 

Lost and Found 
Please see the Secondary Academic Assistant Ms. Serap Caliskan (caliskana@mefis.k12.tr) about any lost 
or found items. The school is not responsible for lost or damaged student property. 
 

Arrival And Dismissal Procedure 
ARRIVAL 
 

●​ Students arriving by parent drop off must enter through the security door (not double door vehicle 
entrance) and proceed to Block B. 

●​ Parents/guardians should drop off their children between 8:25 am and 8:40 am, as school starts 
promptly at 8:45 am.  

●​ Parents/guardians who enter campus must go through security and be wearing an ID badge. 
 
DISMISSAL 

End-of-Day Dismissal Time: 3:40 PM 

1.​ Primary Students (Parent Pickup): 
○​ Homeroom teachers will escort primary students to the designated parent pickup area at 

the end of the school day. 
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○​ The pickup area is located outside Security/Block A. 
2.​ Secondary Students: 

○​ Secondary students will dismiss themselves independently and make their way home as 
per arrangements made with their families. 

3.​ Bus Students: 
○​ Teachers will assist students using the school bus service in boarding their buses safely. 
○​ Buses will depart promptly at 3:50 PM. 

Please Note: 
●​ After parent pick is completed, parents may wait in front of Block A until the service buses have 

departed and then they may enter the playground area. Parents must inform security that they are 
staying on campus and wear an ID badge. 

●​ Please note that students and families are not to be on campus after teaching staff and 
health personnel have left the campus due to safety reasons. Times of departure is as follows:  

●​ Monday 4:00pm 
●​ Tuesday 4:30pm 
●​ Wednesday 4:00pm 
●​ Thursday 4:30pm 
●​ Friday 4:00pm 

CHANGES IN DISMISSAL PLANS 
 

●​ To change a child's dismissal plan, parents must inform the academic assistant at 
caliskans@mefis.k12.tr and/or Principal/Deputy Principal malaebw@mefis.k12.tr before 1:00 pm. 

●​ Requests after this time cannot be accommodated to ensure student safety. 
●​ If a child is going home with another family, both families must share this agreement with school 

no later than 1:00 pm. 
●​ If a parent does not pick up their child, the child will wait at security or the lobby of Block A until 

the parent arrives. 
●​ Students who are not registered with the service bus company are unable to use the service bus as 

a guest. 
 
Compliance with arrival and dismissal procedures is required to ensure the safety and security of all 
students and staff. We appreciate your cooperation in ensuring a smooth and safe process for everyone. 

 

Food and Catering 
Parents may choose to provide healthy food from home for their children to eat at breakfast, lunch and 
snack times. Examples of appropriate snacks are fresh fruit or vegetables cut up for ease of eating, muesli 
bar, or dried fruit, sushi, baked goods, or cheese and crackers etc.  We do not allow any nuts at school 
due to nut allergies with some of our students. Importantly, we are a healthy school that promotes a 
healthy learning environment, therefore we do not allow chips, candy, chewing gum, or other 
sweets at our school. We also do not allow food sharing between students. 
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Birthdays: Students may not bring cakes, treats or snacks to school to share with other students on their 
birthday.  
 
 

How To Get Involved At Mef Is  
 

Parent Teacher Association 

MEF IS has an active Parent Teacher Association (PTA) that exists to foster positive relationships in the 
community, to discuss teaching and learning and to fundraise in support of charities, nonprofits, and 
approved schools. The association consists of a General Committee comprised of administrators, teachers, 
and parents; an Executive Board of elected parent representatives; and an Auditing Committee made up of 
one parent and two teachers. The PTA plays a very important role in the MEF IS community by organizing 
events and fundraisers throughout the year and by supporting the school in the broader Izmir community. 
 
MEF IS convenes a General Assembly Meeting at the beginning of each school year to review the previous 
school year and to hold elections for a new General Committee, among other things. All parents and 
guardians are highly encouraged to attend this important initial meeting and to participate actively in the 
MEF IS PTA and its community events and initiatives. 
 

Key Policies and Procedures 

*Visit https://www.mefis.k12.tr/izmir/about-us/policies/ to see school policies. 
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School Contact Details 
 

MEF IZMIR - Contact List  2026-2027 

General Manager Fikret Mulhan mulhanf@mef.k12.tr 

Assistant General Manager Elvan Tongal tongale@mefis.k12.tr 

Campus Manager Sercan Özer ozers@mefis.k12.tr 

Principal Katherine Coban cobank@mefis.k12.tr 

Deputy Principal / IB Coordinator Wissam Malaeb malaebw@mefis.k12.tr 

Primary Coordinator / Learning Support Jason De Roma deromaj@mefis.k12.tr 

Guidance Counsellor Grace Mutonga mutongag@mefis.k12.tr 

Reception 1/2 Victoria Heath heathv@mefis.k12.tr 

Kindergarten Nikita Baxter baxtern@mefis.k12.tr 

Grade 1 Claudia Rojas rojasc@mefis.k12.tr 

Grade 2 Gemma Karakurt karakurtg@mefis.k12.tr 

Grade 3 Matthew Kriska kriskam@mefis.k12.tr 

Grade 4 Sara Elhaouari elhaouaris@mefis.k12.tr 

Grade 5 Richard Jones jonesr@mefis.k12.tr 

Teaching Assistant Banu Targan targanb@mefis.k12.tr 

English/ESL Chelsea Chen chenc@mefis.k12.tr 

English James Dittes dittesj@mefis.k12.tr 

English/Global Perspectives MS Stephen Lee lees@mefis.k12.tr 

Turkish & Host Country Studies Hasan Akkubak akkubakh@mefis.k12.tr 

Spanish Terry Baudilio Anzueto anzuetot@mefis.k12.tr 

French Sandy Safi safis@mefis.k12.tr 

ICT Okan Bozkurt bozkurto@mefis.k12.tr 

Chemistry Derrick Bime bimed@mefis.k12.tr 

Biology Corinne Estrada estradac@mefis.k12.tr 

Physics Brian Burleigh burleighb@mefis.k12.tr 

Mathematics Cansu Coban cobanc@mefis.k12.tr 

Mathematics Madi Begzhigitov begzhigtiovm@mefis.k12.tr 
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Performing Arts Erkin Akkaya akkayae@mefis.k12.tr 

Art Zeynep Usta ustaz@mefis.k12.tr 

Economics/Global Perspectives Ansir Wayne waynea@mefis.k12.tr 

History Clare Natschowny natschownyc@mefis.k12.tr 

Physical Education / Athletics Director Samantha Bayık bayiks@mefis.k12.tr 

Librarian/ESL Melissa Heritage heritagem@mefis.k12.tr 

School Nurse - Pool Manager Aydın Avcı avcıa@mefis.k12.tr 

Academic Assistant Serap Caliskan caliskans@mefis.k12.tr 

Business Assistant Deniz Baysan baysand@mefis.k12.tr 

Admissions Officer Melike Çınar cinarm@mefis.k12.tr 
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