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Key Stage 4 Handbook 
 

You are now entering one of the most crucial stages of your education.  At the end of 
these two years you will sit the first of probably many important examinations which 
will qualify you for your future career.  Do not under-estimate the importance of your 
IGCSE years and exam results – establishing good study habits now will help you later 
on.  IGCSEs are an internationally recognised qualification, and the results you achieve 
will determine whether it is possible for you to pursue further education at post-16 level 
– the International Baccalaureate, or ‘Advanced’ levels or a wide range of other 
qualifications available world-wide. 
 
So it is important to work hard at Key Stage 4 – build on the successes you have already 
achieved at the end of Year 9.  At the same time, do not neglect your ‘fun’ activities, 
they are also important in the development of you as a well rounded person.  Sporting, 
social and community activities are actually an essential  part of the IB diploma, so make 
them part of your weekly routine now! 
 
The opportunity for a worthwhile and meaningful educational experience is the right of 
every student at the Berlin British School.  With that right comes the responsibility of 
using that opportunity to the full, and also respecting the rights of other people.  All 
students – especially those at the Senior end of the school share the responsibility of 
making our school the best possible learning environment.    You should always try to:- 

 Be positive, polite, courteous and considerate 

 Be respectful of yourself, other people and property 

 Participate fully in class and always do your best 

 Be punctual to school, and avoid unnecessary absences. 

 Be honest with yourself and with others 

 Look after yourself – both physically and mentally 
 
As you move into Key Stage 4 you will find that you have more choices in your 
education, and probably more freedom both inside and outside school.  This can be a 
fun and exciting time.  However, some students find these years stressful, and can 
become over worried about their work.  Here at BBS we are concerned about your 
overall well being, not just how good your grades are.  If at any time you are worried 
about your work, or any other aspect of your life, seek help immediately.  Your form 
tutor is the first person to go to, or you could talk to any subject teacher you feel 
particularly close to.  All the staff are here to help you – both academically and 
personally, and all will treat your problems with sympathy and understanding, and 
hopefully help you resolve them in the best way for you. 
 
So….take a deep breath, and prepare to read about the courses you are just beginning! 
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The Senior School Staff 
 

These are the people you will meet at Senior School, the jobs they have, and the 
subjects they will teach you. 
 

Head of Senior School  Mrs Sian Schutz 
I.B. Co-ordinator  Mr A. Walsh 
KS4 Co-ordinator  Mr J. Down  
KS3 Co-ordinator  Mr D. Coutts 
 
Class Tutors    Year 7E Mr Ellison 
     Year 7R Mr Redwood 
     Year 8M Mrs McWilliam 
     Year 8N            Miss Neuse 

Year 9C Mr Coutts    
 Year 9L  Fr Lintfert    

     Year 10F Mrs Ferreiro  
     Year 10H Mlle Hamon  
     Year 11M Dr Makshinskiy 
     Year 11D Mr Down  
     Year 12 Miss Kenny   
     Year 13 Mr Walsh  
 
English    Mr A. Walsh, Mr D. Coutts, Mrs. L. Ottewill 
Mathematics   Dr S. Makshinskiy, Mr J. Down, Mr C. Ellison 
Biology    Ms C. Keating 
Chemistry   Mrs L. Corwin 
Physics    Mr. A. Brian     
ICT    Mr A. Collins 
French    Mlle C. Hamon 
German   Herr K. Reichert, Fr. M. Lintfert, Fr. S. Pause 
Spanish   Mrs. C. Ferreiro 
History    Mr R. Fortune 
Economics/Business Studies Mr J. Redwood 
Geography   Mr S. Allum, Miss H. Kenny 
Music    Miss C. Neuse, Mrs S. Schutz 
Art    Miss E. Hassall 
Physical Education  Ms K. Stagg, Mr S. Allum, Mr P. Nicholson 
Librarian   Mr S. Crouch 
Administrator   Mrs T. Williams 
Hausmeister   Mr A. Kelly 
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An Introduction to IGCSEs 
 
What are IGCSEs? 
 
The IGCSE (International General Certificate of Secondary Education) is a two-year 
programme of study which students at BBS follow in Years 10 and 11. 
It has been designed and is administered by the University of Cambridge International 
Examinations Board  (CIE) for students of all abilities, and it has been specifically 
designed with international students in mind. 
 
Why do IGCSEs 
 
There are many reasons for following this programme of study:- 
 

 The two-year course is taught in over 700 British and International Schools in 
over 100 countries. 

 The programme leads to a certificate that is internationally recognised.  It has 
been accepted as a preliminary requirement for entry into all UK Universities, 
and is recognized by Universities and Colleges around the World. 

 A student’s performance in subjects at the end of Year 11 is a valuable indication 
of the student’s suitability for courses in higher and further education.  IGCSEs 
provide a good foundation for the International Baccalaureate programme in 
Years 12 and 13.  There are many similarities between the two programmes, and 
IGCSEs are a good guide for students, helping them make realistic decisions 
about further study and their choice of subjects and levels for IB. 

 International schools such as ours cater for a mobile student body.  Following a 
curriculum that is international and administered in many schools worldwide 
eases the transfer of students between schools and countries. 

 
What are the features of the IGCSE curriculum? 
 
The IGCSE curriculum encourages and incorporates: 
 

 The development of oral, aural, written and practical skills in a range of subjects. 

 An investigative approach. 

 The use of initiative to solve problems. 

 The application of skills, knowledge and understanding. 

 The ability to undertake individual projects, and to work as part of a team. 
The IGCSE aims to provide a valuable educational experience for all students, and to  
reward them for positive achievement – what they know, understand and can do - 
rather than penalise them for what they do not know or get wrong. 
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Who can do IGCSEs? 
 
The IGCSE programme is designed for almost the whole ability range.  It is assessed on a 
nine-point scale of grades:- 

A* A  B  C  D  E  F  G  U 
In some subjects, there is a choice between  Core and Extended curriculum papers, 
allowing teachers and students to decide on the most appropriate level of instruction 
and testing for the candidate. 
The Core curriculum in each subject is within the ability range of the large majority of 
students.  It provides a full overview of the subject and is targeted at students expected 
to achieve between grades C – G. 
The Extended curriculum comprises the Core curriculum plus additional material.  This 
has been designed for the more academically able student, who is expected to achieve 
between grades A* – C 
Students need not enter the same level of curriculum in all subjects – you can enter 
‘Extended’ in the subjects you are good at! 
At the Berlin British School, grades A* – C are regarded as ‘pass’ grades, and you will 
need six of these to progress to an I.B. (International Baccalaureate) course in Year 12. 
 
IGCSE Subject Choices 
 
At the BBS, students normally study between 7 and 10 IGCSE subjects.  Some subjects 
are compulsory for all students.  These are:- 
English Language 
English Literature 
Mathematics 
Co-ordinated Science (double award) 
German (as a First or Foreign Language) 
ICT 
In addition, students can choose to take three additional subjects, chosen from:  
Business Studies 
History 
Geography 
Art 
Music 
French 
Spanish 
 
These seven subjects are offered in ‘Subject Groups’ to students at the end of Year 9.  
Their preferences are taken into account when compiling the ‘groups’, and individual 
counselling is available in order to guide the students to making the optimum choices 
for them.  Some ‘Individual Study Periods’ may be available to students who wish to 
choose the minimum number of subjects. 
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International Certificate of Education (ICE) 
 

IGCSE subjects can be taken in two ways:- 
 

 As individual subject examinations. 

 As qualifications towards the International Certificate of Education (ICE) 
 
The ICE encourages students to take a broad and balanced range of subjects.  To gain 
the ICE, students need to pass a minimum of seven IGCSE subjects.  Two of these must 
be from Group I and one each from Groups II – V, with a seventh subject from any 
Group. 
 
Group 1: Languages 
English 
German (First or Foreign Language) 
French (Foreign Language) 
Spanish (Foreign Language) 
 
Group 2: Humanities and Social Sciences 
English Literature 
History 
Geography 
 
Group 3: Sciences 
Co-ordinated Science 
 
Group 4: Mathematics 
Mathematics 
 
Group 5: Creative, Technical and Vocational 
Art 
Music 
Business Studies 
 
Candidates who qualify from the ICE will be graded in one of three categories: 
 
Distinction Grade A or better in five subjects and Grade C or better in the 

remaining two. 
 
Merit Grade C or better in five subjects, and Grade F or better in the 

remaining two. 
 
Pass Grade G or better in all seven subjects. 
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The IGCSE Calendar 
 

IGCSEs are a two-year course.  Below is an outline of the important dates and deadlines 
which you will meet throughout those two years. 
 
Year 10 
 

 September Introduction to all your new courses. 

 October  Parent Conferences, to check you have settled down and made                                    
the correct choices. 

 November  

 December First term grade card – effort and attainment grades 

 January  

 February  

 March    

 April  Second term grade cards 

 May   

 June   Summer  exams, followed by full report and Parent      
                                        Conference. 
 
Year 11 
 

 September  

 October  

 November Parent Conferences 

 December First term grade card – effort and attainment grades 
‘Mock’ IGCSE examinations in all subjects 

 January Full reports and Parent Conference 

 February  

 March  Aural examinations in French, Spanish and German 
   Practical examinations in Music and Art 

Final dates for submission of last pieces of Coursework 

 April   

 May  Final written examinations in all subjects 

 June   Work experience for three weeks 
International Award Expedition, or other ‘outward-bound’ 
opportunities. 

 August              Publication of results.
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A Survival Guide to IGCSEs 
 

Be organised Keep all your notes in order.  A well-organised book or file will save 
you a lot of time when it comes to revision.  Use your planner 
everyday to record your homework and make short-term plans.  If it 
is written down you are less likely to forget it!! 

Keep on top of 
things 

If you are absent from school for any reason it is your responsibility 
to catch up on any work that has been missed.   

Prioritise your 
time and work 

Do not leave things until the last minute.  Plan ahead and use your 
time sensibly.  Make a list of things you have to do, and the order in 
which you have to do them.  This will help you to….. 

Meet Deadlines Get every piece of work in on time.  If you start by doing this with all 
short pieces of work you will be more likely to do it when major 
pieces of coursework have to be handed in. 

Ask for help if 
you do not 
understand 

Always seek help if something is bothering you, or you do not 
understand a particular topic.  A problem shared is a problem 
halved, and teachers will not know you are having problems unless 
you tell them! 

Find a balance Everyone needs some free time to relax and enjoy themselves!  Try 
to find a good balance between time to work and time to play.  
Allocate set times when you are going to do your homework and 
stick to them 

Be prepared to 
work hard 

Adopt a determined and hard working attitude towards your IGCSEs 
right from the beginning of the course.  If you work hard from the 
outset it will pay off when you receive your results.  It is too late to 
wish you had worked hard the week before the exams, or when you 
receive your results! 

Participate fully 
in class 

Be an ‘active learner’.  Listen carefully in class, think about what you 
are hearing and doing.  Be prepared to offer your opinions in class 
discussion, and to value the opinions of others, no matter how 
different they might be from your own.  Never be afraid to ask 
questions – even if they seem trivial - if you do not understand! 
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Revise 
thoroughly 

Good revision techniques are the key to exam success.  Everyone has 
their own particular style of revising – try to find out as early as 
possible what works best for you!  Revision notes are essential, and 
can be made in a variety of ways – mind maps are a good example.  
Revision notes provide a summary of the key points of any topic, and 
should be made from your own notes, text books, or other sources 
provided.  Remember – re-writing notes increases the input of 
information to the brain and helps you remember things better. 

A well planned revision schedule is also essential.  Revision must be 
planned before any exam sessions.  Plan your time carefully, 
allowing adequate time for all your subjects, and build up regular 
breaks. 

Develop good 
working habits   

It is really important to find a quiet place to work at home where 
you can organise your equipment and leave things where you know 
you can go back to them easily!  Perhaps you could use a desk in 
your bedroom, or a corner of the living room.  Some people find that 
quiet music in the background helps them to concentrate, but avoid 
loud music with a heavy beat, and do not have the TV on while you 
are trying to work. 

How can parents 
help? 

It is very important that you and your parents are working together 
to help you make the most of your education during these crucial 
first examination years.  A few of the ways in which they could help 
might be:- 

 In providing you with a good working environment at 
home. 

 In acting as a sounding board for ideas about your work. 

 To encourage you to complete your work on time. 

 To be informed about the work you are doing, the structure 
of your courses, and the deadlines when important pieces 
of work should be handed in.  

 To facilitate visits to places of educational value during the 
holidays. 
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Programmes of Study 

 
The following pages give you a rough outline of the courses which you will follow for 
IGCSE in the compulsory subjects:- 
 
English Language 
English Literature 
Mathematics 
Co-ordinated Science (double award) 
German (as a First or Foreign Language) 
ICT 
 
…..and  in those you might choose to select in the optional ones:  
 
French 
Spanish 
Business Studies 
History 
Geography 
Art 
Music 
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English Language 
 
READING  
 
Candidates will be assessed on their ability to:  

 R1 Understand and collate explicit meanings  

 R2 Understand, explain and collate implicit meanings and attitudes  

 R3 Select, analyse and evaluate what is relevant to specific purposes  

 R4 Understand how writers achieve effects  
 
WRITING  
 
Candidates will be assessed on their ability to:  

 W1 Articulate experience and express what is thought, felt and imagined  

 W2 Order and present facts, ideas and opinions  

 W3 Understand and use a range of appropriate vocabulary  

 W4 Use language and register appropriate to audience and context  

 W5 Make accurate and effective use of paragraphs, grammatical structures, 
sentences, punctuation and spelling. 

 
 
Candidates will take one written examination:  
 
Component 1  
Reading Passage (Core)  1 hour 45 minutes (50%)  
OR  
Component 2  
Reading Passages (Extended)  2 hours (50%) 
 
...AND:  
 
Component 4  
Coursework Portfolio (50%)   Details given in the ‘Coursework’ section of this booklet. 
  
Candidates who take the Core tier are eligible for the award of grades C to G.  
Candidates who take the Extended tier are eligible for the award of grades A* to E. 
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English Literature 
 
The Assessment Objectives in English Literature are grouped under headings as follows:  
 
A KNOWLEDGE WITH UNDERSTANDING  
Students should be able to:  
1. acquire first-hand knowledge of the content of literary texts;  
2. understand the literal meanings of texts and the contexts of those meanings.  
 
B CRITICAL INTERPRETATION  
Students should be able to:  
3. understand literary texts beyond their literal meanings in terms of the issues and 
attitudes  
they raise;  
4. recognise and appreciate ways in which writers use language to create their effects of  
narration, description, characterisation and literary structure.  
 
C JUDGEMENT AND PERSONAL RESPONSE  
Students should be able to:  
5. explain and discuss evaluations  
6. communicate a sensitive and informed personal response to what is read.  
 
At the end of the course you will take one written examination:- 
 
Paper 1: Open Books (2 hours 15 minutes) worth 75% of the marks 
This paper will contain one passage-based question and two essay questions on each of 
three ‘Set texts’. Candidates must answer three questions, one on each of their set 
texts. All questions will encourage informed personal response, testing all three areas of 
assessment mentioned above.  
In addition you will complete a Coursework portfolio, worth 25% of the marks. This 
involves selecting your two best pieces of work on different genres of literature.  
 
 
 
SET TEXTS  
Your written paper will be based on three SET TEXTS, covering the categories Prose, 
Poetry and Drama.  The texts should be taken into the examination room but must not 
contain notes made by the candidate.   Set texts change on a regular basis.  To give you 
an idea of the types of books you will be required to study, the following represents a 
typical selection of Set Texts: 
Prose:  !Ƴȅ ¢ŀƴΥ ¢ƘŜ .ƻƴŜǎŜǘǘŜǊΩǎ 5ŀǳƎƘǘŜǊ  
Poetry:   A selection from the anthology Ψ¢ƻǳŎƘŜŘ ǿƛǘƘ CƛǊŜΩ 
Drama: ²ƛƭƭƛŀƳ {ƘŀƪŜǎǇŜŀǊŜ Ψ¢ǿŜƭŦǘƘ bƛƎƘǘΩ  
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Mathematics 
 
Candidates follow two different curricula (Core or Extended) and sit the relevant 
examinations.  Candidates who have followed the Core curriculum and take the relevant 
papers are eligible for the award of grades C to G only. Candidates who have followed 
the Extended curriculum are eligible for the award of grades A* to E only.  
 
There is no coursework in this subject.  All candidates will take two written papers as 
follows:  
 
(i) Short-answer questions (Core or Extended), worth 35% 
(ii) Structured questions (Core or Extended), worth 65% 
 
The topics everyone will cover (at two different levels) during the course are:- 
 

 Numbers and calculations 

 Ratios and percentages 

 Graphs 

 Algebraic representation and manipulation 

 Linear equations 

 Geometrical relationships and constructions 

 Mensuration 

 Symmetry 

 Trigonometry 

 Statistics and Probability 

 Vectors 

 Transformations 
 
‘Extended’ candidates will also cover:- 
 

 Sets 

 Quadratic equations 

 Inequalities and linear programming 

 Matrices 

 Functions 
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Co-ordinated Science: Double Award 
 
Although you will be taught in separate units of Biology, Physics and Chemistry, in the 
final examinations questions will be asked on all three disciplines. 
All candidates enter three Papers, and taken together, the subject is worth TWO IGCSE 
passes.  Once again, a choice of ‘Core’ or ‘Extended’ papers is available, and your 
teacher will advise you which is best for you during the course.  
 
 
Paper 1: Compulsory multiple choice paper.  
Forty items of the four-choice type. 
This paper will be weighted at 30% of the final total available marks.  
 
 
Either:  
Paper 2 or 3   
Core or extended theory paper of short-answer and structured questions. 
 
 
This Paper will be weighted at 50% of the final total available marks.  
 
Paper 6 Alternative to Practical. 
This is a written paper designed to test familiarity with laboratory based procedures, 
and will be weighted at 20% of the final total available marks.  
 
The list of topics you will study in each scientific discipline during the two-year course is 
included on the following pages. 
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Term 
Y10 

PHYSICS CHEMISTRY BIOLOGY 

A
U

TU
M

N
 

Motion, Newton’s 
Laws, Forces, 
Momentum, 
Pressure, Density, 
Energy and Work. 

Elements of 
Chemistry, 
Atomic structure, 
Classifying 
Elements, Metals 
versus Non-metals, 
Bonding, 
Petrochemicals. 

Cellular Function 
and Organisation, 
Classification and 
Diversity of 
Organisms, 
Support and 
Movement. 

SP
R

IN
G

 

Electrostatics, 
Electric Circuits. 

Materials and 
Structures, 
Oxidation and 
Reductions, Ions 
and Electrolysis, 
Solvents and 
Solutions  

Diet and Health, 
Enzymes and 
Digestion, 
Gaseous Exchange. 
 

SU
M

M
ER

 

Electric Circuits, 
Magnetism. 

Acids and Alkalis, 
Rocks and Rates, 
Fertilizers. 

Respiration, 
Transport Systems 
in Plants and 
Animals. 
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Term 
Y11 

PHYSICS CHEMISTRY BIOLOGY 
A

U
TU

M
N

 

Electromagnetism, 
Electronics, Waves. 

Chemicals from 
Plants, Dyes and 
Drugs, Colloids, 
Fuels, Batteries 

Photosynthesis, 
Responding to 
Changes in the 
Environment, 
Reproduction, 
Inheritance, 
Evolution. 

SP
R

IN
G

 Light and Sound, 
Radioactivity, 

Molecular Physics, 
Energy Transfer. 

Metals and Alloys, 
Atoms and 

Bonding, Periodic 
Table. 

 

Homeostasis. 
Organisms in their 
     Environment, 

Cycles and the 
effects of humans 

on the environment. 

SU
M

M
ER

 IGCSE Examination Period. 
 

This is followed by a practical course aimed at preparing 
students for the International Baccalaureate programme 
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Modern Languages 
 
In KS4 you will learn two languages: German and French or German and Spanish. As in 
KS3 German and German as a Foreign Language are compulsory subjects in Y10 and Y11. 
In Y10 and Y11 you can choose to do either Spanish or French.  
 
German 
 
Following the way you have been taught at KS3, you will be entered for one of two 
examinations: 
 
First Language German 
German as a Foreign Language 
 
First Language German 
There are two skill areas tested by the examination, as follows:  
 
READING  
Candidates will be assessed on their ability to: 
 

 understand and collate explicit meanings;  

 understand, explain and collate implicit meanings and attitudes;  

 select, analyse and evaluate what is relevant to specific purposes;  

 understand how writers achieve effects  
 
 WRITING  
 Candidates will be assessed on their ability to: 
  

 articulate experience and express what is thought, felt and imagined;  

 order and present facts, ideas and opinions;  

 understand and use a range of appropiate vocabulary; 

 use language and register appropriate to audience and context; 

 make accurate and effective use of paragraphs, grammatical structures, 
sentences, punctuation and spelling 

 
 

 
 
All candidates take Components 1 and 2 and are eligible for the award of grades A* to 
G. The question papers will be set entirely in German.  Dictionaries are not permitted.  
There are no Speaking and Listening sections in this exam. 
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Component 1:  Reading: worth 50% 
Questions will relate to two passages of approximately 600-700 words each, linked by a 
common theme. These passages will be printed on the question paper. 
 

 Question 1 will be divided into a series of sub-questions requiring answers of 
different lengths. These will be based on Passage 1. 

 

 Question 2, which may be sub-divided, will require candidates to write a 
summary based on Passage 1 and Passage 2. 

 
Component 2: Writing: worth 50% 
Candidates will be required to write two compositions, one from each of the following 
sections: 
 

 Section 1: Discussion and Argument. Four argumentative/discursive titles will be 
set, from which candidates will choose one. 

 

 Section 2: Description and Narration. Four titles will be set (two descriptive and 
two narrative), from which candidates will choose one. 

 
Candidates will be required to write between 350 and 500 words for each of their 
answers. 
 
 
 
 
In year 10 you will study the following:  
 

 novels (e.g. E.M. Remarque: Im Westen nichts Neues and F. Dürrenmatt: Der 
Richter und sein Henker)  

 narrative devices 

 and aspects of grammar and spelling 
 
In year 11 we will focus on: 
 

 drama and theory of drama (e.g. G.E. Lessing: Emilia Galotti and  
F. Dürrenmatt: Die Physiker)  

 novels (e.g. Thomas Mann: Mario und der Zauberer) 

 narrative devices 

 and aspects of grammar and spelling 
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German, French and Spanish as a Foreign Language 
 
The one assessment objective in Foreign Language is Communication, which 
incorporates the four skills: Listening, Reading, Speaking, and Writing. 
 
Once again, you and your teacher can decide whether you should be entered for the 
‘Core’ or ‘Extended’ examination.  If you do ‘Core’, you will do three of the four papers. 
The weighting for each paper is given below. 
 

 Core Extended Duration 

Paper 1: Listening 33% 25% 1h30 

Paper 2: Reading and 
Directed Writing 

33% 25% 1h30 

Paper 3: Speaking 33% 25% 15 minutes 

Paper 4: Continuous 
Writing 

na 25% 1h30 

 
DESCRIPTION OF PAPERS  
 
Both questions and answers will be in the language you are taking the examination in. 
Dictionaries are not permitted.  
 
Paper 1: Listening  
The aim of this paper is to test your listening comprehension skills and, therefore, as 
long as you clearly communicate the message, you are still awarded some marks even if 
you make slight mistakes.  
 
In the exam you listen to a variety of things recorded on a cassette: 
 
(a) Short recordings (one or two sentences), some involving two speakers.  
 
(b) Recordings containing largely factual information, about travel, weather, opening 
times, facilities available, etc.  
 
(c) Recordings containing information which may be of interest to you: conversations, 
discussions, simple radio programmes such as news, current affairs, interviews, factual 
reports are likely sources.  
 
(d) Recordings of discussions between two or three people on a subject of mutual 
interest: holiday plans, recalling a shared experience, etc.  
 



 19 

Paper 2: Reading and Directed Writing  
A variety of question types are used in the Reading and Directed Writing Paper. Such 
types include objective questions, e.g. multiple-choice, box-ticking, matching exercises, 
grid filling. Other question types, usually on longer texts, require you to write short 
answers in the foreign language. 
The Reading exercises are designed to test comprehension skills. This means your 
written answers may contain slight mistakes and you may still get a  mark.  
 
Section 1 (20 marks) 

 Signs, notices, advertisements, etc. – multiple-choice questions.  

 Brochures, guides, short texts, etc, – objective questions testing specific detail; 
questions to test scanning for required information.  

 One simple directed writing task in the form of a message, note or postcard.  
 
Section 2 (25 marks)  

 Exercise 1 (10 marks): One text with questions testing general understanding, 
e.g. identifying the main points.  

 Exercise 2 (15 marks): One directed writing task. Candidates will have to perform 
tasks (e.g. asking for information, giving personal information, reporting) in the 
form of a simple letter. 80-100 words in total are required.  

 
Section 3 (20 marks)  

 Exercises 1 and 2 (20 marks): Two longer texts. Questions will be set to test 
general and specific comprehension. Questions may also require the ability to 
identify attitudes, emotions and ideas, the main points or themes, and to draw 
conclusions and make inferences.  

 
Paper 3: Speaking   
 
The Speaking test will comprise three tests: Role Play tasks, Topic Conversation and 
General Conversation.  
 
Test  1: 2 Role Plays (5 minutes) (30 marks)  
Each candidate will be examined in two Role Play situations, selected at random by the 
teacher/examiner from the cards supplied. Role Play A deals with topics studied in areas 
A, B and C. Role Play B can be about any topic covered in all areas studied. 
 
Test 2: Topic (prepared) Conversation (5 minutes) (30 marks)  
This section is intended to be a conversation between the teacher/examiner and the 
candidate on one topic of the candidate’s choice. Suitable subjects might be, for 
example: ‘School life’, ‘Hobbies and pastimes’, ‘My country’, ‘Life in another country’, 
‘My ambitions’, ‘Holidays’.  
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Test 3: General (unprepared) Conversation (5 minutes) (30 marks) 
This section will be a continuation from Test 2. It will cover two or three topics other 
than the one dealt in the prepared conversation. Topics must be from different Topic 
areas 
 
Paper 4: Continuous Writing 
 
This is for ‘Extended’ candidates only, and in the exam you are expected to produce two 
pieces of continuous writing in a more 'open' way than in the writing task on Paper 2. 
The first of the two tasks will be fairly structured and the second one will be more 
creative (narrative, descriptive, etc.) and often involving several tenses.  
 
 
Topic Areas 
 
The topics you will study during the course are : 
 
- Area A:  
Everyday activities: home life and school, food, health and fitness 
 
- Area B: 
Personal and social life: self, family and personal relationships, leisure, entertainments, 
invitations, eating out, holidays, accommodation and special occasions 
 
- Area C: 
The world around us: home town and local area, shopping, public services, natural and 
made environment, weather, finding the way, people, places and customs, travel and 
transport 
 
- Area D: 
The world of work: continuing education, further training, future career plans and 
employment, language and communication in the work place 
 
- Area E: 
The international world: tourism at home and abroad, world events and issues, life in 
other countries and communities. 
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ICT 
 
The Importance of ICT Education 
 
ά¢ƘŜ ǿƻǊƭŘ ƛǎ ŎƘŀƴƎƛƴƎ ŦŀǎǘΥ Ƴŀƴȅ ƻŦ ǘƘŜ Ƴƻǎǘ ǇƻǇǳƭŀǊ Ƨƻōǎ ǘƻŘŀȅ ŘƛŘ ƴƻǘ ŜȄƛǎǘ нл ȅŜŀǊǎ 
ago. While we can be sure that the amount of change children and young people will 
face as they grow up will be great, the precise nature of that change is more difficult to 
predict. We must make sure that young people leave education prepared to cope with 
uncertainty, risk and change. So, as well as teaching the traditional knowledge and skills 
that have always been important in schooling, including literacy and numeracy, it is 
more important than ever that our education system equips young people with a 
broader set of personal, learning and thinking skills. Including resilience, confidence, and 
the abilities to think analytically and creatively; to learn and research; to be active 
citizens and agents of change; to work with others and in teams; and to manage 
ǘƘŜƳǎŜƭǾŜǎΦέ  
- Your child, your schools, our future. (DCSF, June 2009) 
 
The Aims of the ICT Department 
 

 To equip all learners with the experiences and skills of ICT that they will use in a 
rapidly changing technological world.  

 Develop an environment within the classroom, where all individuals enjoy a sense 
of personal dignity and status and feel confident of their own equal worth and 
value. 

 Provide a broad and balanced ICT curriculum, providing experience within and 
beyond the limits listed in the National Curriculum requirements; and which offers 
excellence and rigor, and stimulates a sense of curiosity and excitement about their 
world.   

 Enable pupils to discover their full potential whilst taking responsibility for their 
own learning 

 Encourage students to work both collaboratively (in pairs or as part of larger 
groups) and independently as required, and to show respect for the ideas, different 
capabilities and different backgrounds of all the members of a class or group. 

 Create an active partnership between home and school, seeking to develop and to 
make use of the talents of members of the school and of the wider community, 
whilst keeping parents fully informed and involved in their children’s education. 

 Develop in the students an understanding of the social; economic and ethical issues 
arising from ICT use. 

 Encourage students to review/evaluate their own work and progress 

 Create in every student, a confidence in their ICT skills and an awareness of how to 
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use it in the most effective way. 

 Give every student the opportunity to develop their ICT capability to an extent 
where they can use it effectively to enhance their progress at work, college or 
university. 

 Develop strong cross-curricular links with the other departments within the school, 
encouraging both students and staff to use ICT approaches where appropriate; 
provide ICT support for non-ICT staff as required. 

 Children have a growing awareness of how ICT is used in the world around them 
and of the benefits that it provides. 

 
Course Synopsis:  
 
ICT is taught throughout KS4, every class having four (40 minute) periods per week. 
Students are taught in standard form groups, with 10-15 students in a class. Boys and 
girls are taught together. At KS4 students follow the Hodder IGCSE Information & 
Communications Technology textbook for University of Cambridge International 
Examinations, these are closely linked to the English National Curriculum and QCA 
guidelines. There are opportunities for students to work individually and collaboratively 
throughout the course. 
 
All students have a unique user ID and their own area on the network. All students have 
unlimited access to a filtered broadband internet service and eMail accounts through 
the schools Microsoft Exchange Server, providing they have parental consent to do this. 
The school has various software packages, many of which are subject oriented. Most 
lessons are in a computer room though we move out of this environment for theory 
study.  
 

 Autumn 1 Autumn 2 Spring 1 Spring 2 Summer 1 Summer 2 

Year 
10 

Types of 
computer 

and 
devices 

Storage and 
computer 
networks 

Data Types 
Effects of 
using ICT 

The way ICT is used 

Communic
ations 

Document 
Production 

Data 
Manipulation 

Integration 
Systems 
Analysis 

Presentation 
Authoring 

Year 
11 

Data 
Analysis 

Website 
Authoring 

Practical 
Exam 

Preparation 

Theory 
Revision 

 

 
Assessment of Progress: The written and practical tasks are used to assess progress as 
the student works through the modules. Each module has an end of module assessment 
based upon previous examination questions. End of year examinations and a mock 
examination are used to inform overall progress. 
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Business Studies 
 

Introduction 
 
Cambridge IGCSE Business Studies is accepted by universities and employers as proof of 
an understanding of business concepts and techniques across a range of different types 
of businesses.  
 
The syllabus provides both a foundation for further study at A Level or the International 
Baccalaureate Diploma and an ideal preparation for the world of work. 
 
Aims and Objectives 
 
Successful IGCSE Business Studies students gain lifelong skills, including: 

• Understanding different forms of business organisations, the environments in 
which businesses operate and business functions such as marketing, operations 
and finance; 
• An appreciation of the critical role of people in business success; 
• Confidence to calculate and interpret business data; 
• Communication skills including the need to support arguments with reasons; 
• Ability to analyse business situations and reach decisions or judgements. 

 
 
Curriculum 
 
The programme of study is in five main sections split over the two year course and is 
summarised in the table below. 
 

Year 10 Year 11 

Business and the environment in which 
it operates 

Human needs and rewards  

Including business: 
Activities 
Objectives 
Environment 
Stakeholders 
Economic principles 

Including: 
Management styles 
Motivation methods 
Recruitment 
Training methods 
Termination of employment 

Business structure, organisation and Regulating and controlling business 
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control activity 

Including: 
Ownership 
Internal organisation 
Communication 

Including: 
Company law 
Health and Safety at work 
Employment law 
Consumer law 

Business activity to achieve objectives  

Including: 
Sources of finance 
Financial information 
Marketing 
Operations management 

 

 
The majority of the curriculum is taught in Year 10, allowing sufficient time in Year 11 
for revision.  In addition provision will be made for independent research to enable 
students to develop their research skills. 
 
Assessment 
The four assessment objectives in Business Studies are: 
AO1: Knowledge and understanding 
AO2: Application 
AO3: Analysis 
AO4: Evaluation 
 
The course is entirely externally assessed and a summary of the assessment pattern in 
provided in the table below. 
 

Paper 1 1¾ hours take: Paper 2 1¾ hours 

Short-answer questions and 
structured/data response questions. 

Questions arising from a given case-
study (not pre-released). 

There will be no choice of questions. There will be no choice of questions. 

50% of total marks. 50% of total marks. 

 
The full syllabus can be found at http://www.cie.org.uk/docs/dynamic/36807.pdf 
 
 
 
 
 
 

http://www.cie.org.uk/docs/dynamic/36807.pdf
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History 

The History IGCSE builds on the skills developed by students at Key Stage 3 and provides 
a sound foundation for those wishing to take History at IB level. 
 

Overview of Content 

In section A: students study two themes: 
 
Development of dictatorship: Germany, 1918ς45 

• The establishment of the Weimar Republic and its early problems 
• The recovery of Germany, 1924–29 
• The rise of Hitler and the Nazis 
• Life in Nazi Germany 
• The impact of the Second World War on Germany 

 
A divided union: Depression and recovery in the USA, 1929ς45 

• The Wall Street Crash 
• The Depression and the policies of Hoover 
• Roosevelt and the New Deal 
• Reactions to the New Deal 
• The impact of war on the USA 

 
 
In section B: students study one related topic in depth  
 
The USA, 1917ς29 

• The impact of the First World War on the USA 
• Immigration 
• Prohibition and gangsterism 
• Mass production and the stock market boom 
• The Roaring Twenties 
• The position of black Americans 

 
 

In section C: students select one study in change  

Changes in medicine, c1845ςc1945 
• Medical knowledge and understanding in the mid-nineteenth century 
• Changes in surgery and in understanding the causes of disease 
• Changes in hospital treatment and the role of women in medicine 
• Developments in public health provision 
• The importance of the two world wars in bringing about change 
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Overview of assessment 
 
There is one examination paper, which has three sections: 
 
Section A, students answer two questions, each from one of the two themes studied, 
each question is worth 25 marks 

 The students must show they are able to recall, select, organise and deploy 
knowledge of the topic studied and communicate it through description and 
explanation focusing on:  
Ɇ the events, people, changes and issues studied 
Ɇ the key features and characteristics of the two periods and societies studied 
 

 
Section B, students answer one question on the depth study, worth 25 marks 

 The students must show they are able to understand and can analyse and interpret 
historical sources in context 

 
 
Section C, students answer one question, worth 25 marks 

 The students must show they can comprehend, analyse and evaluate how and why 
events, people, situations and changes have been interpreted 

 
The total mark available is 100 and the time allowed for the examination will be 2 
hours and 30 minutes 
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 Geography  
The curriculum is divided into three themes, which are collectively designed to develop 
an understanding of both the natural and the human environment 
 
 Population and Settlement 
 The Natural Environment 
 Economic Development and the Use of Resources 
 

Theme Details 

Population and Settlement Population dynamics 
Settlement 

The Natural Environment Plate tectonics 
Landforms and landscape processes 
Weather, climate and natural vegetation 
Inter-relationships between the natural 
environment and human activities 

Economic Development and the Use of 
Resources 

Agricultural systems 
Industrial systems 
Leisure activities and tourism 
Energy and water resources 
Environmental risks and benefits: resource 
conservation and management 

 
How will you be assessed? 
 
All candidates have access to the full range of grades from A*-G 
 
Paper 1 (1 hour 45 minutes) (45% of final grade) 
Candidates will be required to answer three questions (3 x 25 marks). Six questions will 
be set: two on each of the three themes. Questions will be structured with gradients of 
difficulty, will be resource based and involve problem solving and free response writing.  
 
Paper 2 (1 hour 30 minutes) (27.5 % of final grade) 
Candidates must answer all the questions. This paper will be mainly skills-based and will 
test a candidate’s ability to handle various ways of depicting geographical information. 
The questions will be neutral in that they will not require specific information of place. 
Candidates will be able to demonstrate skills of analysis and interpretation and 
application of graphical and other techniques as appropriate. 
One question will be specifically based on a large-scale (1: 25 000 or 1: 50 000) 
topographical map of a tropical area such as Zimbabwe, the Caribbean or Mauritius and 
will include a full key. 
 
Coursework (27.5 % of final grade) 
Candidates will collect data in the local area and then produce a 2000 word report. 
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 Music 
 
The IGCSE course in Music consists of three components:- 
 
A Listening     40% 
 
This part of the examination is based on a recording supplied by CIE.  It consists of two 
parts:- 
 

1. Un-Prepared Listening 24% 
A range of recorded extracts test the candidate’s awareness of  

 Rudiments of music, including score-reading 

 Styles in Western Music of the Baroque, Classical, romantic and Twentieth 
Century Ages. 

 World Music 
All questions will be compulsory and will require short answers or be in multiple-
choice format.  

 
     2. Prepared Listening  16% 

There are two main sections here:- 

 World Music – Prescribed focus.  Candidates study in greater detail a 
specified topic of world music.  The Prescribed Focus for the 2012 
examination will be Indian Classical Music. 

 Set Work – detailed study of one prescribed work .  The Set Work for the 
2012 examination will be Beethoven: Symphony No. 6 in F, opus 68 [Pastoral] 
(movements 3, 4 and 5) 

 
 
All your answers will be short, and based entirely on the music you hear in the 
examination.  You will not be required to write longer, essay type answers. 

 
B  Performing     30% 
 
This will consist of prepared performance of pieces of the candidate’s own choice, all of 
which have to be recorded for assessment. 
You must offer:- 

 Singing or playing individually (one or two short contrasting pieces, on the same, 
or a different instrument). 

 Singing or playing in an ensemble. 
You should aim for a total performance time of between four and ten minutes. 
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C Composing  30% 
 
 This is the ‘Coursework’ section of the examination, and will be described more fully 
later in the booklet. 

 
IGCSE Art and Design 
 
Painting and Related Media 
 
The IGCSE Art and Design syllabus aims to encourage a personal response by stimulating 
imagination, sensitivity, conceptual thinking, powers of observation and analytical 
ability. It should lead to greater understanding of the role of the visual arts in the history 
of civilizations. It should widen cultural horizons and enrich the individual. It should 
combine a breadth and depth of study so that it may accommodate a wide range of 
abilities and individual resources. It is especially concerned with the development of 
visual perception and aesthetics. It is a form of communication and a means of 
expressing ideas and feelings. Students gain confidence and enthusiasm as they develop 
technical skills in two and three dimensional form and composition, and develop the 
ability to identify and solve problems in visual and tactile forms. Students also learn how 
to develop ideas from initial attempts to final solutions. An ideal foundation for further 
study, IGCSE Art and Design also develops a greater awareness of the role played by the 
visual arts in society and in history, broadening cultural horizons and individual 
experience. 
 
 
 
Aims 

 
The aims of the syllabus are the same for all candidates. The aims are set out below and 
describe the educational purposes of a course in Art and Design for the IGCSE 
examination. They are not listed in order of priority. 
 
The aims are to stimulate, encourage and develop: 
 

1. confidence, enthusiasm and a sense of achievement in the practice of Art and 
Design; 

2. an ability to identify and solve problems in visual and tactile form; 
3. an ability to record from direct observation and personal experience; 
4. the technical competence and manipulative skills necessary to form, compose 

and 
1. communicate in two and three dimensions; 
5. knowledge of a working vocabulary relevant to the subject; 
6. the ability to organize and relate abstract ideas to practical outcomes; 
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7. experimentation and innovation through the inventive use of materials and 
techniques; 

8. intuitive and imaginative responses showing critical and analytical faculties; 
9. an interest in, and a critical awareness of, environments and cultures. 
 

 
 

Assessment Objectives 
 

 

AO1 GATHERING, RECORDING, RESEARCH AND INVESTIGATION 
(a) Investigate and research a variety of appropriate sources 
(b) Record and analyse information from direct observation and personal 
experience 

20 

A02 EXPLORATION AND DEVELOPMENT OF IDEAS 
(a) Explore a range of visual ideas by manipulating images 
(b) Show a development of ideas through appropriate processes 

20 

A03 ORGANISATION AND RELATIONSHIPS OF VISUAL ELEMENTS 
(a) Organise and recognise the relationships of visual elements to 
contribute to the quality of the idea 
(b) Express ideas visually and make informed aesthetic judgements 

20 

A04 SELECTION AND CONTROL OF MATERIALS, MEDIA AND PROCESSES 
(a) Show exploration and experimentation with appropriate materials 
(b) Select and control appropriate media and processes showing clarity of 
intention 

20 

A05 PERSONAL VISION AND PRESENTATION 
(a) Show personal vision and commitment through an interpretative and 
creative response 
(b) Present an informed response through personal evaluation, reflection 
and critical thinking 

20 

 
 

 
Examination Components 
 
At the end of the course all students are required to submit either a portfolio of 
coursework or a 2000 word critical and contextual study, they will also sit an 8 hour 
practical exam.  
 
 
Practical Exam 
 
The candidate will receive the exam papers prior to the exam and must have a 
minimum of two weeks to prepare themselves. The papers have been designed to 
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allow candidates to demonstrate independently their ability to realize ideas and 
intentions in response to a number of different questions/titles. Candidates should use 
the preparation period to research their chosen questions. They will be assessed on 
their ability to investigate, document and record their work towards a final solution.  
 
 
Candidates will be required to select one question from the paper. They are expected 
to: 
 

 Research their chosen question, document and record with the use of sketches, 
notes and their own photographs from fist hand study and, where appropriate 
second hand sources. 

 Using the above, produce a preparatory studies showing the investigation and 
development of their ideas.  

 Work from direct observation from primary sources in the examination 
 
Students may choose to make an observational or interpretive response for their exam 
paper but in either case there must be some evidence of drawing from direct 
observation in the preparatory work. 
 
 
Preparatory Work 
 
During this preparatory period candidates are expected to produce up to 2 A2 sheets (4 
sides) of supporting work for each paper. This work will be sent away with the exam 
piece as evidence of: 
 

 The candidates sustained investigation and development.  

 Research and experimentation with media and resources.   

 The candidates experimentation with compositional elements.   

 A variety of mature, personal, thoughtful and committed responses. 
 

The preparatory pieces must be taken into the examination room where it should assist 
the production of the final examination piece. 
 
Experimentation and selection of appropriate mediums and processes should be 
resolved prior to the ten hour examination itself. Evidence of all experiments in a variety 
of media, including a range of outcomes and documentation for all decisions involved 
will make up the A2 supporting work. The Supporting studies must remain with the 
examination work and must not be removed once the examination has started. 
Initial guidance regarding the selection of question and appropriate choice of materials 
and processes may be sought at the beginning of the preparatory period. Candidates 
should then be advised to work independently, whether at school or at home. 
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Observational Response 
 
Questions will be set to test the candidate's ability to represent from direct observation. 
Any studies must be from the object/objects themselves and not from secondary 
sources, such as books or magazines. If photographs are used, they should be the 
candidate’s own photographs. 
 
Candidates should display their ability to: 
 

 Explore basic elements of line and tone 

 Use a variety of wet and dry media, such as pastels, watercolour or inks. 

 Work on different surfaces, textures and coloured paper. 
 

Candidates must be prepared to draw or paint a subject from a choice that will include 
the human figure, interiors and exteriors, natural and man-made objects. 
 
Interpretative Response 
 
Questions will be set to test the candidate's ability to organize a pictorial composition. 
Candidates are required to produce a personal and original interpretation of one theme. 
The interpretation may be abstract or non-figurative if desired. 
 
In preparing for this paper, candidates should be able to: 
 

 Communicate ideas and feelings inspired by the chosen theme in a personal way 

 Create a visually stimulating composition 

 Use basic visual elements such as line, tone and colour and texture to create an 
expressive image 

 Create volume, depth and space within the composition, if required 

 Use appropriate media with confidence and skill, allowing for an individual 
response 

 
 
Curriculum Content 
 
Art and Design encompasses a broad range of related activities, areas and approaches 
to study. This syllabus has been devised to allow Centers to emphasize their strengths in 
terms of staff expertise and interests, and to allow candidate choice, while at the same 
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time ensuring a suitable breadth of study within the subject. Centers can design their 
own courses of study, by selecting from the areas of study. These provide a broad 
framework of art and design practice, and indicate an approach which encourages 
exploration, within either traditional or contemporary art forms, and candidates are 
encouraged to produce a variety of creative responses through a wide range of 
materials, processes and techniques. 
 
Candidates are expected to: 
 

 Identify and research a particular aspect of art & design 

 Carry out relevant exploration of materials, media and appropriate processes 

 Document and evaluate ideas and concepts against aims and objectives as the 
work proceeds 

 Develop these into a cohesive outcome. 
 

Knowledge, Skills and Understanding 
 
Although specific knowledge and skills are demonstrated in each specialism, a generic 
set of skills are required across all areas of study. Candidates are expected to develop 
the following skills: 
 

 Record experiences and observation mainly in visual form; undertake research 
and gather, select and organize visual and other appropriate information 

 Explore relevant resources; analyze and discuss images, objects and artifacts; 
make and record judgments; 

 Use knowledge and understanding of the work of others to develop and extend 
thinking and inform own work 

 Apply knowledge and understanding in the making of images and artifacts; 
review and modify work and plan and develop ideas in the light of own and 
others evaluation 

 Organize, select and communicate ideas, solutions and responses, present these 
in a range of visual forms 
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Coursework 
 

Coursework forms an important part of the overall IGCSE assessment in three subjects 
at the BBS:- 
  
English Language 
English Literature 
Music 
 
The requirements in each subject are different, and in each subject, the coursework 
accounts for a different proportion of the final mark.  The following pages will give you 
an overview of what Coursework is needed in each subject, how much of the final mark 
it is worth, and when you have to hand it in! 
 
English Language 
 
The final mark for the Coursework Portfolio will be out of 50. 
 
Three pieces of Coursework must be produced, each of approximately 500 – 800 Work 
may be either handwritten or word processed, dictionaries may be used in the writing of 
the assignments, and candidates must include the first draft for ONE of the three 
assignments submitted. 
 
The assignments may be done in any order, but are as follows:- 
 

 Assignment 1: informative, analytical and/or argumentative. 

 Assignment 2: imaginative, descriptive and/or narrative. 

 Assignment 3: a response to a text or texts chosen by the school.  The texts 
should contain facts, opinions and arguments.  Candidates will be required to 
respond to the texts by selecting, analysing and evaluating points from the 
material.  They may write in any appropriate form they wish. 

 
Your work will be marked by your own teacher, and the results sent to CIE for 
‘moderation’. 
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English Literature 
 
The final mark for the Coursework Portfolio will be out of 40, and this will contribute 
30 per cent to your final mark. 
 
The Coursework folder must contain two pieces of your work, each approximately 600 – 
1000 words long.  In your folder, you will be required to show evidence of wider 
reading. 
 
Your work will be expected to provide evidence of:- 

 Knowledge of content 

 Personal response 

 Awareness of use of language, structure and charaterization 
in each of the chosen texts. 
 
Your work should be presented on A4 paper in a plain, soft folder.  At the front a clearly 
arranged ‘Table of contents’ should list the works studied for examination, and the 
works used for the Coursework.  Each piece of work must be headed with the date of 
writing, and a title which states clearly the nature of the task set, and the texts on which 
the work is based.   
 
Your work will be marked by your own teacher, and the results sent to CIE for 
‘moderation’. 
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Music 
 
Here the coursework is worth 30% of the total mark. 
 
You have to submit a ‘portfolio’ of two individual compositions, which should be 
contrasting in character, or written for different forces.  At least one of them must be 
written in a Western, tonal style, and must be written down in traditional staff notation.  
The other may be in any style you wish, and written down in any way appropriate for 
the music.  Both pieces must be recorded on CD or tape, which is sent in with the 
portfolio. 
 
In music the final written examination is worth only 40% of the total marks.  The 
remaining 30% is for the Practical examination.  You have to play a piece on an 
instrument of your choice (or two shorter, contrasting pieces) or sing.  In addition to 
your solo performance, you have to play one piece as part of an ENSEMBLE, to 
demonstrate that you can listen to others, and make music collectively.  Your ensemble 
performance can be on the same instrument as your solo, or you could  choose a 
different instrument, or sing. 
 
Your work will be marked by your own teacher, and the results sent to CIE for 
‘moderation’. 
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Target-Setting 
 

OK, you have read about what you have to do, now….. how are you going to do it?  It 
might seem daunting at first to know that in two years you will have done all this stuff, 
but remember the old proverb -  a journey of a thousand miles begins with the first 
step!  Approach your challenges a bit at a time - it is important for you to set yourself 
targets in each of your subjects; you should think about both long and short term goals, 
but remember that these goals should be SMART! 
 

  What does this mean? Example 

S Specific Be detailed.  Stay away 
from vague and 
confusing goals. 

It is much better to set a target such 
as ‘I will learn all about 
photosynthesis in Biology’ than just 
to say ‘I will get better in Biology’ 

M Measurable Give yourself a time 
line – when are you 
going to achieve your 
goal. 

‘I will learn all about photosynthesis 
by next Friday’ NOT ‘by the time I sit 
my IGCSEs’ 

A Action-
Oriented 

What will you do?  
What actions do you 
need to make to 
achieve this goal? 

‘I will revise and rewrite my notes, 
and make a ‘mind map’ of the main 
points’ 

R Realistic Check your goal – is it 
achievable in the time 
allocated? 

No point in saying you will learn it by 
Friday if all this week you are going 
on the International Award 
expedition! 

T Timely Give yourself sufficient 
time – but not too 
much. 

‘Next Friday’ is in sight – the end of 
Year 11 might not be just now, but it 
will arrive sooner than you expect if 
you do not set yourself realistic 
goals! 

 
‘Action Planning’ is a very important skill.  If you develop it now, it will prove useful to 
you throughout your life! 
You could use the chart on the next page to plan some goals – or make your 
own chart in a way that best suits you. 
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Subject Details of short-term goal Completed by 
when? 
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Finally, there are many ‘life skills’ you could develop now which will help in school, 
throughout your career and in the years ahead.  Here are a few which employers 
consistently say are capabilities they look for in people applying for jobs: 
 
Communication skills 
 

 LISTEN to understand others’ meaning and perspective. 

 SPEAK clearly and communicate your ideas with confidence. 

 READ to gather information quickly and efficiently. 

 WRITE clearly and effectively, keeping in mind order, structure and the intended 
audience. 

 
Thinking skills 
 

 Think critically and evaluate situations, choices and solutions. 

 Use logic effectively in planning and problem-solving 

 Know the principles of mathematics, and apply them in a variety of situations. 

 Understand and use technology, computers and information systems. 

 Seek out and apply knowledge; research information from diverse sources. 
 
Personal Qualities 
 

 Be honest: have a high degree of personal integrity and responsibility.  

 Be hard-working, persistent and determined 

 Have a positive attitude, along with confidence and self-esteem 

 Show initiative and energy 

 Demonstrate a track record of setting and meeting goals 

 Understand how to set priorities and plan accordingly 

 Adapt to change…..commit to life-long learning 

 Respect cultural diversity and difference 

 Be creative: seek new and innovative solutions 
 
Interpersonal/Teamwork skills 
 

 Respect others’ ideas and viewpoints 

 Show ability to work cooperatively with team members 

 Seek to develop and improve teamwork 

 Demonstrate leadership qualities 
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What to do if you have a problem 
 
We want your time spent at the school to be a happy and secure one.  Bullying, physical 
violence or prejudices based on race, religion or disability are not tolerated at the 
school, and if you experience any problems, then they should be reported immediately.  
If you have any sort of problem, then don't sit on it! Go and talk to someone straight 
away. If you have a practical question or problem, Mrs Williams at the front desk will 
probably be able to help you. If you have a concern about a particular subject, then the 
first person to approach is the subject teacher.  
 
For any other personal or confidential problems, then you should talk to your form 
teacher.  They will be able to help you and give you some advice.  If you do not have a 
good relationship with your form tutor, you can speak to any member of staff with 
whom you get on well, or if you prefer, you can speak directly to Mrs Schutz or Mrs 
McWilliam.   Finally, you can write to or go to see Mr Lacey.  He is always willing to see 
you or your parents, preferably by appointment.  
 
Finally, you must be aware that your teachers will always keep small problems 
confidential.  However, if your problem is a serious one, or one that might be a danger 
to your health or welfare, they will know who to contact to get the correct help or 
advice for you.   Your health, happiness and well-being are very important to the school, 
and your problems will never be shared by anyone in the school community who does 
not need to know. 
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Berlin British School Complaints Procedure

Complainant

satisfied

Complainant

satisfied

Complainant

satisfied

Complainant

satisfied

New procedures

evaluated and, if

appropriate, adopted

Complaint received

Letter or telephone to

Head of School

If directed to a member of

staff, s/he deals with the

matter immediately or will

Complainant and

relevant staff meet

Complaint discussed

pass it on the Head of School

Complaint acknowledged

within twenty-four hours

Appointment offered/

End of procedure

Complainant dissatisfied

Complainant dissatisfied

Complainant still dissatisfied

Refer to Chair of Vorstand

Matters unresolved

Internal action taken

by Headmaster

Complainant dissatisfied

accepted Internal action taken

 

  

 
 


