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INTRODUCTION

Welcome to Kabwe Adventist School. We are glad you are here. You are an important person to us. This Hand Book is to give you the necessary information so that you may adjust smoothly to the life style of the school. Refer to it as much as possible as your guide. Kabwe Adventist School would like you to develop into a good, responsible and patriotic citizen of your country and the kingdom to come. We wish you well and enjoy your stay.

Our Christian Ethos

As Kabwe Adventist School, we pride ourselves on an education that develops a pupil’s full potential in all spheres of life. As a Christian school we believe that without a personal knowledge of God, a child’s physical, mental, social, economic and spiritual development will be incomplete. Remember character development is very important to the well being of the child.

We believe that ‘what you sow today, you will reap tomorrow.’ Note that the child’s character is built around its levels of interaction such as home, the neighbourhood, church, media, general worldview and peers to mention but a few. You may exercise some amount of authority at home and to some extent at church. But you are not with your children all the time. They spend most of the time at School. This being the case, School choice becomes very crucial and significant to every parent/guardian.  

Remember that acquisition of knowledge is a continuous process and every time a certain amount of information is going into the minds of the children with or without your knowledge and will definitely affect their worldview and character. It is important to note that children, by and large will not only be academicians and professionals but part of the society and their conduct will affect us directly or indirectly. Thus, where they learn from and who teaches them must be a source of concern.

While this remains a big challenge to most parents, Kabwe Adventist School stands ready to offer such a service of your family fellowship where learners will learn in an environment of love and care and God is the focal point of everything. We actually pride ourselves as KAS family where every child is treated as a family member with care and understanding.  

School Philosophy

As Seventh-Day Adventists, we recognize that God, the Creator and Sustainer of the earth and the entire universe is the source of knowledge and wisdom.  The school seeks to foster a wholistic system of education to enhance the development of the physical, spiritual and intellectual capabilities of the learner.  

Spiritual Life

A fundamental reason for the existence of Kabwe Adventist School is the goal of aiding pupils in personal spiritual growth. Ultimately, personal spirituality is a matter of personal decision and the Holy Spirit’s leading. It cannot be created by rules and regulations. Thus, pupils will not be involved in deriding or belittling others for their convictions. An attitude of respect for the beliefs and convictions of others-even in instances where one’s own feelings or beliefs differ-is an important element in creating a positive atmosphere.

School Motto

The School’s Motto is training the hand, head and heart.

Mission Statement

To foster a wholistic education system with a balanced physical, mental, moral, social and vocational education with God as the source of wisdom and truth in order to produce responsible men and women.

Purpose of this handbook

The purpose of this handbook is to provide you with basic information about the school although it may not contain all the details. We would encourage you to read it carefully so that you understand how the school functions. This will then enable us to work together more effectively in educating our children. 




Geographical Location

 The Campus is located at Plot number 224 along Freedom Way opposite Lukanga Basic School catering for Nursery running through to Grade 9.  

Educational Objectives

It is the goal of Kabwe Adventist School:

· To assist pupils to gain a knowledge of God as Creator and Sustainer of life.
· To provide an environment conducive to the development of Christian characteristics.
· To develop an appreciation and an understanding of the Bible as the Written Word of God, an infallible rule of faith and practice for the Christian.
· To help pupils develop a personal life of faith, prayer, worship and commitment to service.
· To encourage pupils to recognize and acknowledge God’s ownership of all the resources.
· To endeavour to help pupils see as one of their roles in life, that of witnessing to others about God by precept and example.
· To provide an educational programme which encourages and motivates each pupil to strive for educational excellence within the boundary of their potentials.
· To encourage pupils to develop intellectual curiosity, critical thinking and experimental skills.
· To provide opportunities for pupils to appreciate the value and dignity of labour by incorporating, where feasible, useful and practical educational programmes as an intrinsic part of the total learning experience.
· To provide opportunities for social growth and the development of interpersonal skills in the context of moral and ethical standards, respect for authority and public property.   






Curriculum

 Although Kabwe Adventist School operate within the curricula framework provided for by the Government of the Republic of Zambia, Integration of Faith and Learning shall permeate every discipline and class, hence, making the approach distinctively Christian.


Subject Extras

In addition to the basic subjects for both primary and junior secondary, the school offers French and computer lessons from grade one through to grade nine

School Schedule

The School operates from 07:15hrs to 15:20hrs every day from Monday to Thursday and from 7:10 up to 13:10hrs on Friday. Friday is a half day. Lunch hour is from 13:00hrs to 14:00hrs.

Break time/lunch hour

· The school has no tuck-shop/cafeteria. Pupils must come with packed foods.
· Litter must be thrown in designated places.
· Queue orderly before your class after break/lunch hour and obey instructions.

Classroom

· Its your duty to ensure individual differences are tolerated and the opinions of others respected.
· Observe all classroom rules as set by your class teacher.

Relationships

A. To  God

God is your Creator. You live because He lives and because He has saved you through Jesus Christ. Thus, you are   encouraged to:

· Develop a growing relationship with God through much prayer, study of scriptures and fellowship.
· Show reverence during all religious gatherings.
· Attend all religious meetings punctually.
· Participate actively in the spiritual programs of the school such as Education day, Children Ministries, Adventurers club, Pathfinder club, Adventist Youth or Campus Ministries.
· Make full use of every opportunity that Kabwe Adventist School offers you to develop spiritually.

B. To yourself

 Remember that you are a child of God. God has not only given His Son to die for you but He has a plan for your life. You are expected to develop physically and intellectually so that you can fulfill His plan for your life. Thus:

· You must exercise exceptional personal discipline.
· You must study all scripture and academic works at your disposal.
· You must attend to all school programs as scheduled.
· Strive to do good works all the time.
· Get involved in extra curriculum activities.

       C.                    To others

       Remember that no man is an island. In many ways your life touches many other            
       lives. Let your life contribute to the happiness of others. May it bring encouragement
       together with renewal of body, mind and spirit. Thus:

· It is expected of every pupil to be loving, patient, courteous and friendly towards all people.
· You will not bully or fight with anyone. 
· Staff and visitors should always be greeted courteously.
· It is good manners to stand up when greeting staff and visitors/strangers.
· You must show respect to all those in authority and the elderly – prefects, teachers and administrators.
· You must endeavour to live in harmony not despising or belittling anyone because of race, cultural or religious differences.
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· You must also not ridicule those who may have difficulties in learning.
· You will also not be expected to tempt someone to morally unacceptable behaviour.


D.		To property and the environment

       When you maintain a healthy relationship with your God, yourself and others, you 
        will also treat with respect the things around you.

· If you damage anything either for the school or somebody else, you will be held responsible.
· You are expected to report yourself to the administration for any damage. This is much better and prudent than to be reported by, or found out by someone else.
· Do not play with the fire extinguishers.
· Please keep your hands off vehicles.
· The staff room is out of bounds except with permission.
· You may not be in the computer room without supervision of a computer class teacher or any staff.


Authority

Here at Kabwe Adventist School we have your total development at heart. In order for you to reach your potential, it is necessary that you respect authority and give us your full co-operation. Below is set out, for you, the chain of command. This is given so that you will know who has been given the task of seeing to your needs. When you are not sure what to do always ask your class teacher.

 (
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MANAGER
DEPUTY SCH. MANAGER
ACCOUNTANT
PROCUREMENT,
SECURITY/GENERAL
STAFF, TRANSPORT, MAINTENANCE
TEACHERS
PREFECTS
PUPILS
HEADS of SECTION
S
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School rules

Remembering that discipline is what is done for the pupil and not to the pupil, the following rules have been set out to guide pupils in doing the right thing at all times.

1. Failure to use common sense is an offence.
2. Abusive language is not allowed.
3. No pupil shall be allowed to bring into school any destructive or slightly suggestive material.
4. All pupils must wear school uniform as prescribed.
5. Pupils are expected to be punctual for school and classes.
6. During school hours pupils must remain in school – no going out of bounds, e.g. town.
7. Silence must be maintained during learning hours.
8. Pupils are expected to carry packed food.
9. Pupils are not allowed to carry cell phones at school.
10. Use of all forms of tobacco, alcoholic beverages, and drugs (except for approved medical reasons) is strictly forbidden at all times, both on and off campus. 
11. Pupils must obey all people in authority.
12. Pupils are not expected to be found or seen at public drinking places or indeed at any venue of entertainment likely to corrupt their moral stamina.
13. Pupils should seek to display only courteous behaviour when using public transport to or from school.
14. Pupils are not expected to act in any way likely to bring disrepute to God, themselves, parents or the school.
15. Pupils must attend Assembly and Devotions at all times.

School attendance/punctuality
    
· Students are expected to attend all their lessons and other appointments at all times.
· Students must always obtain permission in case of absence. Should this not be possible due to unforeseen circumstances, a note giving the reason for the absence must be brought from your parents/guardians upon your return to School.
· In the event of becoming sick at school, report to your class teacher or First Aider.
· Students must observe punctuality at all times. The main gate will be closed at 07:20hrs .

   Visitors

· Your parents/guardians/relations are welcome to visit you and this should be done at break time/lunch hour.
· Your peers/mates/friends are not allowed to visit you at School.
· All visitors must report to the school administration to ask for permission to meet the person they wish to see.

   Noise

· Noise pollution can be a serious problem in the close quarters of the school. You are asked to respect the rights of others and refrain from yelling, screaming and loud boisterous laughter in school.
  
Computer Lab

· Computer literacy is a must in today’s world. The computer lab is for the purpose of allowing you to develop working skills in the most popular types of application software using equipment found in most businesses today. You are encouraged as much as possible to use it for research and assignment. As regards the internet or email you should not be creating or viewing anything profane, pornographic, racial or illegal.
· Note that misusing the computer may lead in the loss of all lab privileges.
· If there are any questions regarding computer work, you should ask the computer teacher or lab assistant.
   
   Saturday

· Saturday is a Sabbath of the Lord and no School activity shall be conducted except those of spiritual nature. 

   Your studies

· Your success in studies depends on your academic discipline.
· You must be able to think, to compare concept with concept and to reason.
· The extent to which you develop mentally depends on your attitude towards work. For instance, do you listen and concentrate in class? Do you faithfully do your homework? Do you prepare adequately for your tests/examinations?
   
Communication

Most of the communication will be done through the pupils by way of letters or reminders. However, feel free to come or call the school at any given time in case something urgent is pressing. All information and inquiries must be done through the secretary. The communication lines are as follows:

School telephone 		:	05224381
School Manager		:	0966458414
Deputy School Manager	:	0978415883/0963822599
Accounts			:	0977365189
Secretary			:	0964658586
  Home Work
	
Homework is defined as any work or activity, initiated in the classroom, which is to be completed outside regular class time, either independently or with parental support.

The purpose of homework is to:

· Encourage pupils to develop the skills, confidence and motivation to study effectively on their own;
· Consolidate and reinforce the skills and understanding developed at school;
· Extend and enrich school learning, for example through additional reading;
· Develop and sustain the involvement of parents in the management of pupils’ learning and keep them informed about the work that pupils are doing;
· Exploit all kinds of resources for learning at home, e.g. environment, computers, books, the skills and experience of family members.

Policy implementation

· All pupils should be in possession of a homework diary
· Homework must be entered in the homework diary so that pupils and parents are aware of homework issued and due dates of completion.
· Class teachers should monitor the use of homework diaries and give advice and instruction on their use.
· All staff should periodically check that diaries are being properly and effectively used in their subject.
· Teachers should use their discretion when issuing homework by looking at the diary to ensure that homework is spread evenly throughout the week.
· When issuing homework, the abilities of individual pupils should be taken into account.  Amounts of homework should not be excessive.
NB: Homework diaries are only applicable to primary section. For secondary section, teachers must ensure that parents/guardians sign the home work in the exercise books.

Sanctions  

· When homework is not completed appropriate disciplinary action would be taken. If the situation persists, parents should be informed. 


       Music

· Discover your hidden talent by joining the school choir or indeed form your singing group with your friends or take individual lessons.
· Only musical instruments in which music lessons are being taken may be brought to school.
· Radios, tapes, cassette or DVD players, CDs or CD players etc will not be allowed in school without permission. 
· Any inappropriate materials in this matter will be confiscated and may be destroyed depending on its nature.

Cell phones

· Cell phones are not allowed in school.
· All communication must be done through the secretary.

Weapon’s Policy

· No firearms, weapons, or items used as weapons are allowed on campus or at school functions off campus.

Valuables

· Valuables may be given to your class teacher for safe keeping.
· Please do not keep a lot of money with you.
· The school will accept no responsibility for lost money or valuables if this rule is not strictly adhered to.

Dress Code

Clothes and appearance are very powerful nonverbal communicators. They reveal not only social, economic and educational levels but also moral character. What we wear is a visible and silent testimony of our Christian values and the God we worship. So it is not your life and your choice alone, God is also involved. 


Thus, all clothing must be appropriate to the occasion and modest without carrying any suggestive messages or pictures, profane wording or symbols from rock music groups. No apparel should draw undue attention from other students, members of staff or indeed the public. The apparel should not be dangerous to the health/safety of the other students or so disruptive as to interfere with the learning or teaching process. If there is any doubt about the appropriateness of a garment, it should probably not be worn. Remember that expectations for student dress apply to all school related functions. Specific guidelines include but are not limited to the following:

Boys

· Trousers/shorts must be sized appropriately and worn at the waist, not hanging down and revealing underwear.  
· Tight-fitting clothing should not be worn.
· Hair must be kept clean, neatly combed and kept short all the time.
· Extreme hair cuts are not allowed.
· Artificial hair extensions or braids are also not allowed.
· Hair should have a natural colour.
Girls

· Tight-fitting clothing should not be worn.
· Hair must always be kept clean, well combed and neatly arranged.
· Extreme hair styles are not allowed.
· Plaited natural hair is allowed.
· Wet look or treated hair is not allowed. 
· Artificial hair extensions are not allowed.
· Make-up and nail varnish are not allowed.
· Hair must be kept natural as much as possible not dyed.

Bounds 

The following areas are out of bounds unless authorized:

· Computer room.
· Administration block.
· Town while in school.
· Staff room.
· Classrooms (except your classroom)
· Vehicles

Health

Physical health and well-being has a direct and important impact on intellectual, moral and spiritual development. Because this is the case, students are encouraged to develop a well-balanced lifestyle. Thus, the use of all forms of tobacco, alcoholic beverages and drugs (except for approved medical reasons) is strictly forbidden at all times, both within and outside the school.

Leave pass

Pupils leaving the school during school hours must obtain a leave pass from the administration signed by the class teacher and the TOD and authorized by the Deputy School manager. Remember dogging is a punishable offence. 

School materials and supplies

Pupils are provided with school materials (books, pencils, pens, rubbers etc) for use but any abuse, loss or damage of such materials, the cost will be charged to them. However, new pupils are expected to buy the above materials on the first day of reporting but will subsequently benefit from the facility.

Communication

Most of the communication will be done through the pupils by way of letters or reminders. However, feel free to come or call the school at any given time in case something urgent is pressing. All information and inquiries must be done through the secretary. We also encourage parents to keep phone numbers of the class teachers to the children. It is your duty also to keep the phone number of your parents. The communication lines for the school are as follows:

Tuck shop

The School has a tuck shop but with limited supply. We encourage pupils to carry enough food. 

Property

It is your responsibility to ensure that all your belongings are clearly labeled and kept safe. If you do lose something, you should first look for it and then report to the prefects or the master on duty.

Graduates 

Graduates from Kabwe Adventist School, having gone through the learning process should:

1. Have had an opportunity to commit their lives to God and a desire to do God’s will in every area of living.
2. Demonstrate competence in thinking, communication and quantitative skills along with other academic areas foundational to higher levels of education.
3. Manifest interpersonal skills and emotional growth necessary for healthy relationships with their peers, family and community.
4. Practice basic principles of health and balanced living, including wise use of time and entertainment media.
5. Develop an appreciation for the dignity of labour along with a general awareness of career options appropriate to their interest and God given abilities.
6. Demonstrate maturity and Christ-like sensitivity within the family circle, in the choice of friends and in broad participation within their church and the community.
7. Have developed a strong patriotic attitude and respect for parents, community, church and national leaders.
8. Demonstrate respect for personal as well as public property remembering that we are but stewards of the Master in heaven.





END
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