
 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

 

 

 
 

2014-2015 

MEMORIAL INTERNATIONAL 
SCHOOL OF TIRANA 

The First Choice For International Education In 

Albania 
 
  
         
 
 
 

 

STUDENT/PARENT HANDBOOK 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1 



 
 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  



 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Memorial International 

School of Tirana 
 

Student/Parent Handbook 
 

 

MIST  Board of Directors 
 

 
 

· Mahmut Ali Seydi Director 
· Mustafa Yerlikaya Deputy Director 
· Huseyin Ayvaz High School Vice Principal 
· Mustafa Gezen Middle School Vice Principal 
· Jeffrey Liipere Primary School Vice Principal 

 

 

 

MIST Mission Statement  
We endeavour to provide a safe and caring learning environment where students are challenged to make use of their 

potentials and integrate into a multicultural world community. 

 

MIST sets a good example of educational excellence. 

  

We aim: 

·         To provide the best curriculum, faculty, learning facilities and environment for our students to acquire their highest 

potentials at MIST. 

·         To give every student access to coherent English- type international curriculum. 

·         To prepare our students for a life-long learning, equipped with skills and adaptability to cope confidently in a rapidly 

changing world. 

·         To promote high standards of behaviour and to foster caring, tolerant, supportive and respectful relationships 

between all members of our international school community. 

·         To strive to attain the highest standards of international education in order that students respond to challenge and 

integrate into a multicultural world community.  

·         To provide a broad based curriculum which emphasizes strong academic and creative expressions and which 

facilitates entry to schools with similar program. 

·         To recruit and retain suitably qualified, experienced and highly capable teachers. 

·         To develop an understanding and appreciation of diversity of cultures within our community. 

·         To build respect for people from different cultures and ethnic backgrounds. 

·         To prepare our students to grow up with self ï confidence, self ï discipline and high ethical standards ï ready to 

communicate and operate within todayôs global community.  

 

Finally we distil all this down to a short motto that really tells what MIST is: the right school where ñstudents come firstò 



 

 

MIST Vision Statement 
²Ŝ ōŜƭƛŜǾŜ Χ                                                                                                                                          
 
·         That each child has a unique talent and potential, so we encourage each child to explore his/her talent and help to 
bring out the best in them. 
·         In dignity and worth of our school community and recognize the importance of our mutual responsibilities to each 
other and to others in the world community. 
·         That knowledge is acquired through a constructive process; and therefore our curriculum should emphasize 
experimental learning at all levels. 
·         That education in an international school with o community of diverse cultural and religious backgrounds should 
provide and promote understanding and appreciation of all creeds and cultures. 
·         That education should be student centred and is a partnership among students, teachers, parents and broader 
community. 
·         In measuring our value as human beings by our humanity towards others. Goodness, generosity, tolerance and 
honesty cannot be forced or ordered. They can function only by being modelled upon. MIST is the embodiment of all 
good features and qualities. 
 
 
 

 

MIST Accreditation  
MIST is accredited by the Ministry of Education of Albania and has a license for Kindergarten, Primary (1-9) and 

Secondary (10-12) grades. 

 

MIST is a Regular Member of the CIS (Council of International Schools). Starting from its foundation, MIST has striven to 

complete CIS membership procedures. In 2001, MIST initiated the process of CIS accreditation as a Prospective Member 

of CIS. After taking a very successful ''Preliminary Visit'' by a CIS Accreditation Officer, Mrs. Margaret Alvarez, in May 

2005, MIST became a ''Regular Member'' of CIS.  

 

MIST is also an accredited Cambridge International School which provides its students with IGCSE and A Level exam 

certificates.  

 

 



Preface 
Dear Parents and Students, 

 

 
Welcome to the 2014ï2015 school year at MIST!  This new school year means a new beginning, and new futures.  The 

administrative team is excited about this coming school year, and the staf f at MIST is caring, competent, dedicated and 

will ing to assist you.  We are working very hard to provide the best possible learning climate for our students. 

 
We believe that education is a shared responsibili ty and that the successful operation of a school depends on the cooperation 

of everyone involved: students, parents, and staf f.   The mission of the MIST is to create a partnership among the members 

of this triad.  Each of us is responsible for doing his or her part to make our school a place where we can all work and strive 

together in harmony. 

 
MIST is a reflection of us all .  Al l of our policies and procedures are intended to provide a safe and orderly environment that 

will  be conducive to learning.   Our faculty and staff look forward to sharing their expertise in academics, special programs, 

and extracurricular activit ies.   We encourage pa re n t s and students to become active participants in our school system by 

getting to know its programs and activi ties, and by becoming involved through classes, clubs, and activi ties. 

 
This Handbook is an overview of our schoolôs goals, services, and rules.  It is an essential reference book describing what we 

expect of our students and parents, what they can expect of us, and how we will achieve our educational mission.  We have 

attempted to make the language in this Handbook as straightforward as possible. 

 
The Handbook is divided into five sections.    The first section i nc l ude s general information regarding school policy and 

procedures.   The second section provides important health and safety information.   The third section provides information 

about academics and grading.  The fourth section is the Student Code of Conduct, which is required by state law and intended 

to promote school safety and an atmosphere for learning.   Both students and parents need to be familiar with the Student 

Code of Conduct.  In addition to its inclusion in this document, the Student Code of Conduct is also posted on the MIST 

website. The fif th section is especially for parents, with information regarding parental rights. Please note that the term 

ñparentò is used to refer to the parent, legal guardian, or other person who has agreed to assume school-related responsibili ty 

for a student. 

 
This Handbook is designed to be in harmony with Board Policy, and is updated yearly.  Changes in policy and procedure that 

af fect Handbook provisions will be made available to students and parents through newsletters and other communications. In 

case of conflict between Board Policy and any provision of this Handbook, the provision that was most recently 

adopted by the Board of Directors will be followed. 

 
We ask our parents to review the entire Handbook with their students and to keep it as a reference dur ing this school year. 

Parents or students with questions about the material in this Handbook should contact their V i c e  Principal . 

 
Finally, you must complete and return the last page of the Handbook ï ñAcknowledgement and Approval of Student/ 

Parent Handbookò ï to the school office at your  campus. 

 
On behalf of the entire MIST staff and community, best wishes for a great 2014ï2015 school year! Sincerely, 

Mahmut Ali Seydi    Director 
 
 
 
 
 

 
 

SECTION  I:  GENERAL  INFORM ATION  

 

 



                                           SECTION 1: GENERAL INFORMATION  

 

Student  Rights 
The school pledges to allow all students to: 

 
· Feel safe in the school environment. 

· Take full advantage of learning opportunities. 

· Work in an environment free from disruptions and chaos. 

· Express opinions, ideas, thoughts and concerns. 

· Have a healthy environment that is smoke, alcohol and drug free. 

· Use school resources and facilities for self-improvement. 

· Expect courtesy, fairness and respect from all members of the community. 

· Be informed of all expectations and responsibili ties. 

· Take part in a variety of school activi ties. 

 

 
Admission Policies and Procedures For  MIST 

  
MIST caters to children aged between 3 and 18 years old. Our school is proud to welcome children of all nationalities, 

race and creed thus seeking to be inclusive. The school promotes equal opportunity for all, applying the regulations on 

admissions fairly and equally to all those wishing to attend.  

Memorial International School of Tirana admits students according to the criteria stated below: 

 Prospective students, except Pre-school, Kindergarten, and Grade-1 applicants and native English speaking applicants, 

are required to take an English test. This test is conducted to understand the English language level of the student and to 

determine if English Support lessons are needed for the applicant or not. Applicants might also be required to take the 

MIST Entrance Tests from math and/or sciences. 

The school is unable to admit students with special learning needs or learning / behavioral disabilities. 

A student in Grade 4 or upwards, who does not have a high enough level of English to complete the program, the school 

will consider options which would allow the student time to focus on English skills and then join the appropriate program. 

Provided academic ability is proven and the student has a good level of English, the school will allow the student to join 

the appropriate program. 

 Prospective students must submit the following documentation: 

¶ Application form (given by school) 

¶ Four photos 

¶ A photocopy of passport 

¶ Immunization Records (For Grades-1 to -4 registrations only) 

¶ Original / Notarized copies of transcripts / reports from their previous school. 

¶ Notarized translations of transcripts / reports if originals are in a language other than English. (for foreign students) 

¶ Photocopies of motherôs or fatherôs passport. 

¶ Certificate of birth (for Albanian nationals) 

 

 

 

 

 

 

 

 

 



 

 

AGES AT ENTRY: 

 

 

NATIONAL CURRICULUM OF ENGLAND  EQUIVALENT YEAR GROUPS  

YEAR STAGE Albania, US, Germany France 

A
G

E
  

 (
B

e
fo

re
 O

c
t.

 1
s
t) 

5 Year 1 

KEY STAGE 1 

Kindergarten Annee 3 

6 Year 2 Grade 1 CP 

7 Year 3 

KEY STAGE 2 

Grade 2 CE 1 

8 Year 4 Grade 3 CE 2 

9 Year 5 Grade 4 CM 1 

10 Year 6 Grade 5 CM 2 

11 Year 7 

KEY STAGE 3 

Grade 6 6eme 

12 Year 8 Grade 7 5eme 

13 Year 9 Grade 8 4eme 

14 Year 10 

KEY STAGE 4 

Grade 9 3eme 

15 Year 11 Grade 10 2eme 

16 Year 12 

International Baccalaureate 

Grade 11 1eme 

17 Year 13 Grade 12 Terminale 

 

 

If a student has special learning needs or learning / behavioral disabilities, the school administration will evaluate 

what educational program may be offered for the student. 

 

Testing for the regis tration:  
Prospective students, except primary beginners (Grade-1) applicants and native English speaking applicants, are required 

to take an English test. This test is conducted to understand the English language level of the student and to determine if 

English Support lessons are needed for the applicant or not. 

 

Applicants also take the MIST Entrance Tests for math.  

 

It is very important for children to be with peers of a similar stage in social maturity as changes made early on may have 

negative consequences later. It is therefore important to adhere to the policy of keeping children within their correct age 

band except in the following circumstances: 

 

a) If parents feel their child would benefit from being placed out of age, the school will assess the child, talk to the 

childôs parents and former teachers to ascertain the best position. In general it is much more advantageous for a 

child to be older than younger in a class. 

b) A student in Grade 2 or upwards, who does not have a high enough level of English to complete the program, the 

school will consider options which would allow the student time to focus on English skills and then join the 

appropriate program. 

c) Provided academic ability is demonstrated and the student has a good level of English, the school will allow the 

student to join the appropriate program. 

 

 

 
 
 
 
 
 
 
 



 
Attendance 
Regular school attendance is essential for a student to make the most of his or her education.   Absences from class may result 

in serious disruption of a studentôs mastery of the instructional materials; therefore, students and parents should make every 

ef fort to avoid unnecessary absences.   

 

Absences 
 
If a student is absent, please telephone the school or send an email to info@mistedu.net or secretary@mistedu.net to let us know 

the reason, preferably by 08:30 on the morning of the first day of absence. If a student returns from an absence and a parent has not 

already contacted us, a note explaining the absence must be sent with the child and if necessary an appropriate medical certificate 

specifying the days absent and the reason for the absence.  

 

Absences are recorded and classified in two ways. An Excused Absence is supported by a document explaining the absence. An 

Unexcused Absence is recorded when a studentôs absence is not supported by a document. 

 

Excused Absences  

Students may be excused for temporary absence resulting from any cause acceptable to the Principal. Students must 

provide a written explanation for the absence to be excused.   The excuse will  be fi led in the attendance office 

and become part of the studentôs record. 
 

 
An absence will  be considered excused if  the absence is for one or more of the following reasons: 

 
· Personal illnesses that do not exceed three consecutive days. Illnesses that extend beyond three days will  require a doctorôs 

note. 

· Family emergency or illness. 

· Quarantine of the home. 

· Death of a relative. 

· Observing religious holy days. 

· Juvenile court proceeding documented by probation officer. 

· Documented h e a l t h care appointments, if  the student begins classes or returns to school on the same day as the 

appointment. 

· Required s c r e e n i n g, diagnosis, and t r e a t m e n t for Medicaid-eligible students. 

· Documented college visits by junior or senior students. 

A student will  not be excused for this purpose for more than two days during the studentôs junior year and two days during 

the studentôs senior year. 

· Temporary absence resulting from any cause acceptable to the studentôs form teacher, or Vice Principal ,.  
 

 
The school will also excuse a student from attending school for travel under the following circumstances: 

 
· Observing religious holy days; 

· Attending a required court appearance; 

 

Any student participating in an activity listed above will be allowed one dayôs excused absence for travelling to the activity and one 

dayôs excused absence for returning from the activity. 

 

Unexcused Absences 

Any absence not listed above will be considered an unexcused absence.   Examples of unexcused absences include, but are not 

limited to: 
 
 
 

· Failure to bring a written note within three school days following an absence; 

· Leaving school without the permission of the Principal/ Assistant Principal; 

· Walking out of class; and 

· Receiving a pass to report to a certain school area and failing to report. 

 

 

mailto:info@mistedu.net
mailto:secretary@mistedu.net


Lateness 
 

The schoolôs tardy policy has been developed to emphasize the importance of each student arriving on time to school every 

day and remaining in the classroom for the entire period. Learning personal responsibili ty by arriving to school and class on time 

is an integral part of the schoolôs standard of excellence, which helps prepare students for success. 

 
Students should be inside the classroom by 8:30 a.m.   A student arriving after this time must report to the front of fice and 

obtain a tardy slip. Tardiness to school will be unexcused, unless the student arrives to campus late for one of the following 

reasons: 

· Personal illness 

· Attendance at a required court appointment 

· Appointment with a doctor, dentist, or other professional. 

For a tardy to be excused, the student must present a note from the parent expla ining the studentôs late arrival.   The school 

may also require a written note from a doctor, dentist, or other professional . 

 
The consequences for repeated tardiness to school or class within a grading period are as follows: 

 

# of Tardies Consequences 
 

5ï9 
Saturday  school  or  af ter school 

detention 

10ï14 In-school suspension 

15ï19 One day out-of-school  suspension 
 

20 and Above 
Up  to  three  days  out-of-school 

suspension 

 
The Principal a n d/or Vice Principal m a y substitute alternative disciplinary consequences for habitually tardy students. 

 

 

 

 

Make-Up Work  
A student must submit an ñexcused absence slipò to be eligible for make-up work. Students who are absent for school-related 

reasons or for an anticipated or planned absence must make arrangements for make-up assignments prior to the absence. 

 
For any class missed, the teacher may assign make-up work based on the instructional objectives for the subject or course and 

the studentôs needs in mastering the essential knowledge and skills or in meeting subject or course requirements. Students are 

responsible for obtaining and completing make- up work in a satisfactory manner and within the time specified by the teacher. 

 
Students will be allotted one day for every day absent to complete make-up assignments.  A student who does not complete 

make-up assignments within the time allotted will receive a grade of ñ4ò or 0% for the assignment. 

 
If a student misses a test due to an excused absence, a make-up test will  be scheduled by the teacher.  Students are responsible for 

taking the test at that time.  Teachers are not obligated to reschedule a make-up exam. 

 
Students may not make up work following an unexcused absence. An unexcused absence may result in an ñ4ò or grade of 

0% for each assignment missed. 

 

Dismissal  Policy  
Students should be picked up no later than thirty minutes af ter dismissal e a c h day.   Students should no t be in the corridors, 

at their lockers, or in the school building later than ten minutes following dismissal time unless accompanied by a staf f member.  

Students must follow all school rules during dismissal time. 

 
 




