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ThisHandbook has been prepared for theinformation of O Level studentsand their
parents. It must beread in conjunction with the Parent Information Booklet that is
distributed to all families upon enrollment of their sonsat St. Mary’s Academy.

The school will at all times possess the power and authority to amend and/or add
any new regulations as may be deemed expedient without notice, either
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ST. MARY’SACADEMY PROFILE
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1.03

History

St. Mary’s Cambridge School was established by the Mill Hill London Catholic Fathers
in March 1949. Rev. Fr. Thijssen became the founding principal who started the school in
the new Holy Family Hospital Building, Saidpur Road. Later on, the Sisters of the old
Holy Family Hospital were shifted to the new hospital building and the old hospital
building was given to the Diocesan Board of Education to operate St. Mary’s Cambridge
School.

In January 1956 St. Mary’s School, Chaklala was established and educated a number of
boys until 1964 when it was handed over to the P.A.F.

With the increasing demand for enroliments and the need for a boys school in the
Cantonment area St. Mary’s Academy was established at Lalazar in 1962 with a senior
section accommodating classes from Class Six to Matriculation and Senior Cambridge.
The founding Principal was Rev. Fr. Patrick Byrne whose dream it was to eventually
provide a comprehensive educational system from Nursery to A Levels and graduation.
In 1966 the junior section commenced operation and in 1998 A level classes were added.
For afew years girls were also enrolled in the junior primary classes.

Today St. Mary’s Academy offers classes for boys from Prep to Matriculation and A
Level preparing students to follow in the footsteps of earlier St. Marians who have taken
their place as honorable and leading Pakistanis and world citizens. St. Marians have
excelled in academic and sporting fields and play an important role in Government, the
professions, business and in the Defence Forces.

‘NE ARDUA TERREANT”

NOTHING ISTOO DIFFICULT

L ocation

TulsaRoad, Lalazar, Rawalpindi Cantt. 46000

Telephone, Fax, Email
Telephone: 051- 558 1819, 551 8250
Fax: 051 — 552 0697

Email : eadaffy@comsats.net.pk

O LEVEL PROGRAM

The school is a registered school with the Cambridge International Examinations (CIE) which is
part of the University of Cambridge. Its registration number is PK 027. The school is also one of
the few international schools accorded Cambridge International Fellowship status. The O and A
Level examinations are conducted at the school under the supervision of the British Council.
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The academic program is designed so that all students are provided with the opportunity to
achieve their maximum potential. Alongside this rigorous academic program students are provided
with opportunities to participate in sport and the other extra curricular activities of the school.

The school offers a wide range of academic subjects which is constantly being extended. Unlike
many institutions the timetable is not set to oblige students to work within one specific area of the
curriculum. Rather students indicate their preference and as far as possible the timetable is
adjusted to accommaodate these preferences.

St. Mary’s Academy has a very qualified and experienced faculty who work full time at the school
and so are available to the students outside of their scheduled classes. There is a low student
teacher ratio (less than 1:20). Numerous purpose built classrooms, ten well-equipped laboratories
for physics, chemistry, biology and computers and a library to which new resources are constantly
being added support this expert teaching.

The school has extensive outdoor sports facilities, which are available to students during school
hours, and the weekly program for O Level students includes a physical education period as well
as the regular Friday sports program. These facilities are also available outside of school hours for
prearranged class sports activities and at all times for individual use provided the directions of the
school security staff are followed.

See Section 2 for detailed description of the O Level curriculum.

ACADEMIC YEAR

The academic year for O Level students commences in September after the completion of Class 7.
The O Level program specified by CIE is a two year program. However the school teaches this
program over a longer period commencing when the students enter Class 8 and concluding with
the O Level examinations in the May — June three years later, that is when the students have
completed Class 10.

When students are in Class 9 & 10 classes resume after the summer holidays on the first working
day of August. This time together with the extended year when they are in Class 10 means that
almost 4 years are spent studying the Cambridge O Level program.

In summary the academic program for O Level isasfollows
Class 8 September to June Introductory year with core subjects taught
Class9 August to June All core and €elective subjects are taught

In May/June at the end of Class 9 final

examinations in Pakistan Studies, |slamiyat or
Religious Studies are taken

Class 10 August to June . Completion and revision of core and elective subjects
May — June Final O Level examinationsin other subjects
August Results announced

A Levd classes commence in mid August. Alternately students may elect to join FSc classes
which are also offered in the schoal..

EXAMINATIONS
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Application for admission to sit for O Level examinations is made to CIE through the school. In
all matters relating to admission to, conduct of and results of examinations the school deals either
directly with CIE or through the British Council on behalf of the student. Students are classified
by CIE as school candidates as opposed to private candidates who apply directly through the
British Council.

The date of birth used on the examination entry will be that provided to the schoal at the time the
student was admitted to the school. No change will be entertained.

Examinations are held at the school premises. The papers are set by CIE and forwarded from
England under strict security. The students’ scripts are returned to CIE under the same security for
marking by examiners.

The CIE rules for the conduct of examinations are strictly enforced and any infringement is
immediately reported to CIE, which will decide the penalty to be imposed on the student. The
school also reserves the right to take disciplinary action against a student infringing these
regulations. It is the responsibility of the student to make himself aware of these regulations and
the dates and timings of examinations.

In the event of sickness or specia hardship during the examinations or for a student having a
permanent disability application can be made to CIE for special consideration. This application is
made through the school.

Results are notified via the school. Initialy these are provisional results with a certificate issued at
a later stage. For purposes of equivalence in Pakistan the certificate carries a percentage mark as
well as a letter grade. The certificate only shows subjects that a student has passed but the
provisional result sheet shows the results for all subjects entered for.

It is the practice of CIE to announce the top student in Pakistan in each subject and to award each
student with a special certificate. St. Marians have been recipients of these certificates in recent
examinations.

Study of courses other than those taught in the school and the appearing for outside examinations
in no way exempts a student from his commitments to the school.

ADMISSION TO O LEVEL
5.01 Eligibility - General Condition

A student is required to have attained a satisfactory standard in Class 7 to be considered for
admission to O Level classes. In particular a student has to demonstrate a high degree of
competency in both written and spoken English and an ability to understand and apply information
and not just to produce rote learning.

No applicant including a student from St. Mary’s Academy can claim aright to admission to the O
Level course. The school reserves the right to accept or reject any application. Admission is on
merit and the Principal’s decision including the subjects, which the student may take, isfinal.

In exceptional circumstances the Principa has the right to waiver al or some of these general
conditions.

In exceptional circumstances an application from a student who has completed Class 8 to transfer
to Class 9 Cambridge O Level section may be considered.



5,02  Studentscurrently enrolled at St. Mary’s Academy

For students already enrolled at St. Mary’s Academy application for O Level is made in March by
completing the statement of intent after parents have attended a briefing meeting. After this a
provisional selection of students is made based on their academic performance to date. Where
necessary, further consultation is undertaken with parents. After final Class 7 results are
announced in June selection for O Level isfinalized. No student is admitted to the O Level section
of Class 8 unless his parents desire it but a parent regquest for admission to the O Level section
does not imply admission.

5.03 New students seeking admission to St. Mary’s Academy for O Level

Application forms for admission can be obtained from the school office together with a copy of
the O Level Handbook upon the payment of Rs 300. The application form must be returned by 1%
January of the year in which the student seeks to enter the O Level program.

The Application for Admission must be signed by the parent or declared guardian of the student.
Incomplete or incorrectly filled forms are liable to be rejected. This form must clearly indicate that
the application isfor the O Level section of the particular class.

Attached to the form must be
passport size current photograph
attested copies of school reports during the previous two years of studies

Admission will be on merit with this decided after the completion of an admission test. The
normal school regulations regarding admission criteria apply. Students will be notified in writing
of the date for the admission test. Applicants will be tested in English, Mathematics and Urdu. The
standard of the test will be the same as that required of students currently enrolled at St. Mary’s
Academy for promotion to the same class level for which application is made. Both the English
and Urdu tests are not dependent on any particular content. The mathematics test will cover the
course of studies taught at St. Mary’s Academy in the year level that the applicant is completing.
An outline of that course will be provided upon request.

The Principal’s decision regarding admission is final. Admission test papers will not be remarked
nor will they be made available to the applicant or his parents.

Acceptance of an application for admission does not imply a vacancy nor does it oblige the school
to accept any applicant.

5.04 Notification of outcome of application for admission

Applicants will be notified in writing of the outcome of their applications. For students currently
enrolled at St. Mary’s Academy this will be done on their final Class 7 Report. For students from
other schools aletter will be sent to the address given on the application form.

5.05  Completion of admission formalitiesfor studentsenrolled at St. Mary’s Academy
Admission formalities are completed when the necessary O Level admission fee is paid and all
outstanding fees and dues, if any, are paid. If they have not already done so parents are required to

pay the security charge for their son.

5,05 Completion of admission for studentsfrom outside St. Mary’s Academy
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Admission formalities are completed when the necessary admission fee, security fee and one
month’s fee in advance is paid and original documents of previous school results and birth
certificate are produced to the school administration.

5.06 Cancellation of admission

If a any time there is any evidence of forged documents relating to admission the student
concerned will be asked to withdraw from the school.

Upon cancellation parents are only entitled to a refund of the security charge provided there are no
outstanding dues payable to the school.

WITHDRAWAL FROM THE SCHOOL

Intended withdrawal of a student should be notified in writing by the parent one month in advance
or one month’s fee will be charged.

Leaving certificate and character certificate will not be issued unless thisrule is complied with.

Upon withdrawal parents are only entitled to a refund of the security charge provided there are no
outstanding dues payable to the school.

WITHDRAWAL FROM THE O LEVEL PROGRAM

With the approval of the Principal and the written consent of the parents, if it is considered in the
student’s best interest he may at any time withdraw from the O Level program and transfer to the
matriculation program. However, if a student’s attendance and/or attitude to study are not
satisfactory he will not be granted admission to the matriculation section.

Transfer to the matriculation section does not imply that automatically a student will do as well as
or better than when he was in the O Level section. The two programs are different both in content,
style of teaching and assessment.

Students withdrawing from the O Level program in Class 9 or Class 10 may need to undertake
additional work to cover the requirements of the matriculation syllabus. Also a late withdrawal
and transfer can create problems in terms of registration with the Board of Intermediate and
Secondary Education. These matters need to be discussed with the school prior to a final decision
being taken by the parents.

Withdrawal from the O Level program and transfer to the matriculation program after September
of the year in which a student is in Class 9 may incur a late fee for registration with the
matriculation Board.

LIABILITY FOR FEES

The parents/guardian are liable for fees from the first month in which the student attends St.
Mary’s Academy up until his notified withdrawa as provided for in 6.0 above or until the
completion of the O Level examinationsin June.
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The security charge is aso required to be lodged with the schoal.

Examination fees as charged are to be paid before the student’s application is forwarded to CIE via
the British Council.

Parents/guardians are also responsible for the replacement/repair costs of all items lost or damaged
by the student. These dues must be paid before O Level results are issued.

After the due date alate fee will be charged on any of the above fees which are outstanding.

SCIENCE LABORATORY AND COMPUTER FACILITIES

Students are responsible for the apparatus being used by them in the laboratory. Any apparatus
missing or broken after a practical will be the sole responsibility of the class or students, who will
have to make good the damage by paying the cost of the replacement or repair of the apparatus.
The same requirement applies to the computer facilities available to students.

The decision of the Principal will be final in this matter.

LIBRARY

When not attending timetabled classes O Level students are expected to study in the library.

Books and other library resources must be returned by the due date. If a library resource is
required for a longer period, it must be produced to the librarian who will extend the period, if
someone €else does not requireit.

Some library resources due to demand will be on restricted loan. A few items such as computer
disks, audio visual materials and rare books are not available for loan but only for use in the
library.

Students who persistently fail to return books or other library resources on time will have
borrowing privileges withdrawn and a fine imposed.

If a student is responsible for a damaged or lost library resource that student will be required to
pay the cost of replacing the resource.
CONDUCT AND DISCIPLINE

Refer to the Parent Information booklet for a detailed discussion of this topic.

TUITIONS

If a student attends class regularly and undertakes the study tasks given by the teacher there is no
need to attend additional tuition classes. If a student does attend a tuition then in no way is thisto
interfere with the school study program. Time spent at tuition should not be counted in the home
study time recommended by the school.



13.0 PARENT TEACHER MEETINGS

Parents will be required to meet teachers twice a year to discuss the student’s progress. More
frequent contact between parents and teachers is encouraged.

See also this section in the Parent Information Booklet



SECTION 2

1.0

20

3.0

4.0

O LEVEL CURRICULUM

CIE REQUIREMENTS

The CIE program of O Level assessment is a subject based examination and as such there is no
particular requirement for a student to study either particular subjects or a specified humber of
subjects. There is also no requirement for subjects to be taken in one examination. Also students
may repeat subjectsif they wish to improve their grade.

CIE offers examinations twice a year in May-June and November however some subjects are only
available once ayear.

There are alimited number of subjects available under the CIE international O Level program and
in this respect it differs from the program available to students studying in England. However it is
recoghized internationally and students can proceed to further studies in almost any country upon
completion of these O Level examinations.

REQUIREMENTSFOR STUDENTSIN PAKISTAN

Students in Pakistan are required to study English, Urdu, Pakistan Studies, mathematics and
Islamiyat or Religious studies for non-Muslim students plus at least three other subjects. This
requirement is taken into account in setting the school requirements and in the number and range
of subjects offered at O Level. Entry to colleges and universities in Pakistan may be dependent
upon the completion of these subjects.

ST.MARY’SACADEMY REQUIREMENTS

Any student studying for O Level at St. Mary’s Academy is required to take what the school has
deemed as five core subjects and at least three elective subjects. Able students may be permitted
within the constraints of the timetable to take four elective subjects. This requirement ensures that
a student has sufficient background and can meet the requirements for undertaking either A Level
or FSc or FA upon completion of O Levels.

CLASS8 PROGRAM OF STUDIES

At Class 8 students do not have any choice of subjects. They are required to study English, Urdu,
Mathematics, Physics, Chemistry, Biology, Pakistan Studies and Islamiyat/Religious Studies. In
all these subjects thefirst part of the O Level program is taught.

In addition to these subjects all students participate in a physical education program and a
computer literacy program.

Toward the end of Class 8 students are given some introductory lessons in the elective subjects
offered at Class 9 to assist them, their parents and teachers in selecting the appropriate course of
studies.

At the end of Class 8 if a student wishes to transfer to the matriculation section he has met all the
requirements up to that time for the study of the matriculation science program offered by St.
Mary’s Academy.
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CLASS9AND CLASS 10 PROGRAM OF STUDIES

At Class 9 & 10 students are required to study the core subjects of English, Urdu, Pakistan
Studies, Mathematics (Syllabus D), Islamiyat/Religious Studies. In addition students must take
three elective subjects from a range of science and commerce subjects. Able students may be
permitted to take afourth elective subject but thiswill be dependent upon timetable constraints.

In addition the students are required to participate in a physical education and activities program
and are given access to computer literacy classes.

ELECTIVE SUBJECTS

The number and type of elective subjects are under constant review. However any changesinvolve
alead in time and parents and students are notified well in advance. The availability of a subject
may also depend upon decisions taken by CIE. The school will only offer elective subjects which
are available at the May- June examinations.

The actual choice of subjects available to a student will be subject to timetable constraints and a
minimum number of students electing that subject at Class 9. The school may aso place
restrictions on certain combinations of subjects in the interests of students making a wise choice.
For example a student may not at St. Mary’s Academy take A Level Further Mathematics unless
he has successfully completed O Level Additional Mathematics and Mathematics (Syllabus D).

Each year prior to students selecting their subjects the school provides written information for
students and their parents as to the subjects available and any particular requirements. Selection of
elective subjects is made on a Subject Selection Form that must be signed by the student and his
parents/guardian.

In choosing elective subjects the student’s interests and abilities need to be considered in addition
to possible options for further studies at A Level, FSc, FA and beyond. It is the responsibility of
the parents to check these before signing their son’s subject selection form. Asfar as possible the
school provides information and guidance in this area.

Once a student has selected and been assigned to elective subjects it is not possible to change
subjects therefore carefully selection is demanded.

COURSE OF STUDY FOR EACH O LEVEL SUBJECT

CIE provides a course of study for each course. CD copies of these syllabuses are placed in the
school library for the information of the students and may be borrowed. Students are encouraged
to make a copy of the relevant sections. The published course outlines the aims of the course, the
content and the method of assessment. In some instances it also indicates suitable reference
material. This material can also be downloaded form the C.I.E. web site.

It is the responsibility of the school to decide how the course will be taught over the given period
of time and the sequence of topics. In some subjects the sequence of topics may depend upon the
sequence of topics in another subject, for example the teaching of certain topics in additional
mathematics can only be done after the teaching of some topicsin mathematics.

In all science subjects practical work is done throughout the course.
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In addition to the published syllabus, CIE also publishes Examiners Reports after each
examination period. Copies of these are kept in the school library and are extremely useful
resource material during the final revision period. Copies of past papers and when they are
published, Examiners Mark Schemes are also available to students in the school library.

There is no one text that covers the syllabus for a particular subject. The school selects a number
of texts that students are asked to purchase. These appear on the annual booklist. Usually no
additional books are required in Class 10. In addition to these texts every student needs to make
use of the wide range of other books and material available in the school library. Often magazines,
newspapers and increasingly the internet are an excellent source of reference material for courses
being studied at O Level. For example in a subject such as economics daily reading of the business
section of reputable newspapersis essential.

ASSESSMENT

The final assessment for O Level is a series of examinations set and marked by CIE. For each
subject there are at least two papers. The style of paper depends upon the subject. There are
multiple choice papers, essay type papers and problem solving papers and for each science subject
a paper based on practical work athough thereis not a practical examination as such.

Prior to the O Level examinations the school provides to CIE a predicted grade for each student in
each subject. These are not incorporated into the final mark awarded by CIE. However they are
used if it is necessary for a student to apply for special consideration. In these circumstances both
the student’s particular school predicted mark and his ranking in the class group and the fina
marks of all students in the class compared to their predicted grades are important. The school
provides these based on a student’s performance over the course and are made after the final
school exams are held in March prior to the O Level examinationsin May-June.

Throughout the teaching of the various subjects teachers are assessing student work through
assignments, practical work reports, topic tests and each haf-year forma examinations are
conducted. Regular reports are provided to parents.

URDU

CIE provides two different courses for the study of Urdu. These are known as Urdu as a First
Language and Urdu as a Second Language. The latter is designed for students who have a limited
exposure to the learning of Urdu such as those who have studied abroad for a period. Urdu as a
First Language is similar to the FSc Urdu course.

CIE has indicated that they have no objection to any student opting to study Urdu as a Second
Language rather than Urdu as a First Language therefore this is now permitted at St. Mary’s
Academy. In Class 9 students will opt for one of these Urdu subjects but it is the responsibility of
the student and his parents to carefully check that a decision to take Urdu as a Second Language
rather than Urdu as a First Language will not create difficulties for further studiesin Pakistan.

Students opting to take Urdu as a Second Language need to have a very good command of English
as trandlation between Urdu and English is involved in the examination and students will not pass
if they merely make aliteral trandlation.



SECTION 3
SOME FREQUENTLY ASKED QUESTIONS

This section is designed to answer some of the frequently asked questions regarding O and A Level
studies. However the school accepts no responsibility for the accuracy of this material. It is the
responsibility of the student and his parentsto check with the concerned authorities/institutions.

1 WHY SHOULD | DO O AND A LEVEL

e O Levd isinternationally recognized and is the appropriate background for A Level studies
either in Pakistan or the United Kingdom.

e A Leve is internationally recognized by universities and other educational ingtitutions,
business and industry

o A Levd facilitates admission to a good university or college anywhere in the world

e |t provides students with a positive educational experience that equips them for further study or
employment. The course demands understanding and application of principles and concepts
and does not rely on rote learning.

e The syllabus and examinations are set by approved persons at the University of Cambridge and
papers are corrected by approved markers. There is strict security and papers are marked on
merit and are ageneral and genuine reflection of the student’s ability.

e Having an overseas qualification on your curriculum vitae can be an asset.

e There are no pre-requisites for any O or A Level subject and a candidate may appear as often
as he chooses.

e Examinations are available twice a year in May/June and November. However it should be
noted that some subjects are only available once a year. This availability can be checked in the
CIE Syllabus booklets.

2. IF1 DO OLEVEL DOI HAVETO DO A LEVEL

Whilst the majority of students who study O Level subjects go onto study A Level subjects also, it
is not necessary. After completing O Level it is possible for a student to apply for entry to college
to do either FSc or FA. Admission is based on marks awarded under an equivalence system and
students are required to apply for an equivalence certificate.

Sometimes O Level students find the adjustment to a different style of teaching and assessment at
FSc and FA difficult.

3. WHAT ISTHE DIFFERENCE BETWEEN O LEVEL AND MATRICULATION

Although for purposes of continuing study in Pakistan Matriculation and O Level are considered
equivalent there are differences between the two. The content differs somewhat and the style of
teaching and assessment are markedly different. The standard of O Level would be closer to the
standard of first year FSc or FA than to Matriculation. Also the O Level qudlification is



recognized world-wide whereas the matriculation course is limited to Pakistan and is not widely
accepted for admission to higher studies abroad without bridging courses.

WHAT ISTHE DIFFERENCE BETWEEN A LEVEL AND FSc

The A Level qualification is recognized world wide whereas the FSc course is limited to Pakistan
and is not widely accepted for entry to universities and colleges outside Pakistan

HOW DOESA LEVEL HELPIN COLLEGE/UNIVERSITY ADMISSION

Previously merit was determined by marks obtained in Board examinations. However increasingly
institutions are conducting their own assessments and admission is based on performance in these
testsplus FSc or A Level.

Observations reveal that for many courses students having completed A Level do much better than
those students with a background in FSc.

WHAT SUBJECTSAND HOW MANY SHOULD BE TAKEN FOR A LEVEL

The choice of subjects should be based on career options, a student’s interest and skill and should
keep as many avenues open as possible. There are no required combinations of subjects at A

Level.

Generally a minimum of three A Level subjects is required. Some able students may elect to do
four subjects.

WHAT ISAN ASSUBJECT
Itisthefirst year of an A Level subject but can be taken as a stand alone qualification.

In some instances for admission to University in Britain two AS subjects will be accepted as
equivalent to an A Level subject.

Some AS subjects are not permitted in combination at the same examination with some full A
Level subjects. See the CIE Handbooks for these details.

CAN I DO A LEVEL AFTER MATRICULATION

If a student has a very good matriculation result he may be accepted. However the different
systems of education means that the student would need to put in consistent and extra-ordinary
efforts to cope with the syllabus requirements of A Level.

Entry to some universities may require O Level English and mathematics. This would need to be
checked by any matriculation student contemplating A Level studies.

WHAT ARE THE MAIN REQUIREMENTS OF STUDY AT O AND A LEVEL

A student needs the ability to acquire self-discipline, self-motivation and good management skills.
At O Level and particularly at A Level the student must become less dependent on the teacher and
more an independent learner. The teacher should be seen as a guide, providing direction for your
study, assisting you when you have difficulty understanding. The student must be prepared to






