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WHO WE ARE

Berlin Metropolitan School (BMS) consists of an Early Learning Center, a Primary School, and a Secondary 
School. BMS currently has 1000 students representing over 52 nationalities. The students are instructed and 
supported by over 200 members of staff with diverse international backgrounds, comprised of 32 different 
nationalities.
 
BMS is a recognized IBO World School, following both the Primary Years Programme (PYP) and the Diploma 
Programme (DP). BMS is also an accredited member school from CIS (Council of International Schools) and 
NEASC (New England Association of Schools and Colleges). In addition, the Berlin Metropolitan School is 
an authorized Cambridge University exam center offering the International General Certificate of Education 
(IGCSE) in Grade 10. BMS holds the status of a state-recognized substitute school by the Berlin Senate up 
until the 10th grade, awarding students the Mittlerer Schulabschluss (MSA).
 
BMS is a member of AGIS (Association of German International Schools) and ECIS (European Council of  
International Schools), where faculty and staff regularly present and attend workshops for international educa-
tors. Berlin Metropolitan School was founded in the former eastern part of Berlin in 2004 as a private school 
initiative. Since its inception, BMS has grown to be a leading international school in Berlin.

Our Mission Statement 
Berlin Metropolitan School consistently aims to build an inclusive culture of learning that inspires and challenges 
every individual to develop to their full potential and be active and responsible participants in our global society. 

»inspire each other – grow together«

Our Community Values
BMS Community Values are the values we hold important as an institution and serve our school members 
with a constructive approach in our daily collaboration.

As community members of BMS, we seek to establish strong ties within our school community by ensuring 
that the actions we model reflect our school character. In doing so, we commit to actions which reinforce 
safety for all our members, fairness in our collaboration, and a respectful and positive attitude in all our  
interactions.

Our Address 
Berlin Metropolitan School
Linienstr. 122
10115 Berlin

Tel. +49 30 8872 739 0
Fax. +49 30 8872 739 20
Email: info@metropolitanschool.com

Advisory board
The Advisory Board is made up of parent representatives, a teacher representative, a student representative 
and representatives of the school leadership team who work together to advise on strategic topics for school 
development. The Advisory Board meets six times a year. The members of the Advisory Board are trained to 
synchronize their strategic work with the goals, processes, and quality standards of the international school 
community. 

Leadership and Secondary School Staff

Secondary School Principal Paul Churchill, paul.churchill@metropolitanschool.com
Vice Principal Dr. Karsten Plöger, karsten.ploeger@metropolitanschool.com

Secondary School Assistant Franca Casella, franca.casella@metropolitanschool.com
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IB DP Core Team
IB Diploma Coordinator Dorian Rosso, dorian.rosso@metropolitanschool.com
CAS Coordinator Daniel Oakes, daniel.oakes@metropolitanschool.com
Extended Essay Coordinator David Brinson, david.brinson@metropolitanschool.com
TOK Coordinator Veronica Muriel, veronica.muriel@metropolitanschool.com

Curriculum Coordinators
MSA Coordinator  Andrea Krentzien, andrea.krentzien@metropolitanschool.com
IGCSE Coordinator  Neil Mercer, neil.mercer@metropolitanschool.com

English & EAL (English as an Additional Language) 
Department
Allison Perkin (Head of Department)
Hannah Bevis
Emily Bowden
David Brinson
Erin Doyle
Mariella Gatter
Susannah Johnson
Adrianne Oldham
Leigh-Anne Robinson
Karina Scott

Humanities Department
Katja Malinowski (Head of Department)
Claire Schillinger (Deputy Head of Department)
Cassandra Krabbe (History)
Veronica Muriel(Ethics/ToK)
Bart Pyszczek(Geography)
Selen Eğit (Business & Economics)
Simran Sandhu (Geography) 

Mathematics Department
Gianfranco Marletta (Head of Department) 
Richard Drake
Mark de Jong
Anna Haraszti
Sasha Ricker

Experimental Sciences
Carmen Mena Elvira (Head of Department) 
William Durham 
Demet Özlem Finnegan
Maria Cobo Medina
Neil Mercer 
Daniel Oakes 
Jeremy Sullivan

World Languages Department
Maude Robitaille (Head of Department)
David Brinson
Andreas Drinnenberg
Sebastien Huet
Dorian Rosso

German and GAL (German as an Additional 
Language) Department
Andrea Krentzien (Head of Department) 
Franziska Deutsch
Andreas Drinnenberg
Mariella Gatter 
Stefan Reichhardt
Uta Silverthorne 
Natasha Tolimir-Hoelzl 
Karin Wachter

Music Department
Peter Fleming

Performing and Fine Arts
Eugene Collins (Head of Department) 
Sarah Kendrick
Felicity Mangan
Leigh-Anne Robinson
Eloise Williams

Physical Education
David van Deynse (Sports Director)
Amy Young
Anke Voigt

Library
Cyril Compeyron 

Learning Support Team/ School Counselor
Christy Jarvis (School Counselor)
Caitlyn Korinek
Eloise Williams

Career and University Counselor
Dejana Petricic

Heads of Grade
Head of Grades 7 & 8 – Ms. Bevis 
Head of Grades 9 & 10 – Ms. Robinson
Head of Grades 11 & 12 – Mr. Brinson
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Secondary School Structure 
The Secondary School consists of Grades 7-12. As students enter Secondary School in Grade 7, they are 
supported and guided as they transition from the single-classroom based structure of Primary School into the 
multi-subject, multi-classroom, multi-teacher system used in Secondary School. This is a time where students 
are still learning to become independent, and still need explicit teaching of the skills required to succeed in 
the Secondary School programs.

In Grades 9 and 10, students are prepared for the IGCSE Certificate and MSA Certificate which they take at 
the end of Grade 10. In Grades 11 and 12, students study in the IB Diploma Programme, which is recognized 
as one of the most challenging and highly respected international qualifications in the world.

Secondary School Grades 7-12

Primary School (Grades 1-6)

Pre-School (Kindergarten/Kita)

Berliner Rahmenlehrplan
The IB guides us in how we teach and the kinds of issues that make great units of inquiry for our students. 
This means we can easily meet the requirements of Berlin’s education system, while maintaining the integrity 
of our approach and our philosophy. Our curriculum has been mapped with the Berlin state requirements to 
ensure we cover the scope and the requirements of the Berliner Rahmenlehrplan. 

For more information please visit our website www.metropolitanschool.com or contact the school and arrange  
to join us for one of our parent information sessions.

IB Learner Profile
As an IB world school we aim to develop internationally minded people who, recognizing their common huma-
nity and shared guardianship of the planet, help to create a better and more peaceful world. The IB learner 
profile represents ten attributes valued by IB World Schools. We believe these attributes, and others like them, 
can help individuals and groups become responsible members of local, national and global communities  
(IB, 2013). BMS is committed to the development of students according to the IB learner profile.

The profile aims to develop learners who are:

INQUIRERS 
They develop their natural curiosity. They acquire the skills necessary to conduct inquiry and research and 
show independence in learning. They actively enjoy learning and this love of learning will be sustained through- 
out their lives.

KNOWLEDGEABLE 
They explore concepts, ideas and issues that have local and global significance. In so doing, they acquire  
in-depth knowledge and develop understanding across a broad and balanced range of disciplines.

THINKERS 
They exercise initiative in applying thinking skills critically and creatively to recognize and approach complex 
problems, and make reasoned, ethical decisions.

COMMUNICATORS
They understand and express ideas and information confidently and creatively in more than one language 
and in a variety of modes of communication. They work effectively and willingly in collaboration with others.

PRINCIPLED 
They act with integrity and honesty, with a strong sense of fairness, justice and respect for the dignity of the 
individual, groups and communities. They take responsibility for their own actions and the consequences that 
accompany them.
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OPEN-MINDED 
They understand and appreciate their own cultures and personal histories, and are open to the perspectives, 
values and traditions of other individuals and communities. They are accustomed to seeking and evaluating a 
range of points of view, and are willing to grow from the experience.

CARING 
They show empathy, compassion and respect towards the needs and feelings of others. They have a personal 
commitment to service, and act to make a positive difference to the lives of others and to the environment.

RISK-TAKERS/COURAGEOUS 
They approach unfamiliar situations and uncertainty with courage and forethought, and have the independence 
of spirit to explore new roles, ideas and strategies. They are brave and articulate in defending their beliefs. 

BALANCED 
They understand the importance of intellectual, physical and emotional balance to achieve personal well-
being for themselves and others.

REFLECTIVE 
They give thoughtful consideration to their own learning and experience. They are able to assess and under-
stand their strengths and limitations in order to support their learning and personal development.

Home-School Communication
Secondary students are organized into classes and into houses. Each grade level has a Head of Grade and a 
series of Tutors. Tutors are responsible for the students in their group. Each tutor will meet his/her tutor group 
5 times per week for 20 minutes.

Unless you have a subject-related issue (which should be addressed to the subject teacher directly), the tutor 
is the go-to person for students and parents alike. They are your first point of contact if you have questions 
regarding overall academic performance, student welfare and pastoral care or organization.

The tutor will contact home if there are academic or student-welfare concerns or if there is a negative pattern 
in attendance, homework, engagement or behavioral concerns. They will also be in contact to inform you 
about student achievement or times when students have contributed positively to the life of the school. 

In urgent matters we encourage you to contact the Vice Principal or the relevant Head of Grade. 

In general we will provide for you 
 - the opportunity to meet with all subject teachers of your child(ren) during parent-teacher conferences 

which take place twice during the year (please see the dates published in our school calendar). 
 - regular updates from the Secondary School leadership about Secondary School related topics, new deve-

lopments, current projects and updates regarding the operation of the Secondary School. 
 - regular updates from the Heads of Grade on pastoral topics.
 - 3 times a year, a strategic update about the institutional development of BMS. The Quarterly newsletter 

will be shared with you by our Executive Director. 

Our Annual Reporting Calendar
October – November Parent-Teacher Conferences
December – February Exam Weeks 
February Report Cards
February – March Parent-teacher Conferences
April – June Exam Weeks
July Report Cards
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TEACHING & LEARNING 

Our Educational Philosophy
Our school philosophy, “Inspire each other – grow together”, represents the fact that BMS sees itself as a 
partner for our students and their families, in a setting where we learn from one another in an atmosphere of 
trust and respect, and motivate one another with the common goal of further development. Our philosophy is 
based on the principles of a sharing of common values, setting ourselves a high level of ambition and aspira-
tion, the merging of different cultures, and the collective concern for the welfare of our students. 

Our vision of education focuses on attaining the best academic results and on fostering the development of 
dynamic, considerate and responsible characters through our instructional programmes. These programmes 
are delivered in both English and German, and in the Secondary School, lead to both nationally and interna-
tionally recognized qualifications:

Our approach is best described through our mission statement:
“Berlin Metropolitan School consistently aims to build an inclusive culture of learning that inspires and chal-
lenges every individual to develop to their full potential and become active and responsible participants in our 
global society.” 

This statement embodies a clear commitment to a strong school ethos where every student is seen as an 
individual and is taught with a differentiated and holistic approach. At BMS we aim to strike a good balance 
between supporting and challenging our students, as well as between academic excellence and social and 
emotional development. 

Our approach is further outlined through our Educational Philosophy Statements which stem from our Mission 
Statement, and highlight and describe 3 fundamental elements that guide our educational practice and me-
thodology at all levels in the school. These elements are International Mindedness and Global Engagement, 
our Approaches to Teaching and Learning based on the IB Principles and Character Building.

ONE School - aligned and inspired by one common vision focusing on these 3 elements.

International Mindedness and Global Engagement 
International mindedness and global engagement at BMS are reflected in our respect and appreciation of 
diverse cultural beliefs, values, attitudes, and languages and our acceptance of the complexities that these 
present. We challenge one another to consider and negotiate our understandings of other views and ways of 
thinking as we develop as individuals and enrich our community. Openness to other perspectives is fostered 
at BMS through learning experiences, which inspire curiosity and empathy, and educators who role-model 
reflective thinking and debate. Our curriculum presents all learners with opportunities to engage in positive 
action based upon their knowledge of and compassion for our global society. 

Approaches to Teaching and Learning based on the IB Principles 
At BMS, teaching and learning challenges students to become engaged learners who are curious about the 
world around them, knowledgeable and skillful in pursuing their own inquiries and who take actions to bring 
about positive change. At the heart of our pedagogical approach is the process of inquiry (thinking, questio-
ning, formulating, reflecting and taking action) which is inspired by teachers through meaningful provoca-
tions. Learning experiences are scaffolded to ensure that all students achieve ambitious learning outcomes. 
We believe that teaching and learning is a collaborative process in which all members of the BMS community 
are involved and is enriched by the diverse experiences of students and educators. Learning is driven by each 
person's desire to grow and succeed both in and out of the classroom. 

Character Building 
At BMS we recognize that character building is an ongoing process of individual growth. Character building is 
embedded in our school culture through the IB Learner Profile with all members of the BMS community see-
king to exemplify attributes associated with strength of character. Growth happens as students learn to face 
challenges and adversity with resilience, strive to become mindful and self-aware, and develop those values 
that we promote as a school. This process involves being aware of and respecting differences between one-
self and others. We believe that character building is encouraged and developed by presenting all members 
of our community with meaningful challenges, choices, opportunities, and explorations with an emphasis on 
reflection and revision of one’s thinking or approach.
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Assessment
Assessment in the Secondary School is used as both a learning tool and an indicator of student achievement. 
To do this, assessment is based around two approaches; formative and summative.

Formative assessment can be described as assessment for learning. It forms part of the learning process to 
provide both teachers and students insight into how the student is faring with the unit goals during the unit. 
It enables teachers to highlight and address any areas of weakness before formal assessment is undertaken. 
These assessments can vary within and across classes. They are created by the class teacher and provide 
feedback on one or more of a unit’s learning goals. Formative assessments allow students to practice and 
apply the skills they have been learning and guide future learning for a unit.
Summative assessment can be described as assessment of learning. It is used as a summary of an entire 
unit, assessing a student’s ability and understanding of the entire unit’s learning goals. These assessments 
are common to all classes in a subject for each grade level. They use common assessment criteria and form 
the basis of the grade on the semester report.
In summary, assessment:
 - is an essential and integral part of teaching and learning;
 - reflects a belief that all students can improve;
 - involves setting learning goals with students;
 - helps students know and recognize the standards they are aiming for through Summative Assessment;
 - provides feedback that helps students understand the next steps in learning and plan how to achieve 

them through both Formative and Summative Assessment;
 - involves teachers, students, and parents in reflecting on assessment data.

Transition 
We prepare and support all of our students for transition between Grade levels and also between schools (ELC 
to Primary and Primary to Secondary). For our younger students, we run a series of sessions over the period of 
a month to enable them to gain familiarity with teachers and classroom environments. For our older students, 
we offer a year-long, stand-alone unit of inquiry based upon Transition. This is designed to enable students to 
gain familiarity with the teachers in secondary, learn about the routines and structures and prepare them well 
in terms of organization and expectations. At both of these transition points we hold information meetings for 
parents to inform and enable them to support their child with this transition between schools.

Transition to the Secondary School – Frequently Asked Questions
What are the most important commonalities and differences between Primary and Secondary School?
As one school community, we hold the same values and goals for our students from ELC – Grade 12 
and we align with our School Mission and Educational Philosophy Statements. The Primary and Secon-
dary School curriculum has been developed to offer a smooth transition for students as they move from 
transdisciplinary learning within the PYP, to learning in individual disciplines in the Secondary School. A 
significant change for students in the Secondary School is this transition to moving between class-
room and teacher each period and managing their individual schedule independently. Students still 
have a type of ‘homeroom’, which is their tutor time which happens for 20 minutes at the start of each 
day. As with the Primary School, our students are part of the ‘House system’, with each individual  
belonging to one of four school houses – Earth, Air, Fire and Water. We also offer different, discrete ‘sub-
jects’ – for example, a ‘Lifeskills’ programme which is designed to offer students space in the school  
timetable to talk about topics more relating to their personal, social and emotional health and well-being. 

Is there a transition program for students from Primary School into Secondary School?
There is a transition program for students as they prepare to leave Primary School and move into the Secon-
dary School. This program incorporates the following key points:
 - Information for students about what to expect of Secondary School
 - Opportunities to hear from Secondary teachers and students and ask questions
 - Visits to Secondary School classrooms to experience what learning in the Secondary School is like.
 - An introduction to the House system and receiving their House group as well as participating in House 

Assemblies.
 - Student buddy system.

How can I support my child through the transition? 
The most important aspect is to be encouraging, model a positive attitude and answer questions your child 
may have if you can. If you or your child has any concerns notifying the class teacher and school counsellors 
can be helpful to ensure that any worries can be addressed and any intervention needed be put in place. 
Communication is key to provide the support needed for your child. 
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Diplomas
BMS provides three types of Diplomas:
IGCSE – International General Certificate of Secondary Education 
The IGCSE is an internationally recognized leaving certificate in grade 10. All students take part in a two-year 
course which culminates in a series of examinations held in May and June of the final year of the course. 
The IGCSE examinations are very formal and held under close supervision according to the set rules by the 
Cambridge University. All exams are set by the Cambridge Exam Centre who also mark the papers. BMS 
supports and consults with students and families before the start of the program to provide guidance and 
advice. Our IGCSE Coordinator, Mr. Neil Mercer, is responsible for the organization and management of the 
course and the exams. 

MSA – Mittlerer Schulabschluss
The MSA was introduced in Berlin in 2006 and compares the performance standards of all of the 10th grade 
students across Berlin. The MSA result is used as a reference point for students applying for internships and 
entry into senior education. 

The MSA consists of the following parts: 
 - Overall school year grades in all subjects, 
 - Three written exams in German, mathematics, and English, 
 - An oral exam in the first foreign language (partner exam of about 20 minutes), and 
 - A presentation of a personal project (in a science, humanities, or arts subject). 

 
All grade 10 students at BMS will sit the MSA exam. The students must complete a set amount of hours for 
each subject offered at the school and complete Berlin Senate compulsory subjects including music, ethics 
and sport. Our MSA Coordinator, Ms. Andrea Krentzien, is responsible for the organization and management 
of the MSA exams. 

IB Diploma
The International Baccalaureate Diploma, for students in grades 11 and 12, is one of the most rigorous and 
respected Secondary School diplomas in the world, due to its demanding requirements and holistic frame-
work. Students have to complete examinations in six selected subjects, consisting of 3 higher level and 3 stan-
dard level courses. In addition, students complete assessments for the Core Program (Theory of Knowledge,  
Extended Essay, and Creativity, Action and Service). DP Students pass the program by collecting a minimum 
of 24 points and a maximum of 45 points, as an accumulation of obtaining a numerical grade from 1-7 for each 
individual subject and a potential 3 bonus points for their performance in the Core program. Our IB DP Coor-
dinator, Mr. Dorian Rosso, is responsible for the organization and management of the program and the exams. 

Entry into German Universities and Diploma Subject Selection
In addition to meeting the full requirements for the IB Diploma, a student seeking university placement in 
Germany must:
 - take either an IB mathematics or an IB science course at Higher Level. IB “Math Studies” is not recognized
 - take Language B at Higher Level. 

Secondary School Overview
The foundation of our academic program from grade 7 to 10 is the local curriculum. In grades 9 and 10 stu-
dents follow the two year, International Cambridge Program. At the end of year 10 all students take part in the 
examinations for the International General Certificate of Secondary Education (IGCSE), as well as the Mittlerer 
Schulabschluss (MSA) which is the local equivalent. In year 11 and 12, our students study the IB Diploma 
Programme which is recognized as one of the most challenging programs in secondary education. The IB Dip- 
loma is recognized world-wide as perfect preparation for further study. For entrance into universities around 
the world and also in Germany different criteria for university admissions apply. Please contact our University 
and Career Counselor for mire information.

Is the academic program rigorous?
The programs we offer in the Secondary School are both challenging and rigorous. They are designed to 
build on what students have learnt so far, whilst preparing them for study in later grades as well as life after 
BMS. However, our teaching approach is an inclusive one where the learning is scaffolded and students  
are supported and guided to achieve the high academic exspactations. The academic program is also  
designed to foster curiosity and engage students. There is a balanced approach to the learning of subject  
specific knowledge alongside the development of key skills.
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What is the academic track record of BMS and how does BMS perform in benchmark tests?
The academic record of BMS is very good. There are several key data points provided by students asses-
ments which enable direct comparisions to be made.

Throughout Grades 9 and 10, our students follow the International General Certificate of Secondary Education 
(IGCSE) and Mittlerer Schulabschluss (MSA). Both leaving certificates prepare students for entry into post-16 
education, in terms of continuing their education at BMS, moving into the German system as well as abroad. 

In Grades 11 and 12 we offer the IB Diploma programme – this is an academically challenging programme of 
education with final examinations which prepares students for success at university and life beyond. The IB 
Diploma is the ideal platform for from which to launch the higher education of our students. It is a course that 
demonstrates a strong commitment to learning, both in mastery of subject content, and in the development 
of wide-ranging skills. Students who study the IBDP are also encouraged to appreciate the universal value of 
human diversity and the common humanity that we all share. 

Our previous academic results in the various benchmark tests as well as in the final MSA exams, IGCSE and
IB Diploma Examinations are clear indicators of school quality and strong academic performance. 
Please find below an overview of our results, with various comparative data.

MSA
The Mittlerer Schulabschluss (MSA) is a national school-leaving certificate for students completing the  
10th grade. All students, native and non-native, take part in this examination which is conducted in the Ger-
man language.

MSA subjects are assessed on an six-point grade scale: 1,2,3,4,5,6. Grade 1 is for the highest level of achieve- 
ment, Grade 5 is for minimum satisfactory performance.

GRADE POINT AVERAGE (BMS)

SUBJECT BMS 2017 BMS 2016 BMS 2015

English 1,0 1,0 1,2

German 2,7 2,5 2,6

Mathematics 2,0 2,2 2,7

Presentation 1,8 1,8 1,7

IGCSE
The IGCSE is an internationally recognized school leaving certificate. Cambridge IGCSE subjects are assessed 
on an eight-point grade scale: A*, A, B, C, D, E, F, G. Grade A* is the highest level of achievement. Grade G is 
for minimum satisfactory performance.

BENCHMARK BMS 2016 UK 1 BMS 2017 UK 2

Percentage of results at A* 8.1% 6.5% 14.5% 7.1%

Percentage of results at A 18.9% 14% 14.5% 14.2%

Percentage of results at B 19.2% 21.4% 23% 20.8%

Percentage of results at C 27% 25% 28.3% 23.5%

Percentage of results from A* to C 73.1% 66.9% 80.3% 66.3%

Students achieving A* to C in English 60.9%2 60.2% 59.5% 62.1%

A* to C passes in Mathematics 87% 61% 92.1% 59.4%

Students achieving A* to C in German 94.6% 74% 94.7% 74.8%

Students achieving A* to C in Science 77.3%3 52.9% 100% 4 48%

1) http://www.jcq.org.uk/Download/examination-results/gcses/2016/gcse-and-entry-level-certificate-results-summer-2016

2) https://www.jcq.org.uk/Download/examination-results/gcses/2017/gcse-full-course-results-summer-2017/gcse-full-course-results-summer- 2017

3) First Language English and English as a Second Language results have been combined to allow for comparison

4) Coordinated Science and Combined Science results have been combined to allow for comparison

5) Most up-to-date statistics available at the time of publication. When 2018 results are published, they will be made available on the BMS website: 

http://metropolitanschool.com/home/secondary-school/academics/
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IB Diploma
The IB Diploma is recognized as one of the most challenging examinations. DP Students pass the program by 
collecting a minimum of 24 points and a maximum of 45 points, as an accumulation of obtaining a numerical 
grade from 1-7 for each individual subject. The scale of assessment is set a 7 as the highest level of achieve-
ment and 1 as the lowest level of achievement.

In 2017, BMS students completed the final IBDP Examinations, achieving excellent results overall. BMS achie-
ved an overall point average of 32.2, exceeding the world average of 30 points. 
64.3% of BMS students were awarded the bilingual diploma, exceeding the world average of 22.6%.

DP RESULTS OVERVIEW 1 2016 2017

Cohort Size 44 38

Full Diploma Students 41 36

BMS Average Score 31.1 32.2

BMS Highest Score 42 42

Subject grade 4 or higher* 84.3% 88.6%

1 Most up-to-date statistics available at the time of publication. When 2018 results are published, they will be made available on 

the BMS website: http://metropolitanschool.com/home/secondary-school/academics/

Is it possible to study in Germany with an IB Diploma?
Generally, the full IB diploma along with certain qualifying conditions is required for entry into German univer-
sities. According to the national policy in place since 1986 (Vereinbarung über die Anerkennung des Interna-
tional Baccalaureate Diploma), the IB diploma is recognized as a qualification (HZB) for entry to higher edu-
cation in Germany if gained after 12 consecutive years of full-time schooling, and specific conditions are met. 
 
The school has in place a full time university counsellor, Dejana Petricic, who will provide guidance and ad-
vice on all of the questions students and parents have about this topic. This happens from Grade 9 onwards, 
though Mrs. Petricic can be contacted at any time via email (see below), if you have questions.

Numerus Clausus
Some degree courses (ie dentistry, medicine, veterinary medicine and pharmacy) have more applicants than 
available seats. Such courses are referred to as Numerus Clausus (NC), Latin meaning “limited” or “closed”, 
and applicants need to compete for admission onto these courses. IBDP students (assuming all conditions 
are met) are usually considered to have the same status as German citizens with regards to admissions, and 
compete with German applicants for the majority of NC course places. 

Who are the most important people to contact for further questions?
For questions about: 
IGCSE program: Mr. Mercer, neil.mercer@metropolitanschool.com
MSA: Ms. Krentzien, andrea.krentzien@metropolitanschool.com
IB Diploma program: Mr. Dorian Rosso, dorian.rosso@metropolitanschool.com
Career and University Counselor: Mrs. Petricic, dejana.petricic@metropolitanschool.com
Teaching, Learning and curriculum: Dr. Karsten Plöger, karsten.ploeger@metropolitanschool.com
The pastoral program Grades 7 & 8: Ms. Bevis, hannah.bevis@metropolitanschool.com
The pastoral program Grades 9 & 10: Ms. Robinson, leigh-anne.robinson@metropolitanschool.com
The pastoral program Grades 11 & 12: Mr. Brinson - david.brinson@metropolitanschool.com

Useful links:
http://www.uniassist.de/index_en.html
http://www.daad.de/deutschland/studienangebote/internationalprograms/en/
https://www.hochschulkompass.de/
http://www.hochschulstart.de/

Is it possible to study in Germany as a non-native German?
The language of instruction at most universities in Germany is German. All students undertaking a program 
taught in German will need to be able to demonstrate a firm knowledge of the language, either by means 
of a language test result or by taking preparatory course (Studienkolleg, Propädeutikum, Pre-study German 
courses). Accepted proficiency tests are the DSH, Test Daf, GDS, DSD. If student has a limited knowledge 
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of German, he/she could consider taking an English-language program. It is important to mention that the 
majority of universities offering English speaking courses also require KMK requirements. The student should 
contact the university of his/her choice to find out about specific language requirements, as universities  
decide independently which tests and courses they accept.

How does BMS support students in the process of university selection and application?
BMS support students from grade 9 to 12 with career and university counseling. Different countries have 
different requirements for university entrance, different timelines for applications and different application 
processes. Our Career and University Counselor, Mrs. Dejana Petricic, will work with all students to try to  
ensure that there is a close alignment between student subject choices, academic performance and future 
aspirations. Throughout Grade 9 we schedule time in Ethics classes on skills identification and career explora-
tion. This is continued into Grade 10 when we focus on career planning, IB subject choices, self- assessment 
and career assessment.

During Grades 11 and 12 there are sessions for students on career profiling and managing all university 
applications. We try to provide all of the necessary data, analysis and counselling to students in order to help 
them match their skills and interests with the universities they are looking to apply to. We provide workshops 
for students and patents and organise university visits to BMS. We help students apply for scholarships and 
organize individual meetings with students and parents.

Grading and Reports
All student assessments are graded according to the Berlin Metropolitan School Grading Scale. Each assess-
ment is individually graded and all semester grades are collated to create one overall semester grade for each 
subject. In addition, families are provided with feedback on students’ progress. Official reports are issued at 
the end of each Semester.

GRADE IN % DESCRIPTION

1 - very good 90 - 100

Consistent results of 90% or above; all required work is completed and additio-
nal work is done on the student´s own initiative; work is completed of superior 
quality with minimal or no corrections. The student consistently demonstrates 
a high level of understanding, knowledge and skills, often applied to new or 
unfamiliar situations. The student meets and sometimes exceeds expectations.

2 - good 75 - 89

Consistent results of 75 - 89%; all required work is completed; work completed 
requires only a minimum amount of correction. The student demonstrates a 
secure level of understanding, knowledge and skills and can apply these in a 
number of ways. Expectations are confidently met.

3 - satisfactory 65 - 74

Consistent results of 60 - 74%; most required work is complete; work completed 
requires moderate correction. The student generally demonstrates a grade  
appropriate level of understanding, knowledge and skills and generally applies 
these in given situations. Expectations are generally met.

4 - acceptable 50 - 64

Consistent results of 50 - 59%; minimum requirements are met; work completed 
requires substantial correction. The student partially demonstrates understan-
ding, knowledge and application of skills, but still needs further improvement. 
Expectations are partially met.

5 - unsatisfactory 20 - 49
Consistent results of at least 20 - 49%; minimum requirements are not met; work 
is unacceptable for grade level. A basic knowledge of subject and/or relevant skills 
is demonstrated at times but not consistently. Expectations are not met.

6 - failing 0 - 19

Consistent results of 19% or below; extreme lack of effort and class participa-
tion; work is frequently not turned in; knowledge of subject matter is lacking 
and expected skills are not demonstrated. Expectations are not met and it is not 
anticipated that the student will be able to make up the missing concept or skill 
base in the near future.
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PASTORAL CARE

All students in the Secondary School are members of a tutor group as well as being members of one of four 
‘Houses’ (Air, Earth, Fire and Water). The tutor is integral to the pastoral care of our students within the 
Secondary School. The tutor is responsible for the supervision, guidance, and care of the students in their 
tutor group. They are the critical friend and mentor for each student, meeting them every day. Tutors, with 
the support and guidance of the Head of Grade, build a positive relationship with individual students and the 
group, helping and guiding their students in everyday school life.

Together with our pastoral system, a school counsellor and various resources to support our students in their 
academic and social-emotional growth, we strive to create an environment where students feel safe and 
participate in the life of the school. Students take an active role in the pastoral care of our school by fulfilling 
leadership roles within the House System, such as Captain and Vice-Captain, as well as participating in nu-
merous activities as a member of their respective house.

In tandem and with support of students’ tutors and Heads of Grade, we support our students with academic, 
behavioural and emotional support. Pastoral Care is at the heart of our aim in allowing our hidden curriculum 
to unfold and thus allowing our students to learn and internalize our school culture, at establishing their own 
set of beliefs and values, and moreover, to guide our students through the critical time period of adolescence. 

Anti Bullying 
Over the last two decades there has been a growing awareness of the harmful impact of bullying. The pre-
vention of bullying in schools is now recognised as a societal problem and also part of the Human Rights 
movement. The adverse effects of bullying are well documented and the anti-bullying initiatives at BMS are 
consistent with current theoretical approaches. BMS strives to provide a supportive, caring and safe environ-
ment where positive well-being is promoted throughout the school community. Our anti bullying philosophy 
aims to “develop internationally minded people who, recognising their common humanity and shared guar-
dianship of the planet, help to create a better and more peaceful world.” (IBO, 2012)

What is bullying:
 - Bullying is a repeated verbal, physical, social or psychological behaviour that is harmful, causes distress 

and/or creates fear, and involves the misuse of power by an individual or group towards one or more per-
sons. There are three main types of bullying including:

 - Overt bullying (face-to-face) this involves physical actions such as punching, kicking or verbal actions 
such as name calling or insulting.

 - Covert bullying (indirect bullying) is a subtle type of non-physical bullying which is not easily seen by 
others and is conducted out of sight which includes whispering, excluding, threatening looks, blackmai-
ling, spreading rumours or criticizing clothes and personalities.

 - Cyber bullying occurs through the use of information or communication technologies such as texts, emails 
and social networking sites.

What bullying is not:
 - There are behaviours that are not examples of bullying even though they may be unpleasant and require 

intervention or management. These include:
 - Mutual conflict: where an argument or disagreement occurs but there is not an imbalance of power. Both 

parties may be upset but usually both seek to find a resolution.
 - Social rejection or dislike: not liking someone or a single act of social rejection is not bullying unless it 

involves deliberate and repeated attempts to cause distress.
 - Single episode acts: where nastiness or physical aggression occurs. If someone is verbally abused or 

pushed on one occasion it is not the same as bullying. However, this does not mean that such incidents 
should be ignored or condoned.

 - While these incidents or conflicts may not constitute bullying, they still need to be addressed and resol-
ved. At BMS it is our practice to record incidents of a discriminatory nature.

Communication Pathways
 - Concerns about day-to-day administration, work or morale should be addressed to the Tutor in the first 

instance.
 - The Head of Grade should be informed of any major changes in family circumstances and should be ap-

proached if parents have concerns about the operation of the pastoral system or any major pastoral issues.



16 Parent Handbook, Secondary School, 2018/2019 | © BERLIN METROPOLITAN SCHOOL 

 - Academic concerns can be addressed to the subject teacher and/or the Head of Department.
 - Requests for leave of absence from school should be addressed to the Head of Grade. 
 - Students can take any questions or problems to their Tutor, if they would prefer to speak directly to another 

member of staff this is perfectly acceptable.

Consequences 
The BMS philosophy is a restorative approach that focuses on building relationships while managing, minimi-
sing and repairing harm. Consequences will be a relevant and corrective learning experience where students 
learn that actions have consequences and as such behaviour is a choice.

The House System
The house system at Berlin Metropolitan School is an important aspect of our pastoral care provision. As an 
extension of our mission statement, the house system helps each student reach his or her full potential intel-
lectually, academically, and emotionally. Each house secures a sense of belonging to the house members by 
providing opportunities for student participation and for student leadership roles. BMS students remain in the 
same house for their entire stay at BMS.

The social and emotional well-being of our students is always at the heart of what we do. Only when students 
feel secure and at ease are they in a position to be able to develop their creativity and talents. The tutors, 
school counselor, school nurse, child protection officer and all school staff work together closely to provide 
the best-possible support, expertise, and experience for both our students and families.

By providing a structure conducive to enriching the lives of the students, each individual is supported in their 
social-emotional growth, in making responsible choices, in increasing students’ ability to function in a group 
and by offering guidance and support as they prepare to meet the intellectual, social and emotional demands 
of young adult life.

The house system is comprised of four distinct houses each named after the four elements:

Each house has one house captain, two vice-captains and tutor captains who lead the house through student 
leadership initiatives, supported by our pastoral team. 

Together with the student leadership, students create their house vision as a group. Students create a com-
mon house action with each new school year which guides their efforts to support both local and international 
charities and is tied to their specific vision and house element

House Points and competitions
Competitions and activities play a central part in building the identities of students as a member of their house 
and allow students to form bonds of friendship and collaboration. The House System works together with the 
academic side of the school helping our students develop into internationally minded people who have the 
desire and capabilities to help create a better and more peaceful world.

House points are awarded for the following:
Sports and the Arts
To help our students appreciate the importance of balancing different aspects of their lives; intellectually, 
physically, and emotionally, as well as encouraging students to become risk-takers and challenge themselves. 
Points are awarded for getting involved in the sports and the arts. 
 
Community Spirit
Community Spirit is to help our students appreciate the importance of integrity, honesty and the ability to take 
responsibilities for their actions. This might include being a good role model, demonstrating a caring attitude 
towards peers or helping at school events.

BMS
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Academic effort and achievement
BMS aims to develop students who are curious, have the skills for inquiry and research, and encourage them 
to explore and develop their knowledge over a range of disciplines. We therefore award points for academic 
excellence and for those students who make the extra effort to perform to the best of their ability.

House Competitions
To build a sense of competition and camaraderie within the school, students can get involved in numerous 
competitions throughout the school year. 

Heads of Grade
There are three Heads of Grade. The Head of Grade is responsible for the overall supervision of the welfare, 
morale, conduct, and academic progress in their grade levels. The Heads of Grade help organise tutor times 
and hold regular meetings with their tutors to discuss collective and individual concerns. They also help to 
organize assemblies, student events and activities, and grade level trips.
Head of Grades 7 & 8 – Ms. Bevis 
Head of Grades 9 & 10 – Ms. Robinson
Head of Grades 11 & 12 – Mr. Brinson

The Tutor
The Tutor is integral to the pastoral care of our students within the Secondary School. The Tutor is responsible 
for the supervision, guidance, and care of the students in their tutor group. The Tutor is the critical friend and 
mentor for each student in their tutor group, meeting them every morning. Tutors, with the support and gui-
dance of the Head of Grade, build a positive relationship with individual students and the group helping and 
guiding their students in everyday school life. Each tutor group has a tutor who is a specialist in teaching their 
particular grade level. This will allow the tutors to guide and mentor students through the particular demands 
of their grade level and program. 

General Overview of responsibilities:
 - Encourage student engagement and participation in all aspects of school life
 - Help with students organisation 
 - Make sure students are healthy, happy, and feel safe
 - Monitor student behaviour and reward or sanction when necessary
 - Have an overview of the general academic progress
 - Monitor attendance
 - Have an open line of communication with staff, Head of Grade, parents and students

In addition to the above general duties, House Tutors in grade 7 and 8 will have additional, grade specific 
responsibilities:
 - Transition from Primary into Secondary 
 - Explanation of grading system, navigation of school day, changing classrooms etc.
 - Key Skills 
 - Organisational, reading, writing, and time management skills
 - Collaboration with year 9 and 10
 - Awareness of IGCSE and MSA – preparation for the demands going into grade 9
 - Evaluation for student support

Working in collaboration with their Head of Grade, Tutors use data to identify and support students who need 
extra support – both from and academic and behavioural perspective.

Life Skills
The design and implementation for the support of Life Skills at BMS is, in part, derived from the Educational 
Philosophy statements. It acknowledges the crucial importance of the hidden curriculum which contributes 
to the ethos of our school. These skills include psychosocial competencies and interpersonal skills that help 
students to: build character, understand themselves and their own strengths and challenges, make informed 
decisions, solve problems, think critically and creatively, communicate effectively and appropriately, build 
healthy relationships, empathize with others, and cope with managing their lives in a healthy and productive 
manner.
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In the Secondary School, the Life Skills program aims to be sensitive and responsive to the various societal 
influences teenagers are subjected to during a period of intensive personal and social growth. This is in order 
to provide developmentally appropriate support for knowledge, attitude, and skills acquisition to facilitate 
positive behavioral change, as embodied in the IB Learner Profile.

Students investigate age appropriate topics within three overlapping areas of study: identity, relationships, 
and diversity. This provides a framework within which themes and issues, such as addiction, can be revisi-
ted as student’s age and mature. Life Skills is taught as a separate lesson in Grades 7-10 and is embedded 
throughout all subjects in the school curriculum. In addition, it is taught during Tutor Times and specialized 
assemblies.

Berlin Metropolitan School respects the diversity of the community and will communicate with parents/ 
guar-dians before topics of a sensitive nature are covered in the classroom. Parents may contact the relevant 
coordinator or Head of Department/Head of Grade to discuss content or options for alternative provision.

School Counselor and Student Support Services
The School Counselor and Student Support Services assist students and staff while at school, enabling 
students to thrive both socially and academically while at school. To access these services students will be 
referred by Heads of Grade or students can self-refer. When a student is seeing one of our counselors regu-
larly, their parents or guardians will be informed. Confidentiality surrounding issues affecting students will be 
observed. 

Secondary Behavior Policy
BMS promotes a positive approach to behaviour management which is based around the ideas of Restorative 
Practice. The intention is to create a positive school culture in which we encourage and develop working re-
lationships school wide with all members of our school community, thereby promoting student wellbeing and 
a safe environment in all aspects of school life. 

The implementation of Restorative Practices within the school reinforces our belief that BMS “is a community 
that nurtures and supports every child, that values everyone’s unique worth and contribution; that empowers 
every member to achieve their fullest potential; that opens up a world of opportunities and possibilities. It is 
a place of safety where firm boundaries guide and support; where high expectations lead to lifelong learning; 
where care, compassion and respect build self-esteem and self-belief. It is a gateway to limitless possibilities; 
to soaring aspirations: to brighter futures.” (Restorative Justice 4 Schools, 2012)

This policy is consistent and complementary with IB philosophy surrounding the Learner Profile attitudes 
where learners strive to be: inquirers, knowledgeable, thinkers, communicators, principled, open-minded, 
caring, risk-takers, balanced, and reflective. It is the IB Learner Profile attributes and attitudes that should be 
reflected in the behavioural choices of our students.

Ultimately, the purpose of this policy is to support student learning and self-discipline. This will enable stu-
dents to develop a deep understanding of the link between behaviour and consequences, while establishing 
a sense of wellbeing throughout the school. 

At BMS, there is a strong emphasis on self-reflection and constructive dialogue when working with students 
that have not met our expectations regarding behavior and conduct. Our Community Values Statement out-
lines this approach:

“As BMS community members in all of our actions we ask ourselves:
Is it safe?
Is it fair?
Is it respectful?
Is it positive?”
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Student Leadership 
House Leadership
The House System offers students leadership opportunities. Elections take place in September for the School 
Captain, House Captains and Vice Captains. 

The Student Leadership Team
The Student Leadership Team is made up of representatives from each House and grade in the Secondary 
School and is chaired by the School Captain. The Student Leadership Team represents the student body, and 
student representatives are elected through the House System at the beginning of the school year. The aim 
of the Student Leadership Team is to provide a forum for student opinions and ideas for improving school life. 

House Communication 
Information about house activities and events can be seen in the Secondary School Blog at 
http://www.bmssecondary.com/
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DAILY LIFE, PROCESSES AND PROCEDURES AT BMS

Assembly
At BMS we aim to develop a strong sense of community. Assemblies are a good opportunity for the school 
to come together as a community to share learning, celebrate success and inspire one another. Secondary 
School assemblies occur once a week, on Friday mornings. They cover a range of topics and are often 
student-led. Occasionally external experts are invited to attend and speak. Parents are also periodically invited 
to attend assembly. 

Attendance
Berlin Metropolitan School aims to support all students in their learning and social emotional development; 
therefore we place great importance upon punctuality and excellent school attendance. Regular attendance 
is a pre-requisite for success in school; conversely, those who are not in class will miss important learning 
opportunities as poor attendance can lead to under-achievement. All parents are responsible for their child´s 
punctuality and attendance. As a school we are committed to work in partnership with parents to support our 
student attendance policy and ensure all students are able to arrive at school on time and attend regularly. 
Students are expected to attend school at all times unless otherwise communicated to the school by their 
parents or guardians appointed by their parents.

Attendance will be taken in at the beginning of every lesson and during tutor time. Attendance will be reported 
on the report card and there is a minimum expectation in the Secondary School of 90% attendance in all 
subjects. In cases of continued lateness and absence, transition into the next grade level may be brought 
into question. 

If students are absent because of sickness, a doctor’s note needs to be handed to the Tutor after 
3 days of sick leave. 

The Secondary School day begins at 8.30am and ends at 3.45pm. Students who arrive after 8.30am go 
directly to class. Parents should call or email the reception desk to report a student’s absence/illness, which 
in turn is also forwarded to the respective tutor. Any student leaving school before 3.45pm must have written 
permission from their parents. Parents must notify both reception and respective Head of Grade. Students 
leaving early must sign out at the reception desk.
Reception: reception@metropolitanschool.com, +49 30 8872 739 0

Absences of a special nature, i.e. a family reunion, educational trip, etc. require previous notice and approval 
via the absence form found on our website. Parents are required to fill out this form and submit to the relevant 
Head of Grade.
 
Roles and Responsibilities
Students
 - Attend school every day arriving on time and well prepared for learning. 

Parents
 - Support students in arriving on time to school and attending regularly.
 - Make appointments outside of the school day. Where this is not possible this must be communicated to 

the school in advance.
 - Take holidays during the official school holiday time.
 - Contact the school to communicate absence due to sickness on the first day of absence or in the event 

of late arrival to school.

School
 - Records morning attendance daily and lesson by lesson attendance.
 - Regularly reviews and monitors student attendance/punctuality.
 - Informs students and parents about persistent absence/lateness promptly so appropriate action can be 

taken.
 - Informs the relevant authorities of any concerns regarding persistent student absence from school.



21Parent Handbook, Secondary School, 2018/2019 | © BERLIN METROPOLITAN SCHOOL 

Attendance Procedures 
 - Parents are expected to contact the school by 8.30am on the day of absence by email, phone or in per-

son.
 - All attendance and lateness is recorded on our database.
 - If no notification is given for a student´s absence the tutor will send an email home to find out the reason 

for the absence from school.

Excused Absence 
Absence may only be marked as excused provided that adequate information has been provided to support 
the below reasons. The information regarding the absence should be provided as soon as possible. Reasons 
for an excused absence are:
 - Illness (please note that a medical certificate is required after the third consecutive day of absence).
 - A medical appointment.
 - A religious holiday or event.
 - A sporting or extra-curricular event such as a tournament (please note a certificate must be provided).
 - Exceptional circumstances for an immediate family event i.e. a wedding, bereavement.

Unexcused Absence 
Absence will be marked as unexcused in the below cases:
 - No communication has been received from the school as to why the student is absent.
 - Family holidays or celebrations such as birthdays, visits to relatives.
 - Travel days.
 - Parent´s or carer´s illness.
 - Extended holidays.

Breaks
Students in the Secondary School have one set break of 15 minutes in the morning where they are free to 
enjoy a snack and to mingle with their peer group. Students have another set break at lunch time. 

Due to security reasons grade 7 to 10 students must remain on campus during break times.
Students in grade 11 and 12 can leave the campus during break times.

Calendar
Each year, BMS distributes a school calendar, featuring school and community events. Secondary School 
events are marked accordingly, ranging from academic events to Parent Information Evenings. See our web-
site for regular updates and photos from these events. 

Camp Week
At BMS we place great importance on learning ‘outside’ of the classroom. We believe very much in creating 
meaningful and memorable experiences for our students, which is why we place so much importance on 
the school trips that we run each year. Our trips are designed to extend the learning that happens in school, 
build community and inspire the students – and of course, to have fun! The camps are linked to our school 
curriculum and help our students attain the attributes and characteristics of the BMS Student profile.

The camps are varied, interesting and always a hit with the students. As an example, in previous years we 
have run city trips to Budapest, Barcelona, Manchester, Rome and Prague. We have also run activity based 
camps like the ever popular Grade 8 sailing trip on the Ijsselmeer and the sports / teambuilding trip to Wagrain.

Please note that should your son/daughter not hold an EU passport, a copy of the first page of the passport 
as well as a copy of a current visa for Germany need to be handed in together along with the registration form. 

Dismissal
Secondary School students are dismissed for afternoon clubs and projects at 3.45pm. To ensure safety and 
security for all our students, we ask students who want and/or have to stay after classes, to use the designated 
areas. Secondary School students leave the school campus without checking out in the school lobby.
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Drop-Off Zones and Parking
The main school gate, located in Linienstraße. 122, is currently closed and all access is now through our 
Torstraße gate. Parking zones around Berlin-Mitte are regulated by permit and subjected to close scrutiny by 
the Ordnungsamt. Parents are encouraged to park elsewhere and walk with their children to school.
Public transport: the U6 stops at Oranienburger Tor and the S1 stops at Oranienburgerstr. Both stations are 
within 7 minutes walking distance to school. 

Fee structure
The fee structure of BMS is laid out in the document ‘Tuitions Structure’ which is part of the school contract 
and published on the school’s website. The school has an income based tuition structure which is composed 
of the school fee, analog and digital media fee, lunch, Hort voucher (depending on grade level). All details 
including sibling reductions are laid out in the original document which is published annually in October/ 
November for the following year, including the information of the school fees for existing contracts. 

Guest Students
As part of our admissions procedures, BMS welcomes guest students for a limited time period. Every new 
student is assigned a ‘buddy’ who helps to orient them to BMS. Students interested in visiting BMS, should 
contact our admissions office: admissions@metropolitanschool.com

IT & Digital Resources
BMS strives to equip students with the necessary skills to be active and responsible digital citizens in the 
21st century. The latter includes offering IT tools which are both inspiring and educational for our Secondary 
School students. Wherever possible, specific IT tools are embedded in the curriculum and used to enhance 
both overall learning and confidence in IT tools. 

The Secondary School is equipped with Apple laptops on a sign-out basis. All subject rooms are equipped 
with digital display options. 

BMS has an IT Acceptable Use Policy and an E-Safety Policy. These policies are the foundation of a safe and 
secure learning environment and binding for all students. Key aspects of the Acceptable Use Policy are as 
follows

Acceptable Use Policy
Philosophy and Beliefs
The purpose of ICT resources at BMS is to facilitate and enhance student learning. At BMS we endeavor to 
provide a safe and secure electronic environment for everyone at our school. It is, however, impossible to cen-
sor and control all content. Therefore, we believe that it is important for all members of the BMS community 
to learn to use technology in a way that is both safe and effective.

Philosophy and Beliefs
 - Technology is to be used as part of the learning process and to fulfill educational objectives.
 - Accessing the Internet in school may not carry the same rights as access from outside school.
 - Internet use will be monitored.
 - BMS reserves the right to monitor all activity on the Internet.
 - BMS reserves the right to block any material on the Internet.
 - BMS employs the use of content filters to protect students.
 - BMS reserves the right to deny access to ICT resources to any individual.

The following behaviors are considered irresponsible and should be avoided:
 - Leaving ICT equipment unattended.
 - Leaving an account open or unattended.
 - Postings to social media that are contradictory to the school ethos and our community values.

The following behaviors are forbidden:
 - Logging in to an ICT system using another user's account or password.
 - The downloading or sharing/posting of inappropriate materials.
 - Sending, receiving, displaying, or accessing defamatory, inaccurate, abusive, obscene, profane, sexually 

oriented, threatening, racially offensive, or harassing materials.
 - Revealing your personal information or that of others such as home address, location, phone number, or 
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contact information.
 - Attempting to bypass or otherwise circumvent school content filters.
 - Viewing or distributing content created by other individuals without their consent.
 - Encouraging the use of or promoting the sale of controlled substances.
 - Capturing photographs, video or audio recording without their express permission.

The following behaviors are forbidden and in certain instances illegal and as such will not be tolerated:
 - Capturing photographs, video or audio recording in a learning environment without the express permis-

sion of the teacher.
 - Attempting to access resources using “Hacking” tools or other illegal software.
 - Downloading, and/or distributing copyrighted material without the owner’s consent.
 - Attempting to harm or destroy data of another user, the network, any technology equipment. This inclu-

des, but is not limited to, the uploading or creation of computer viruses.
Disciplinary measures
Violation of the above rules shall be subject to disciplinary consequences. In the case of illegal behavior, BMS 
reserves the right to report the event to the appropriate authorities. 

Secondary Student Acceptable Use Policy
We expect our students to
 - only use ICT in school for school purposes
 - only use their school provided e-mail address for educational purposes
 - only open e-mail attachments from people they know, or who their teacher has approved
 - not tell other people their ICT passwords
 - only open/delete their own files
 - make sure that all ICT contact with other children and adults is responsible, polite and sensible
 - not write or post any material that could bully, upset, or harm another person
 - not deliberately look for, save or send anything that could be considered inappropriate. If they accidentally 

find anything like this, they will tell their teacher immediately
 - not give out their own/others details such as name, phone number or home address. They should not 

arrange to meet someone or send their own image unless this is part of a school project approved by a 
teacher and a responsible adult accompanies them

 - support the school approach to online safety and not deliberately upload or add any images, video, sounds 
or text that could upset any member of the school community

 - know that their use of ICT can be checked and a parent/caregiver contacted if a member of school staff 
is concerned about their safety

 - not sign up for any online service unless this is approved by a teacher.
 - not record, photograph, or video anyone without their permission.
 - not access sites where they do not meet the current age restriction.
 - be responsible for their behavior when using ICT because these rules are provided to keep them safe.

Secondary Student Personal Device Policy
Students:
 - are responsible for personal digital devices and understand that the school will not be held responsible if 

they are damaged or stolen
 - will only use their personal device in the classroom if permitted by a teacher
 - understand that mobile phones should be on airplane mode while on campus understand that personal 

digital devices including phones are not allowed to be used in spaces shared with Early Learning Center 
& Primary School students including cafeteria and yard.

 - know that all of the rules and guidelines in the ICT Acceptable Use Policy apply to student personal  
devices while the student is under the supervision of BMS

The main IT programs used to facilitate the operation of the school include:
iSAMS
iSams is a new student information system (SIS) installed at BMS during the spring/summer of 2016. The 
iSams system contains information about the student’s schedule, history, discipline, attendance, and events 
that effect their education. It also has a communication system that BMS can use to contact parents and 
students.

ManageBac
ManageBac is an online learning platform used by BMS to manage curriculum and the IB program. 
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Office365
BMS provides students from grades 3 to 12 with an Office365 account. This gives each student a standard 
email address and a set of basic ICT tools that will work across many different devices. The accounts for lower 
grade levels are restricted to work with teachers and other students only. All of our ICT systems are set up to 
communicate with this account. 

Frequently Asked Questions
Is there an essential agreement for email use?
There are guidelines in the schools’ Acceptable Use Policy which sets out how school email addresses can 
and should be used. This can be found here in our handbook. In individual classrooms teachers and students  
will prepare essential agreements for using technology and discuss these with the proper e-safety rules, 
which should be reviewed frequently throughout the school year.

What is the policy on privacy?
Berlin Metropolitan School follows a Data Protection Policy aligned with the German state regulations.

Who can share email accounts?
Students are expected to keep their username and password safe and secure, and taught not share this infor-
mation with anyone. Anyone who knows a student‘s email address can pass it on to whomever they like. How-
ever, only messages coming from a metropolitanschool.com address are delivered to the students. Students 
can only send messages and share content within the BMS organization. The IT department can white-list 
(permit communication) between certain external domains such as partner schools or organizations. This is
only done so following an internal request process.

Under what circumstances would the school access a student email account?
Should teachers or parents become concerned about inappropriate internal email use then we would inform 
that specific student and parent and reset the account so email information could be viewed or ask the  
student to show us their email history. It is important to note that these email accounts are school educational 
accounts and are therefore not considered a completely ‚personal account‘ for student use. The IT depart-
ment will never access a student‘s account but only reset and forward login credentials to the class teacher 
and secondary leadership.

Are student emails easily searchable by student name?
Student emails are searchable by student name but only within our organisation. This means only an employee 
or another student in our school community can search for another community member. No person outside of 
BMS can search and find student contact information online. Students can share their email addresses with 
others but only email messages from another metropolitanschool.com account can be delivered to students.

Information Communications Technology Safety
BMS strives to provide a safe ICT environment for our students. To this end the school uses a Cisco Meraki 
security appliance to filter content and protect students against malware and other malicious software. Major 
search engines and video content providers are forced into a “safe search” or “restricted” mode when available.  
The school actively works with the entire BMS community to increase the awareness of safe practices when 
using the internet. BMS has an e-Safety policy.

Library
The mission of the Secondary School library is to support and enrich the school’s academic curriculum and to fos-
ter life-long independent learning, 21st century information literacy skills, critical thinking, and a love of reading.  
 
Purpose of the Library 
The library is used both on a class basis and an individual basis. Teachers may book the library for research 
projects, either in collaboration with the librarian or independently. Students may visit the library before 
school, during break times and after school to: use the computers for homework/printing, check out books 
and read, complete homework. The library is also used for IB meetings and events. 

Print Collection 
The secondary library currently holds approximately 5,000 books. Titles have been selected after considering: 
Relevance to the curriculum 
Quality and style of writing, with attention to age appropriateness 
Currency of the information 
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Present holdings in the same or similar subject areas 
Cost of the material 
Authority of the author 
Favorable reviews by professional critics 
Recommendations of students and faculty 
 
The library also subscribes to several magazines in various languages that support the school’s international 
curriculum. These titles include:
Arts and Activities, Der Spiegel, ECOS, Geo, Guardian Weekly, History Today, National Geographic, New 
Scientist, Phosphore, Presse und Sprache, Psychology Today, Revista de la Prensa, Revue de la Presse, 
World & Press.

Electronic Resources 
Electronic resources include subscription databases, subscriptions to online journals and magazines, 
e-books, and subscription based educational websites. In addition, the librarian organizes and provides links 
to websites that are available on the World Wide Web. All electronic resources are available via the library 
website, https://bmssecondarylibrary.wordpress.com. These resources include: 
ABC Clio History Resources (online databases) 
EBSCO (online database) 
Encyclopedia Britannica (online encyclopedia) 
Follett Destiny (online catalog of library materials) 
LibGuides (online resources created by the librarian and teachers) 
Proquest eLibrary (online database) 
Global Issues in Context (online database) 
History Today (access to online archives) 
Questia School (online database) 
Science Today and Science Online (online databases).

IT Available in the library 
The library contains desktop iMacs, as well as a computer cart with MacBook Airs. The classroom laptop cart 
is also housed in the library. 

Lockers
Each student is assigned a locker at the beginning of the academic year. Student lockers house books, coats, 
and sport clothes. Students are required to use their own combination lock.

Lost & Found
BMS has a section dedicated to items misplaced or lost. All found items are stored in a closet, which can 
be found on the 1st floor restroom area, on the Linienstr. Wing, for a period of two weeks. Items that are not 
collected will be donated once per Semester

Lunch
The catering firm, Dussmann, provides a hot lunch, fresh salad bar and fruit for all BMS students. To foster a 
sense of community within our student body, all students participate in the school lunch. Supervision during 
lunch time is conducted by our teachers and educators. 

PD Days
BMS will hold 4 Professional Development Days in the academic year 2018/19. These days are designed to 
provide professional development opportunities for all BMS staff. On PD Days the school will remain closed. 

PE Lessons Uniform
At BMS, all students are required to purchase a PE lesson uniform to wear throughout the school year for PE 
lessons. Students can purchase their uniform through our online BMS Clothing Shop at any time in the year. 
Please follow the direct link from our school website, metropolitanschool.com, to our online shop portal. All 
purchases from this site are delivered directly to you.
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Policies
Berlin Metropolitan School values school-wide policies to align the academic program and school operations 
across the school. The most important policies are:
Academic Program: Academic Honesty Policy, Assessment Policy, Language Policy
IT: Acceptable Use Policy, E-Safety Policy
Health and Safety: Fire and Evacuation Policy, Health and Safety Policy 
Operational: Attendance Policy

Schedule
TIME PERIOD

8:30am - 8:50am Tutor

8:50am - 9:40am Period 1

9:40am - 10:30am Period 2

10:30am - 10:45am Break

10:45am - 11:35pm Period 3

11:35pm - 12:25pm Period 4

12:25pm - 1:15pm Period 5

1:15pm - 2:05pm Lunch

2:05pm - 2:55pm Period 6

2:55pm - 3:45pm Period 7

School contract
The school contract is the legal document for the education of your child(ren) at BMS. The school contract pro-
longs per year until 12th grade and ends at the end of the 12th grade school year of your child(ren). Every school 
contract has a three months cancellation period, which needs to be upheld in order to avoid cancellation fees. 

School Office – Administration 
The school office at BMS handles all school forms, contracts, Hort Vouchers (Hortgutscheine), authoriza-
tions, and so on. The school office is located outside of our school building. You can find the school office in 
Linienstraße 142. 

You can reach our school office during usual office hours: 
E-Mail: info@metropolitanschool.com
Phone: +49 30 8872 739 0

School Office – Secondary School
The school office for our Secondary School is located on the 5th floor of our main school building. The Secon-
dary School office is run by Franca Casella. You can reach Ms. Casella during usual office hours.

E-mail:  franca.casella@metropolitanschool.com
Phone: +49 30 8872 739 19

Vacation
BMS publishes a three-year school calendar cycle that is aligned closely, but not exclusively, with the Berlin 
State Vacation Calendar. The BMS School calendar is created based upon fulfilling the academic needs of our 
programs, providing a balance of learning periods, meeting the requirements of the Berlin Senat and taking 
into consideration the needs of both our local and international community. This calendar is published on our 
school website. Parents are encouraged to respect the vacation calendar and not to extend vacation times. 
Early leave, or the extension of a vacation, will not be supported by the school.
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HEALTH, SAFETY & SECURITY

The health and safety of all BMS students and staff is of utmost importance at all times. Fire and emergency 
procedures are in place and are practised with students and staff during the school year.

Child Protection
In accordance with the Child and Youth Services Act (KJHG), all institutions working with children and adole-
scents are obliged to name a Child Protection Officer. The Child Protection Officer’s responsibilities include 
investigating and supporting children, adolescents, and families in cases of potential child endangerment, as 
well as arranging appropriate systems and adhering to regulations given. At BMS our qualified and named 
“Child Protection Officers” are Jana Klinkhardt, Uta Silverthorne and Sónia Pires.

Child endangerment is defined as being a situation where there is a reasonable concern that, in case of no 
intervention, the wellbeing of a child will be negatively affected, as the child’s physical, emotional and mental 
development is being harmed. Child endangerment includes a wide range of acts and omissions. The re-
quired evaluation of potential danger will be conducted by all staff members concerned - Counselor, Educator, 
Teacher, and Principal - and is also regulated through Berlin-specific indicators. Protective mandate, in cases 
of child endangerment, also demands that in order to comply with certain proceedings the Child Protection 
Officer is obliged to coordinate the Youth Welfare Office and the institution.

Emergency contact number
We require parents to provide us with an emergency telephone number, and to inform of us any changes to 
phone numbers and/or email addresses, so that this data is always up to date in our database. To notify us of 
any changes, please contact our school office: schooloffice@metropolitanschool.com

In any emergency during the school day, or if your child is unwell and needs to be collected, you will receive 
a call from our school nurse or our Primary School Office.

Insurance
BMS is a member of the Unfallkasse Berlin and our BMS membership ID is: 13210004. All children are 
insured by the Unfallkasse Berlin during their stay in the Primary School. In the event of an accident, both 
parents and an ambulance will be called immediately. In order to fill out the Accident Protocol, please contact 
the school office and please bring the names and address of all doctors who treated the child.

Illness
General Guidelines for Keeping Children Home from School Due to Illness: 
It is sometimes difficult to decide when and how long to keep an ill child home from school. The timing of the 
absence is often important in order to decrease the spread of disease to others and to prevent your child from 
acquiring any other disease while his/her resistance is lowered. The following guidelines represent the more 
common childhood illnesses and usual recommendations.

 - Chicken Pox: Your child should remain home until the blisters have scabbed over, usually 5-7 days after 
the first crop of blisters appear.

 - Common Cold: Your child should remain home if symptoms are serious enough to interfere with your 
child’s ability to learn, i.e. uncontrollable coughing, significant nasal drainage.

 - Fever: If your child’s temperature is 37,7 degrees C or greater, the child should remain home until fever 
free for 24 hours without medication to decrease the fever.

 - Flu: Your child should remain home until symptoms are gone and the child is without a fever for 24 hours.
 - Head Lice: In the event of a case of head lice, students cannot return to school without having undergone 

a lice treatment, which includes an approved anti-lice agent and wet combing with conditioner and a lou-
se/nit comb. Parents are encouraged to treat other family members at the same time in order to reduce 
the chance of reoccurrence. Combs and hairbrushes must be washed in hot soapy water. The towel, be-
dding, underwear and pajamas along with the bedding of the person who has been affected by head lice 
must be changed. All caps, scarves, blankets, pillows, stuffed animals and other items that have come in 
direct contact with the affected person´s scalp hair must be stored in a sealed plastic bag for three days. 
Please remember how important it is that you contact your child‘s class teacher or the school nurse that 
your child has lice and has been treated so as to avoid further spread.

 - Impetigo: Your child should remain home until receiving 48 hours of antibiotic therapy and sores are no 
longer draining.
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 - Pinkeye: Your child should remain home from school until receiving 24 hours of antibiotic therapy and the 
eye drainage has stopped.

 - Scabies: Your child may return to school with proof of treatment.
 - Strep Throat and Scarlet Fever: Your child should remain home from school until receiving a full 24 yours 

of antibiotic therapy and without fever or vomiting for 24 hours.
 - Vomiting and Diarrhea: Your child should remain home without vomiting or diarrhea for a full 24 hours.

Parents should please keep in mind how important it is to notify the school nurse of any contagious/commu-
nicable diseases that have been diagnosed by a doctor so as to avoid further spread. 

We hope this information will answer some of your questions and familiarize you with the role of the nurse in 
our school and the school health services provided. If you have any questions, please don’t hesitate to contact 
the nurse. We believe that open communication is the key to our working together to keep our children healthy 
and learning to their fullest potential here at BMS. 

Medication
In order for any student to receive chronic or routine medication at school, a medication form must be sub-
mitted to the school nurse‘s office. This form must be submitted annually and must be signed by a parent/
guardian and the prescribing doctor or health care provider. Orders are effective one year from the date they 
are written and must be renewed where there is any change in the medication or dosage. If your child is going 
on a camp this same doctor‘s prescription may be used provided it still has the one-year validity. A camp 
medication form still has to be completed for the camp and signed by the parents. If your child is receiving a 
short-term medication during the course of the year e.g. antibiotic therapy then please hand the medication 
in it‘s original container first thing in the morning, on your child‘s return to school at the school nurse office. 
She will then give you a „Medication Administration Form“ to complete regarding dosage and times.

Nutritional requirements
Please inform us of any important dietary needs your child may have (vegetarian, gluten free, allergies, etc.) 
by filling out the provided nutritional needs form, or ‘Health Form’, prior to your child attending school. This 
form can be picked up in the Nurse‘s office or downloaded from the school website. Please be aware that in-
dividual nutritional requirements will be accommodated for by our caterer only once a medical certificate has 
been submitted. If your child is identified as a having a food allergy parents must provide a statement from 
a licensed doctor that identifies your child‘s food allergy and an explanation of why the food allergy restricts 
the child‘s diet.

School Nurse
BMS is equipped with a Nurse´s office, which is located on the ground floor. Ms Sophie Petrat, our school 
nurse is on call for all BMS students daily from 8.30am-4.30pm. Ms. Sophie Petrat maintains the first aid 
stations throughout the school and is responsible for collating and coordinating all the medical information for 
all our students. BMS offers free first-aid training and child protection training to faculty and staff, two to three 
times a year. No medication is distributed to students without prior and explicit written consent from parents.

Security
BMS employs a full-time receptionist to greet and monitor outside visitors during the course of the school 
day (7:30am-6:00pm). Visitors enter through the school gate on Torstraße and register with the receptionist, 
where they receive a visitor’s pass. Break times and play times on the playground and after school, are mo-
nitored by the CCEP staff to ensure student safety at all times. Supervisors wear colored blue BMS vests so 
they are visible to all community members.
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SCHOOL LIFE & COMMUNITY

It is one of our priorities at BMS to build an open and warm school culture where all members of our commu-
nity feel included and where every single person feels respected and looked after. 

This is why BMS offers a range of activities and events that are featured in the annual school calendar. These 
activities and events should help to organize an exchange between all families, to integrate new families at 
BMS, to build a community and, last but not least, to celebrate the learning and the success of our students.

Events
Events to support the community feeling:
We have several whole school celebrations such as the School fair, Art Show, Peace Day, International Day 
and Sports Day.

Events designed for each school:
Every school celebrates in an age appropriate setting. For our Secondary School students we plan Secondary 
School fairs, competitions and various events which are initiated and run by the Houses. 

Information evenings to explore the learning success of the students:
BMS starts the academic year with school wide parent evenings to introduce the team, the procedures, and 
the goals of the year. In the Secondary School there are targeted information evenings at the beginning of the 
year and two parent-teacher conferences during the academic year. Subject Expos for IGCSE and IB Diploma 
choices are held to enable informed decisions at key points in the students´ BMS career.

Events to promote the parent community at BMS:
The ‘Friends of BMS’ parent initiative supports and invites our community to different parent events during the 
year as such the FOBMS New Year´s Reception and Coffee mornings for new parents.

Parent Representatives
We believe in an engaging collaboration with our parent community. At the beginning of the academic year pa-
rent representatives from each grade level are elected. This parent representative group works together with 
the Secondary School leadership to discuss operational topics and future developments. Parent representa-
tives meet regularly with the school leadership and share ideas about the operational and strategic needs for 
school development. This exchange is very important to us in terms of balancing our mutual expectations and 
sharing ideas. All parent representatives are committed to support student learning in an open, trusting and 
collaborative approach. 

Student Afterschool Activities
After School and Athletics
Athletics in the Secondary School are complemented by a vibrant and diverse after-school program, called 
the Co-Curricula Educational Program (CCEP). The leading goal of CCEP within the Secondary School is to 
offer a balance to the challenges in daily life, to engage in competitions with other schools, to promote team 
spirit, and to emphasize fun and enthusiasm. The CCEP serves as a solid stepping stone in preparation of the 
CAS program (creativity, action, service), as part of the Senior Secondary years. With the preparation for the 
CAS program, we foster exchanges and togetherness between students as well as the spirit of competing as 
a community with others. 

Team Sports 
BMS sports teams seek to promote both team spirit and competitive spirit by organizing matches with other 
international schools within Berlin. Under the direction of BMS teachers and professional coaches students 
form teams, train together, and prepare for competitions. The games and competitions are scheduled accor-
ding to the season so that there will be a pause for outdoor sports during the winter. 

Projects 
Projects are offered which take place during a specific time period in the winter. They are intended to provide 
our Secondary School students with the opportunity to discover new topics and to work towards a goal or 
product with fun and dedication. Participation in the projects is mandatory in order to achieve the respective 
activity’s goals. 
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Open Clubs
These are additional options for our Secondary students which do not have an impact on other activities. The 
first offers of this kind are the BMS Instrumental Ensemble and the open chess course for advanced players. 
Once students have chosen an open offer, they are expected to commit to it and to participate regularly.

Volunteer opportunities
Every hand is always welcome! If you want to be involved in school events or as a teacher or library volunteer, 
please talk to your Head of Grade. We are happy to share ideas and look at some opportunities! 

BMS School Conferences
As part of our commitment to providing meaningful and practical information about strategic school develop-
ments, we host a BMS School Conference twice a year, where the Executive Director and members of our 
senior leadership team present on important school developments. These conferences are announced by in-
vitation to our entire school community and occur mid-semester in our school year. We encourage parents to 
bring their school program, pastoral care, or strategic developmental questions to these conferences. Please 
review our school calendar to see when these conferences take place. We look forward to welcoming you and 
providing timely and important updates about our school!
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