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SAMPOERNA ACADEMY OVERVIEW

 Indonesian High School Diploma (Ijasah) for Grade 12
 Cambridge A-Level for Grade 12 or IB Diploma for Grade 12

Sampoerna Academy provides an integrated pathway from early childhood 
to university leveraging local and international partners to 
deliver innovative, high quality education programs. It consists of 
breakthrough schools that ignite and transform the learning of the next 
generation of Indonesian leaders. Infused with strong academics, moral 
character and important soft skills, students at our schools are 
empowered to lead transformational change in their local, national, and 
global environments.
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All students will graduate prepared to enter their careers equipped 
with the academic and social skills required to compete and succeed in 
today’s global economy.
As an organization, we constantly defy convention and embrace 
change for the sake of finding new and better ways to achieve 
educational excellence.
We seek opportunities to engage all stakeholders to play a part in the 
success of our students.
STEAM competency will differentiate our graduates from those 
attending other schools.

VISION

.

MISSION

CORE BELIEFS
Sampoerna Academy believes that:

strive for academic excellence
value learning as a lifelong pursuit 
know how to access relevant resources and technology for learning 
acquire knowledge
achieve their fullest potential 
follow an accredited international curriculum which meets international 
standards.

EXPECTATION OF STUDENTS
The Sampoerna Academy community is committed to working together to 
provide an educational learning environment where students become:

Effective learners who:
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life-long learning 
integrity 
responsibility 
internationalism 
challenge 
equity.

speak, listen, read and write in English, Indonesian and Mandarin 
communicate in multiple languages 
express themselves clearly and creatively.

engage  in  a  healthy  lifestyle  and  make  every  effort  to  make 
appropriate lifestyle choices 
actively participate in physical activity and sport 
maintain a sense of fair play
believe in the virtues of teamwork.

have knowledge of and respect for their national identity
have  knowledge  of  and  are  open  to  other  people,  cultures  and 
traditions
are aware of issues of global and environmental concern
are  equipped  to  make  the  transition  to  different  learning 
environments.

Effective thinkers who can apply life strategies based on:

Effective communicators who can:

Healthy individuals who:

Globally conscious individuals who:

Integrity by upholding principles of honesty and respect for
themselves and others.

Growth-mindset by persevering and developing critical thinking.

Nobility by courageously acting as responsible citizens, who humbly
care for and protect others and the environment.

Innovation through critical inquiry and creative thinking.

Teamwork by persistently, effectively collaborating and accepting
diverse opinions.

Excellence by continuously reflecting and aspiring to reach their full
potential.

CHARACTER DEVELOPMENT
At  Sampoerna  Academy  we  aim  to  IGNITE  the  SPARK  in  students  by 
helping them develop international mindedness.

As  ambassadors  of  Sampoerna  Academy  our  students  are  expected  to 
uphold the IGNITE values and demonstrate 
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strive for academic excellence in teaching and facilitating the learning 
process
arrive on time at school and for classes
avail ourselves of additional support outside of lesson time, when 
needed
participate actively in various school activities
live by the school values and beliefs
make ourselves available to parents, students, and colleagues and 
respond to any concerns they might have
protect the safety, interests, and rights of all individuals in the 
classrooms.

strive for academic excellence in our learning and the learning of our 
peers
arrive on time at school and for classes
participate actively, considerately and responsibly in various school 
activities inside and outside the classroom
live by the school values and beliefs
follow and obey the school rules and policies
work to the best of my abilities and behave in a manner that supports 
my own learning and that of my peers
respect and treat others as I would like to be treated.

strives for academic excellence in his or her learning and the learning 
of his or her peers
arrives at school on time and remains at school as scheduled 
participates actively in various school activities
lives by the school values and beliefs
follows and obeys the school rules
respects and treats others as s/he would like to be treated.

Commitment to Excellence for Students
I commit that I will:

Commitment to Excellence for Parents
We/I commit that we /I will ensure that our /my child:

COMMITMENT TO EXCELLENCE
Sampoerna Academy schools require commitment to excellence from 
teachers, students and parents. It is verbally declared and acknowledged 
on documents signed by all respective individuals.

Commitment to Excellence for Teachers
We commit that we will:

STUDENT RE-ENROLMENT 
Currently attending students who intend to return the next academic year 
will be given priority in admission if they notify their intention by 
submitting the Family Registration Update and Re-enrolment Form 
before the deadline set each academic year.



SAMPOERNA ACADEMY 07

AGE REQUIREMENTS
Minimum age requirements for each grade level at Sampoerna Academy
are:

Apart from the chronological age criteria mentioned above, standardized 
entrance assessments are administered for English, Mathematics and 
Science to ensure that the students are ready for entry into the grade level 
applied to. In Early Childhood, students are observed and assessed based 
on child development criteria that are not subject based. If the students 
have specific learning needs or are lacking the required learning skills set 
for the grade level, the schools may accept the students with the condition 
of attending supplemental classes and tutorials which may require 
additional fees.

Students coming from different education systems will be placed into a 
grade level according to Sampoerna academy age and academic grade 
level equivalency.

STUDENT CODE OF CONDUCT
Sampoerna Academy believes that an effective instructional program 
requires an orderly school environment and that the effectiveness of an 
educational program is reflected in the behaviour of students. The 
Sampoerna Academy Student Code of Conduct is developed within the 
philosophy that all staff work on positive behavioural support for the 
students. If there are still challenges to implement the support, the 
schools will identify and execute necessary disciplinary actions as 
outlined in this section.

It is expected that students will:
have high expectations of themselves and of the school 
conduct themselves in a manner that reflects the values, vision and 
mission of the school as outlined in this document 
strive to achieve the highest standards they can in everything they do 
share in and maintain the ethos of commitment to academic work, 
and willing engagement in the full co-curricular life of the school 
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familiarise  themselves  with  the  school  rules  as  outlined  in the 
handbook, especially regarding behaviour, uniform and appearance
observe  the  school  rules  in  all  aspects  of  life  at  school  and where 
applicable, at home,  so  that their behaviour maintains the tone  of 
the school
own  up  to  and  accept  the  consequences  of  breaches  of  school 
rules and conduct
accept  the  general tone  of  manners  as  evidenced  by  such 
behaviour as;  no  hands  in  pockets,  standing  up  and  greeting 
adults,  greeting  everyone with direct eye contact, offering to help
show  respect for  others, starting with  basic  civility and  courtesy, 
and extending through to acts of kindness
consider the safety, feeling, and general needs of others always.  Tell 
the truth and act truthfully
avoid  gossiping,  spreading  rumours,  or  making  judgments about 
teachers, staff, students, or parents
respect  the  property of  others  and  of  the  school;  keep  our 
buildings and grounds clean; do nothing to bring the school into 
disrepute
develop strong moral values.

This code is based on the premise of mutual respect. All members of 
Sampoerna Academy have the right to be treated with respect. Similarly, all 
have the responsibility to treat each other and each other’s property as 
well as the environment within which we operate with respect.

Students should act as good ambassadors for the school.
All members of the school are expected to greet staff and visitors,
standing up to do so when appropriate.
Students should listen attentively and quietly when being addressed
as a group by a speaker or teacher.
Students should move quietly in the corridors when changing classes
or when on the staircases and main lobby area.

Students are expected to arrive at school at least 10 minutes before
attendance taking each morning and to be punctual for all lessons and
school activities.
Students are allowed in their classrooms during break time ONLY with
permission and under supervision of a teacher.
Students should maintain a clean learning environment.
Students are responsible for their valuables. The school cannot be held
liable for loss of money or any other items of value.
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Students may cycle in the school grounds with the utmost care in 
accordance with local campus rules.
Students may not run, wrestle or play ball games in the classrooms or 
passages.

possession, use or distribution of alcohol, tobacco, e-cigarette/vape 
pen or illegal drugs

membership of a group whose purpose is contradictory to the vision, 
mission, and values of the school

using school’s internet access to engage in conduct that constitutes 
attempts to bypass installed computer security software or in breach 
of the code of conduct.
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Reinforcement

.

Behaviour Contract

Detention Policy
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complete unfinished schoolwork assigned by the homeroom or subject 
teachers
additional work assigned by the subject teachers
silent reading & book reports
written tasks
other relevant, constructive tasks.

Suspension Policy
            

          
           

         
 

            
           

            

 

complete unfinished work assigned by the homeroom teacher in 
consultation with subject teachers
additional work assigned by subject teachers
additional remediation or rehabilitation tasks to help the student correct 
their behaviour.

Expulsion Policy
Expulsion will be issued to students in accordance with the Student Code 
of Conduct Policy and subject to a formal hearing.
The expulsion committee will consist of the Principal and two appointed 
hearing officers.
This committee will give parents and students an opportunity to lay out 
their part of the matters or dispute the allegations during the expulsion 
hearing.    
Expulsion is the permanent withdrawal of a student from the school and 
students will be required to vacate the school with immediate effect 
when an expulsion has been issued.
Expulsion is approved only by the Principal. 
Parents have the right to appeal to the school Director about this 
decision. 
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ot more than three consecutive days of illness. If more than three 
days, a doctor’s note will be required
amily emergency or illness
eath of a relative
bserving religious holy days
ealth care appointment
ther temporary absences acceptable to the Principal.

ATTENDANCE
Absences

Excused absences
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failing to present email/WhatsApp notification within three school 
days following an absence
leaving school without the permission of the Principal
walking out/cutting of class
other absences disapproved by the Principal.

Only absences after enrolment will be considered.
The best interest of the student is to be considered for the decision-
making.
The acceptability and the authenticity of documentation expressing 
reasons for the absence will be considered.
The extent to which the student has completed given assignments, 
mastered the essential knowledge and skills, and maintained passing 
grades in the subject will be considered.
The student or the parent will be required to present any information 
about the absence.

personal illness
appointment with a doctor, dentist, or another professional
other unavoidable circumstances explained by the parents

Unexcused absences
Any absence not included in the above list will be considered an
unexcused absence. Examples of unexcused absences are listed below:

Tardiness/Late Arrival
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Make-up Work

MORNING ARRIVAL AND AFTERNOON
DISMISSAL



SAMPOERNA ACADEMY 15

Arrival and Dismissal

Release and Early Check-Out

STUDENT WITHDRAWAL

The Principal may release a student before the end of a school day only 
upon presentation of a written, email/WhatsApp or face-to-face 
request from a parent (no telephone calls), or for reasons of emergency.
Students may be released only to a parent whose signature is on file in 
the school office or to a previously identified person, authorized in 
writing or verbal confirmation by the parent to act on his or her behalf.
A student may be released “on his or her own” or to another appointed 
person only with verified parental permission.
No school personnel shall permit or cause a student to leave school 
prior to the regular dismissal time, except with the knowledge and 
approval of the Principal and parent.
If the student is granted early dismissal permission due to health 
reasons, the school nurse must provide appropriate documentation 
signed by the Homeroom Teacher, Nurse and Principal.
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The student has been absent ten consecutive school days without a
valid reason or notification.
Repeated efforts by the Principal or designee to locate the student
have been unsuccessful.

Sampoerna Academy will initiate withdrawal of a student for non-
attendance under the following conditions:

SCHOOL VISITORS
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void conduct that is likely to put the student or other students at
risk.
ollow the behavioural standards in this Handbook as well as any

additional rules for behaviour and safety set by the Principal,
teachers, or other school personnel.

emain alert to and promptly report safety hazards such as intruders
on campus and threats made by a person toward any student or
school personnel.

now emergency evacuation routes and signals.
mmediately follow instructions from school personnel who are

overseeing student welfare.

STUDENT HEALTH AND SAFETY
Student health and safety is a high priority of Sampoerna Academy  and 
requires student cooperation to:
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Safety

Lunch Time

Emergency Medical Treatment
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Illness during School Hours 

Student Health & Welfare

Medication Administration 
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The school will not dispense over the counter medication (i.e. 
acetaminophen, aspirin, ibuprofen, etc.) to students unless specifically 
approved by parents in written form by note, email or WhatsApp. 
Medication brought to school must be submitted to the school nurse 
and/or homeroom teacher along with a edication irections form 
signed by the student’s physician and parent.
Prescription medications administered during school hours must be 
prescribed by a physician or advanced nurse practitioner and filed by a 
licensed pharmacist.
Prescription medications must be submitted in a labelled container 
showing the student’s name, name of the medication, the reason the 
medication is being given, proper dosage amounts, the time the 
medication must be taken, and the method used to administer the 
medication. Medications sent in plastic baggies or unlabelled 
containers will not be administered.
Only the amount of medication needed should be delivered to the 
school, i.e. enough medication to last one day, one week, etc. In cases of 
prolonged need, send in the amount for a clearly specified period. Extra 
medication will not be sent home with the student.

Changes to daily medications require written instruction from the 
physician or the nurse and written permission from the parent. 
Parents are responsible for advising the school office that a 
medication has been discontinued in a timely manner.

Fire and Disaster Drills
Fire, lock-down, and evacuation drill instructions will be discussed during 
the first month of each school year. Students need to understand and follow 
the given procedures. Instructions will be posted on the bulletin board in 
the teachers’ room. 

When the alarm is sounded, students must follow the direction of 
the teachers or other school personnel in charge quickly, quietly, 
and in an orderly manner. Failure to comply may result in disciplinary 
action.

Emergency Closings
Weather or any other conditions may occur which will make it necessary for 
schools to be closed. Parents and students will be advised accordingly. 

The school will not dispense over the counter medication (i.e. acetaminophen, 
aspirin, ibuprofen, etc.) to students specifically approved by parents in written 
form by note, email or WhatsApp.
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DISCRIMINATION, HARASSMENT, AND
RETALIATION

Discrimination & Harassment

Sexual Harassment
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as or will have the effect of physically harming a student, damaging
the student’s property, or placing the student in reasonable fear of
harm to the student as a person or of damage to the student’s
property.

reates an intimidating, threatening, or abusive educational
environment for a student.

reates anxiety, stress or depression.
xploits an imbalance of power between the perpetrator and the

student victim through written or verbal expression or physical
conduct.
nterferes with a student’s education.

Bullying and Cyber-Bullying
Sampoerna Academy prohibits bullying of any kind. Bullying is any written
or verbal expression or physical conduct that:

Reporting Procedures

Investigating Complaints
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Retaliation

Confidentiality

ABUSE & NEGLECT

Awareness Raising for Students and Teachers

Awareness Raising for Parents
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sudden or unexplained personality changes; becoming withdrawn,
angry, moody, clingy, “checking out”, or showing significant changes
in eating habits
depression or irritability
an older child behaving like a young child, for example, bedwetting or
thumb sucking
developing fear of certain places or resisting being alone with an adult
or young person for unknown reasons
resistance to routine bathing, toileting, or removing clothes, even in
appropriate situations
playing, writing, drawing, or dreaming of sexual or frightening images

efusal to talk about a secret he or she has with an adult or older child
leaving clues that seem likely to provoke a discussion about sexual
issues
using new or adult words for body parts
engaging in adult-like sexual activities with toys, objects or other
children
developing special relationships with older friends that may include
unexplained money, gifts, or privileges
intentionally harming him or herself, for example, drug/alcohol use,
cutting, burning, running away, and sexual promiscuity
thinking of self or body as repulsive, dirty, or bad
becoming increasingly secretive about Internet or telephone use

stomach aches or illness, often with no identifiable reason
difficulty in walking or sitting
stained or bloody underwear
genital or rectal pain, itching, swelling, redness, or discharge
bruises or other injuries in the genital or rectal area
unexplained soreness, pain or bruises around the mouth, sexually 
transmitted disease, or pregnancy.

Warning Signs of Abuse and Neglect

Physical symptoms of possible abuse and neglect include:
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Actions to Address Abuse and Neglect

STUDENT GROOMING AND UNIFORM
Sampoerna Academy students are required to wear a uniform to 
school. The school uniform helps build a positive school culture and 
identity. Uniforms also teach the importance of grooming and 
hygiene, create a safe and orderly environment, instil self-
discipline, and eliminate competition and distractions.

Students are expected to wear the uniform to school every day, to wear it 
with pride and within the standards set in the uniform policy.

The school expects the support of parents to help maintain this dress code.

Physical Education (PE) Uniform
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No facial or body piercings are allowed.
No clip-on jewellery (earrings, nose rings, etc.) is allowed.
Girls may wear only one pair of stud earrings; no large dangling or hoop 
earrings are allowed. 
Boys may not wear earrings.
No spiked earrings, necklaces or bracelets are allowed.
Watches are allowed except the smart watch.
No tattoos (permanent or temporary) are allowed.
No extreme hairstyles (Mohawk/Fohawk/Design Cut and Spiked-Up) or 
bleached or extreme coloured hair are allowed. Exceptions for religious 
or cultural reasons will be considered on a case-by-case basis.
Hair must be kept, clean, neat and away from the face. 
Sunglasses are not permitted inside the school.
No facial hair for high school male students. Boys must be clean-shaven. 
Wallets with chains are not permitted.
Shirts must be tucked in at all times.
Girls may not wear visible make-up and nail polish. 

Batik Day
Sampoerna Academy schools may assign any day as the Batik ay. On this 
day, the school principals, teachers, other school personnel and students 
wear Batik of their choice. Tops must be paired with dark coloured slacks, 
no jeans, joggers, leggings or the like are allowed. Students may choose to 
wear Batik bottoms aligned with the guidelines in this handbook.

Personal Appearance
Personal appearance of Sampoerna Academy students is outlined below:

Trousers, Shorts and Skirts
The wearing of trousers, shorts and skirts must be in line with the
following:

Footwear
Footwear at Sampoerna Academy is arranged as follows:
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Outerwear
Outerwear at Sampoerna Academy must meet the following
requirements:

STUDENT ID CARD

Function

          

              

.

Lost or Damaged Student ID Card

LIBRARY
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LOCKERS/CUBBYHOLE SHELVES AND DESKS
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PUBLIC AREAS
Hallways, stairways, lunch areas, and restrooms are public areas used by 
all school personnel and students. Therefore, students are expected to 
follow the rules of conduct:

SCHOOL PROPERTY
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calling the school office’s contact number in emergency situations
sending an email to teachers
contacting the office directly via telephone or on the designated 
WhatsApp line. WA number is for absolute emergencies. 

COMMUNICATION BETWEEN HOME AND
SCHOOL

MOBILE PHONES AND OTHER ELECTRONIC
DEVICES
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SOCIAL MEDIA POLICY

VIDEO-TAPING OF STUDENTS

PUBLISHED MATERIALS
School and Non-School Materials
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Advertising Materials

FUNDRAISING

CURRICULUM OVERVIEW
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ACADEMIC HONESTY

ASSESSMENT
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EXAMINATION
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During the examinations, students from Grade 3  onwards  shall:

REPORT CARDS AND GRADING SCALE

Grading Scale for Playgroup to Grade 2
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Grading Scale for Grades 3 Onwards



SAMPOERNA ACADEMY 38

IBDP academic courses (Grade 11 and Grade 12), where appropriate, will 
define % boundaries for each Number Grade (7, 6, etc.) in the table 
below according to the most recent grade boundaries by the 
International Baccalaureate Organization and corresponding IB subject 
reports and these will be applied consistently to all assessments within 
that course.
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Weighted GPA Calculation:

                  
                 

                    

             
        

           
   .

GPA Calculation for US Universities
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PROGRESSION AND PROMOTION
 

         
           

 
        

 
         

 
          

Grade Promotion
         

             
        

         
         

Grade 3-12 Promotion and Advancement Criteria
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TUTORING
Students from grade 1 onward are encouraged and may be required to see 
teachers for tutoring. After-school tutorials may be offered or required for 
students struggling in their classwork. Tutoring services are also available 
for students receiving additional education services. 

Students may have needs that are better addressed by the provision of an 
outside tutorial agency. Sampoerna Academy teachers are not permitted to 
privately tutor any Sampoerna Academy students. 

ENRICHMENT PROGRAMS
Competition Preparation
For competitions designated by the school, certain students may be 
encouraged or required to enter and undergo preparation for the 
competition. The preparation may consist of asynchronous and synchronous 
coaching in regular meetings as determined by the needs of the competition. 

Co-curricular Activities
Co-curricular learning activities are mandatory activities provided at 
Sampoerna Academy to support and extend the learning that is conducted 
in the classroom. They occur during normal school hours.

Extracurricular Activities (ECA)
Sampoerna Academy also offers a variety of courses that are outside normal 
school hours with a reasonable fee. Joining ECAs is voluntary and is entirely 
up to the parents and students.

Incursions/Excursions (Field Trip)
Learning at Sampoerna Academy schools extend beyond the walls of the 
classroom. Students earn the right to participate in incursions/excursions 
(field trips) that are designed to enhance the curriculum learning and to 
prepare them for success in future endeavours. They may visit historic sites, 
museums, parks, and other settings that may enrich their understanding of 
the concepts learned in the classroom. Whenever excursions are held, 
parents will be notified, and their written approval must be obtained prior to 
the activity. Depending on the designated incursion/ excursion (field trip) 
venues and total costs, parents would be asked to provide some financial 
contribution to the activities. Details of the excursion will be communicated 
to Parents beforehand so that they can get involved throughout the process.

Secondary students may have trips outside of the city in which their campus 
operates. Senior students may have one overseas trip in either Grade 11 or 
12. The cost of these trips is payable by the parents.
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HOMEWORK

For more detailed information on all of the above, please refer to the 
Sampoerna Academy Assessment Policy.

ASSEMBLY
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Three-Way Conferences (K2 and above, PTC for PG to K1) that aim
to provide a meaningful opportunity for students, parents and the
teacher. They sit together and talk about the students learning, with
the students taking an equal role. This conference will be held at the
end of Term 1
Parent-Teacher Conferences that aim to give the parents information
of the students’ progress and conducted in formal fashion. These
conferences are held at the end of Term 2 when report cards are also
distributed during the process. Parents shall be informed of the
schedule beforehand.
Student-Led Conferences that aim to provide opportunities for the
students to present and showcase their STEAM project including the
process and learning outcomes to teachers and parents. These
conferences are held at the end of Term 3.
Celebration of Learning aims to provide opportunities for the
students to present and showcase their learning journey and learning
portfolio that show a range of the students' learning to teachers and
parents. These conferences are held at the end of Term 4.

CONFERENCES
At Sampoerna Academy, conferences are conducted in a variety of ways
in order to inform both students and parents of student progress:

ACADEMIC CALENDAR

CLASS TIMETABLES
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ACKNOWLEDGEMENT FORM


