
2019
2020

ENKA PRE-SCHOOL
 

PARENT & STUDENT 
HANDBOOK





CONTENTS
1. Foundations of the School

Mission
Philosophy
Principles 
Board of Directors
Re-registration

2. Academic Program
3. Playground 
4. Assessment 
5. Calendar and School Hours
6. The School – Parent Communication

School Telephone numbers
Emergency Communication 
School Closings and Snowy Days
SMS Messages
Website

7. Daily Routines
Daily Arrivals
Daily Departures
Student Absences
Health
Service Buses
School Attire
Campus Restrictions 
Campus Visits
Birthday Celebrations
Food
Gifts

8. PTA
9. Health and Safety

Fire and Earthquake
Service Bus Emergency
Drinking Water
Food Services                  
Cleaning Services
School Health Department

Page
1
1
1
1
2
2
3
6
6
6
7
7
8
8
8
8
9
9
9
9

10
10
11
11
12
12
12
12
13
13
13
14
14
15
15
15



Pre-School Parent & Student Handbook Page 1

1. Foundations of The School
The Mission Statement, Principles, and Philosophy have guided the development of the school since its 
foundation. They are as follows:

Mission, Philosophy & Principles 
(Updated 2018)

Mission
To lay the intellectual and behavioral foundations that will prepare and motivate students to develop to 
the full extent of their capacities, and to employ the mental skills and ethical habits that foster freedom 
of thought and action, thus helping them be leading citizens of the world.

Philosophy 
ENKA Schools exist to further the ethical, physical, and intellectual development of children.

Our educational program promotes student-centered independent learning. It helps students to 
develop intellectual discipline through inquiry underpinned by knowledge. It teaches students to take 
responsibility for their actions and become independent learners.

We create learning environments that promote curiosity, investigation, and discovery. 

Students, teachers, and parents are encouraged to commit to the life and mission of the school, 
forming a community dedicated to a lifetime of learning and service.

ENKA Schools Principles 
Developing the Learning Community
We believe…

• In the centrality of learning rather than teaching; and
• In the richness of each stage of human development and the uniqueness of each person.

Developing the Individual
We believe…

• In the importance of character above all else;
• In a commitment to the best that is within each person; and
• Acting in the Local and Global Community.
• We respect all members of the community and diversity within the community.
• We recognize that the individual and the community are interdependent and have mutual 
responsibility.
• We advance the common good by serving the local, national, and international community.
• We commit to raising global consciousness among all members of the school community.
• We know, appreciate, and embrace the importance of bilingualism for the individual and the 
society.



Board of Directors
The following people serve on the Board of Directors of the school:

Dr. Esra Tara, Chair and Founder’s Representative
Alparslan Tansuğ
Onur Kaya

Re-Registration
Re-registration of our students who are moving up to upper classes is made according to that year’s 
announced admissions calendar. 

Re-registration includes financial and administration registrations. Information about re-registration is 
sent out to our parents in the second term.

To obtain forms or should you have any questions, please contact: 

Admissions Office 
Tel: 0212 705 65 00 Ext.: 6713 - 6714
Fax: 0212 276 82 94 – 0212 286 59 37
E-mail: admissions@enka.k12.tr 
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2. Academic Program
The primary years of a child’s life lays the foundation for the following years. The Pre-School is not only 
a place for preparation to basic education. It is where young learners meet peers, interact with one 
another, feel safe, learn and have fun.

The Pre-School program at ENKA Pre-School is designed to improve the skills that will enhance 
children’s physical, social and emotional development. We provide children with opportunities for 
intellectual exploration within a caring environment. This supportive contact will develop children’s 
self-esteem and self-respect. We are attentive to the different interests and needs of each child. 

The program is designed to offer children individual, small group, and large group experiences. Your 
child will be encouraged to share, take turns, observe and solve problems. As a learning community we 
value creativity, communication, understanding and mutual respect.
Education at ENKA Schools is based on active learning extending from the classroom into the 
community. Children explore themselves and the world about them, work together, ask questions and 
find answers.

In December 2005 we acquired the authorization to implement the International Baccalaureate 
Organization’s Primary Years Program. This program's aim is to provide an inquiry-based education of 
international standards.

The Ministry of Education curriculum is taught within the context of the six PYP themes:
 

•  Who we are
•  Where we are in place and time 
•  How we express ourselves
•  How the world works
•  How we organize ourselves
•  Sharing the planet

Under these themes, the inquiry units are prepared and it is aimed to bring up the students as world 
citizens. 

The IB Learner Profile Attributes are:

• Inquirers 
• Thinkers
• Communicators
• Risk takers
• Knowledgeable
• Principled 



• Principled 
• Caring 
• Open-minded
• Balanced 
• Reflective 

 
The parents are expected to understand and to support the implementation of our program, which 
includes the PYP's basic elements such as knowledge, skills, attitudes, concepts, and actions; and the 
development of the IB learner profile traits. Every year, seminars are held for the parents on this topic.
 
(Additional information is available at http://www.ibo.org/programs/)
 
Our education practices are also enriched with GEMS (Great Explorations in Math and Science), Math 
Their Way, and differentiated educational practices.

Our teachers participate in domestic and international conferences and ongoing professional 
development sessions so that our teachers can continually develop their expertise.

The English Program
There is a bilingual program in all grade groups and the children spend their whole day with the English 
and the Turkish homeroom teachers. The goal of the English program is to create interest and curiosity 
towards a second language and to create an environment where the children will be able to express 
themselves in English. 

Library
There is a large library in the Pre-School building that the students like and use actively. In this library 
they can check out books to take home every day. Each class has a library lesson once a week. Students 
also use the library at different times to conduct research and work with teachers.

Physical Education
Children are introduced to activities for the development of coordination, balance, and muscle control 
and for them to interact in group situations and play in a friendly way. The children attend P.E. lessons 
with sport shoes and track suits. Classes are taught in English.

Swimming
Our goal in the Pre-School for our swimming lessons is to ensure that the children learn basic 
swimming techniques.

We conduct our swimming lessons during certain periods within the school year at the pool located in 
the sports club. We ensure that our children can work in a safe environment with the swimming 
instructors at the pool. 
If a child has no health problem, we expect parents to encourage their children to participate in 
swimming lessons.
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Music
Together with their music teacher the children both use various musical instruments and express their 
creativity through rhythm and movement. Classes are taught in English.

Art
Many opportunities are provided for the children in their development of creativity, critical thinking, 
and aesthetic skills through the art activities. Classes are taught in English. In addition to the weekly 
classes, students work in art workshops in groups or individually.

Counselling
The Pre-School counsellor guides the children, teachers, and the parents. She attends lessons in the 
classrooms and observes each child. The Counselling program's main aim is to create co-operation 
between the parent and the teacher in order to help our students to have a positive learning 
experience. 

Field trips
In Pre-School, trips are organized throughout the year in accordance with research topics. Thus, 
children explore the world outside the classroom. When they return to the classroom, they conduct 
activities related to the trip. Written permission is obtained from the family prior to the trip.



3. Playground
The Pre-School has two playgrounds. One is at the front and the other is at the back side of the 
building. The children use these playgrounds twice (in the morning and in the afternoon) a day. The 
children are taken outside for fresh air and physical activity. Requests to stay in the classroom during 
recess time because of illness is not accepted; if a child is healthy enough to come to school, there is no 
reason for him/her to remain in the classroom at recess time. The children may use the playground 
outside the scheduled time table. 

4. Assessment
Child-Parent-Teacher Conferences (Portfolio Meetings) are organized within both school terms in the 
Pre-School. During this conference, children present their portfolio to their parents and teacher which 
contains work they have done in the classroom. 

In the Pre-School, the children receive a unit report card for each inquiry unit studied under the PYP 
themes. In these report cards, we share information with the parents about student development in 
math, Turkish, English, and other branch lessons. 

5. Calendar and School Hours
Pre-School hours are from 8:15 to 15:30. On Wednesdays classes finish at 14:30. In the first semester, 
the 3-year-old class will be at school between 08:15 – 13:00. In the second semester, they will be at 
school between 08:15 – 14:30. 

Work hours for other units in the school are between 8:00 - 17:00.
The 2019-20 calendar can be found on our web site.
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6. The School – Parent Communication 
Communication between the school and the parents is considered important in the Pre-School. It is a 
vital part of the school’s educational philosophy that we connect with our families and our community 
in the most meaningful way possible. ENKA Schools welcomes each child’s parent to actively participate 
in their child’s classroom at least once during the school year. All classrooms are open to our families 
and guests by appointment.

We create our classroom blogs using the Seesaw program. The Seesaw classroom blogs are online 
learning environments that reflect how our students have improved in their learning and allow us to 
give feedback and assessment to our students. The activities that our students experience in their 
learning processes and the opportunity to observe their learning journey online and to witness their 
progress are provided via the Seesaw platform. Teachers also use Seesaw to communicate their weekly 
targets and class notes to the parents.

Meetings and seminars which give information about the school’s educational program are organized 
throughout the year. 

Parents who wish to have a telephone conversation with classroom teachers may leave a message with 
the Pre-School office. Teachers will return calls as soon as they can.

Teachers hold individual meetings with parents in both semesters. You can make an appointment with 
our teachers whenever you need.

School Telephone numbers
Main Switchboard   (212) 705 65 00

Pre-School Administrative Office
Aslı Ellez ext: # 6607
e-mail: asli.ellez@enka.k12.tr

Other telephone numbers:
Pre-School Vice Principal  6602
Pre-School Counselling Service  6611
Health Department   6515
Business Department   6502 – 6503 - 6505
Admissions & Registration  6713
 



Emergency Communication
In the event of an earthquake or other disasters, if you are close to the school, please try to come to 
school. If you cannot, please be sure that we will be doing everything to ensure your child’s safety. 
Parents will be contacted at the most convenient time through a communication means such as 
telephone, web site, SMS messages, etc. and your child will be delivered into your care safely.

School Closings and Snow Days
• Please listen to announcements on television and radio for information about unexpected school 

closings. 
• If a school closing is announced after the students arrive at the school, announcements about 

closing will be posted on the website as soon as possible.
• Please do not call the school when closures are likely; this will jam our switchboard.

SMS Messages
Important news that concerns the whole school or the Pre-School, will be communicated to you via 
SMS within the limits of the messaging service. In case your telephone number changes, please inform 
the Admissions and Registration as soon as possible. 
 
Website
www.enka.k12.tr
ENKA’s website is a portal for the general information concerning the school. Specific updates about 
the calendar, events, and activities are sent directly to parents via our email newsletter system. 
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7. Daily Routines
Daily Arrivals
Parents may drop-off their children at the designated points before the lessons begin. They may park 
their car in the guest parking lot or the sports complex parking lot in order to escort their children to 
the school building.

All drop-off traffic is one way and must enter campus through the Main Gate and exit through the 
Sports Club Gate near the parking lot and tennis courts. Pre-School students are dropped off at the 
corner closest to the Pre-School where the road turns uphill towards the Sports Club exit. This drop-off 
point is staffed with security and staff for the safety of our children. 
The parents who have entered the school after 9:20 will not be allowed to leave from the top gate as 
the lessons would have begun; they will be allowed to leave via the main gate.

Daily Departures
Students who use the Pre-School service bus board the vehicles in front of the Pre-School building. For 
the students who come to school with private vehicles, the top parking lot is used and the parents can 
wait in the Pre-School entrance and pick their children up from school at 15:25. We do not allow 
children to be picked up before that time period as it negatively affects our daily education 
program. 

Private vehicles are allowed to use the front gate from 15:50 onwards. Parents who pick their children 
up in a private vehicle can park in the designated areas on campus between 15:50 – 16:05. Students 
who are picked up late for any reason will remain with the on-duty between 15:35- 16:00.

The list of people who have permission to pick up a student other than their parents should be via a 
written and signed document from the parent submitted to the administrative office. It is very 
important that the list is updated should any changes occur during the school year.

In case there is a daily change in the schedule of your child’s pick up:
* If your child will be picked up by you or someone that you authorize, and will not be using the 
service bus that day; or if your child will be using a different service bus, the parent should 
inform the administrative office by 13:00 that day via e-mail or via a written and signed 
document. The administrative office sends you a “received” message for these kinds of notes. If 
you do not receive such a receipt message, please contact the school via phone before the 
children’s departure time.

Student Absences
In case your child cannot come to school, please make sure to call Pre-School administrative assistant 
to let us know the reason of absence and predicted time of absence.



Health
If your child is ill, do not send him/her to school without the consent of the doctor. When children who 
are sick are sent to school, not only do they create the risk of infecting other children, but they are 
under the risk of catching new infections. For health and safety purposes, medication is not 
administered by the teachers and should not be kept in the child's bag. Any medication that needs to 
be administered to children who continue their treatment should be handed over to the School Health 
Department along with the information about dosage, time it needs to be administered, and the parent 
signature written on the medical information sticker given to you in the Open House file.

All illnesses that your child contracts throughout the school year should be communicated to the 
School Health Department by the parents. If any reports are taken from a doctor, a copy should be 
given to the school as soon as possible. After the evaluation of the Health Department, if it is deemed 
necessary, detailed information related to the illness will be sent to the parents via e-mail.

In the event of small accidents during the day, the parents will be informed about their child via e-mail. 
In the event a more serious situation occurs, the parents will be called and updated.

Service Buses
An annual contract agreement negotiated between the PTA, ENKA Schools and the Transportation 
Company (Gürsel A.Ş. for 2019-2020), establishes the operating guidelines of the transportation service. 
A copy of this agreement is available for our parents to review in the Business Office,

• An information card from the transportation company, indicating telephone numbers of the 
company, the driver’s name, and his telephone number is issued to each family before the start 
of the school year.

• All children must be available for prompt pick-up at their assigned time. No service bus will wait 
longer than 2 minutes at any given stop since delays accumulate along the route for others.

• ENKA Schools establishes behavior guidelines for children on the service buses that are indicated 
below.

We expect students to:
1. Be on time and not left behind.
2. Get on and off the service bus carefully.
3. Complete all eating and drinking before getting on the service bus.
4. Remain in their seats with their safety belt fastened.
5. Read, listen to music with earphones, and/or play alone.
6. Speak softly and with respect to others,
7. Be kind to everyone and help other children. 
8. Behave safely.
9. Take responsibility for any mistakes they make. 
10. Report unsafe behavior to the hostess or the driver.
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Note: No service bus changes will be made in the first two weeks of school in order to allow the bus 
routes to settle into place. For students who want to take a different bus to go to a different address, 
we would like their parents to provide transport for their child for the first two weeks. If your child is 
going to use another service bus other than his/her own bus, he/she will be accepted as long as there is 
a seat on that service bus.  

School A�ire
• The Pre-School students don’t wear a school uniform. They need to wear comfortable clothes 

which are appropriate for school. They need to be especially careful about this on days when 
they have gymnastics and swimming lessons. Comfortable clothes and shoes will help children 
take more responsibility for dressing themselves.

• Clothes without a name tag will be kept in the lost & found cupboard. At the end of each 
quarter-semester, the unclaimed items will be put in the school atrium. After this period any 
unclaimed items will be given to charity.

• Please make sure that your child has spare clothing in his/her bag throughout the year.
• Shoes must be easy to put on/take off and must be laceless. (Must not be slippers or flip flops.)
• Jewellery (necklaces, earrings, rings, bracelets) will not be allowed for safety reasons. 
• We do not allow toys to be brought to school. Children may bring toys only if they are asked to do 

so by their teachers as a part of the unit topics and projects. 
• All clothes, shoes, boots, jackets, and school bags should all be labelled with the student’s name. 

Campus Restrictions
The following items are not permitted and may not be used on the school’s grounds.

1. Weapons of any kind or toys resembling weapons carried by anyone. 
2. Tobacco products. 
3. Mace, explosives, fireworks, drugs, or alcohol.
4. Sharp or pointed objects.
5. Electronic toys, non-educational computer games, or action figure toys.
6. Cell phones that belong to the parents should be turned off while in the school.
7. Parents or their designated representatives (drivers, student aides, etc.) may not treat students 

negatively nor take sides or intervene in the affairs of students on the school campus. 
8. Students may not bring electronic devices (iPads, etc.) or valuable belongings to school.
9. No pets are allowed without the School Principal’s permission. Vaccination and health papers 

must be presented before pets are allowed to enter the school. The animal must be taken home 
at the end of the school day.

10. Students are not to chew gum while they are at school. Parents visiting the school are also 
respectfully asked to refrain from using gum.



Campus Visits: Security, Identification and Parking
Parents and guests are always welcome at ENKA. For reasons of security, parents and their 
representatives must display proper identification at all times while on campus, whether to pick up 
students or visit the school itself. Guests must present a photo ID in order to register. 

At the beginning of the school year, one ID card with the photo of your child will be given to you. Our 
parents or their representatives who want to pick up children must show the family’s entrance card as 
they enter a school building and before they pick up the student. In case you lose your family card, 
please get in contact with the Business Office.

There are plate recognition systems at the campus and school entrances for private vehicles wishing to 
enter the campus at the specified times. 

Parking for campus visits during school hours is available in the Sports Club lot near the tennis courts 
at the top of the hill. This area is not secured by ENKA Schools employees, thus parents use these areas 
at their own discretion and must accept responsibility for the rules, regulations, and warnings of the 
ENKA Foundation employees in charge. Visitors to the Pre-School can proceed down the roadway and 
enter the building through its main entrance.

Please do not park your automobile on the road to İstinye which connects to the main entrance of our 
school. This creates a problem because it blocks off the angle of vision in that area for the cars that 
arrive and depart from our school.

Birthday Celebrations
Due to health and safety concerns, we no longer allow cakes or snacks of any kind to be shared with 
the classroom for birthdays and other celebrations. We will celebrate all children’s birthdays in the 
classroom with their friends and teachers with singing and games.

Food
A snack is served in the morning and in the afternoon for the children. Lunch is served midday. 
Students go to lunch with their teachers. Every child is expected to taste food from all of the courses. 
The menu committee oversees the menu preparation along with a dietician. The monthly menu can be 
accessed through the school web page. Parents should not send in any food from home to share with 
others. 

Gi�s
Only handmade gifts by the children or flowers are acceptable gifts to exchange between faculty and 
children.
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8. Parents and Teachers Association
The ENKA Schools PTA was established to improve communication between the school and its families, 
and to provide a means of bringing the school and its families together for discussion of school matters 
and for social and cultural events.

The PTA is comprised of all ENKA parents and teachers. The PTA has an executive committee and 
subcommittees. These groups work in partnership with ENKA Schools. The Executive Committee of the 
PTA is elected annually at the beginning of each academic year by ENKA parents. 

9. Health and Safety
Fire Emergency Rules

During a Fire, teachers will act according to the following guidelines:
1. Stay calm.
2. After hearing the fire alarm, leave the building according to the evacuation plan.
3. If you are the first to see the fire in an area, shout loudly “FIRE IN THE…..” and press the fire 

alarm button.
4. If you and your students have to go through a smoky area, cover your mouth with a damp cloth 

if available and quickly leave the place. Stay low.
5. If you believe you can put out the fire by yourself, apply rule number 3 and then use the fire 

extinguisher.
6. Do as you are instructed and do not return to the building to collect personal belongings.
7. Do not use elevators.
8. Be ready to help extinguish the fire, if requested.

After a Fire
1. Check to see if you or students are hurt and seek first aid.
2. Remain outside the building.
3. Follow directions given by those organizing the evacuation.



Earthquake Emergency Rules
During an Earthquake, teachers will act according to the following guidelines:
1. Stay calm.
2. If you are inside the building, stay away from the windows and make a triangle with the help of 

an object. Tell others to do the same.
3. If you are outside, stay away from buildings, trees, and telephone and electricity lines.
4. If you are on the motorway, stay away from overpasses and bridges. If you are in a car, park in a 

safe area away from buildings and power lines. Stay inside your car.
5. If you are in an elevator, do not move. Wait for the elevator to reach the desired floor. Since 

elevators run with hydraulic power, even in the worst conditions elevators will go automatically 
down to the lowest floor at normal speed. 

After an Earthquake
1. Help students to leave the building according to the building evacuation plan.
2. Direct students to avoid walking on fallen materials.
3. Check whether you or the students are hurt and seek first aid.
4. Direct others not to use the elevators.
5. Direct others not to use the telephone unless it is urgent.
6. Turn off electric switches.
7. Check to make sure there is no gas or water leaking. Report any problems observed.

Service Bus Emergency Response Plan
1. The school service bus drivers are aware that the students in their care are precious. Be assured 

that they will look after the students if a problem occurs.
2. In case of a devastating earthquake while the buses are transporting students to or from school, 

ALL SERVICE BUSES WILL PROCEED TO SCHOOL. The gathering area for students will be the 
campus service bus parking area. Your child will be safer at school should a disaster happen. 

3. If an earthquake occurs while the buses are transporting students to or from school and it is not 
possible to return to school due to closed roads, then the buses will park in a safe place on their 
routes and wait for news or assistance. 

4. If an earthquake occurs at a time close to the departure of buses from school, then the service 
buses will remain in the parking area. When communication with city authorities is established 
and the safety of transportation routes are ascertained the buses will depart from school.

5. While crossing bridges and passing through tunnels our service buses will move as fast as 
possible according to the traffic flow. If needed they will wait until the route is clear and then 
move quickly.

6. Safe bottled water and light snacks will be provided and kept for emergencies on school service 
buses. 

7. The fuel tanks of the buses will be filled regularly.  
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Drinking Water 
Our school has water coolers in the hallways. We will make sure that the children come to school with 
their own water bottles and fill them in these stations as needed.

The running tap water in the schools is safe to drink. The schools’ incoming water is thoroughly and 
efficiently processed by a 5 level filter system, complying with Health and Safety Board standards. Tap 
water collected from the school is periodically sent to private labs and to Hıfzıssıhha labs for testing. 
Test results are announced on our web site. 

Food  Services 
The contract signed between the school and the school’s catering company YEMEKHANE for the 
2019-2020 school year sets out the principles of the food service. A copy of this contract can be seen at 
the Business Office. 

Cleaning Services 
Our cleaning company for 2019-2020 is A PLUS Temizlik. Like the catering, they work closely with the 
school administration to maintain very high standards of cleanliness.

Occupational Health and Safety Department 
Occupational Health and Safety Department is staffed by Dr. Ali Layık (ext: 6515-6517) and two nurses, 
Oya Dikmen and Hatice Köreken. The department is open between 08:00 – 17:00.

The nurses and the doctor are present at school between these hours every day. Our Occupational 
Health and Safety Department is responsible for all health and safety related issues at school. The 
parents who have newly enrolled to our school are expected to completely fill out the Health 
Information Forms. All our parents are expected to contact the health department in matters relating 
to their child's health, to report when medication is being used, and to advise of any health changes to 
allow for the medical staff’s follow up or intervention.

Important Notice 
ENKA Schools reserves the right to make any changes in the school calendar, weekly programs, and 
after school activities whenever this change is deemed appropriate and beneficial to the students. 
ENKA Schools will inform parents of these changes.
 





Poligon Mahallesi, Sarıyer Caddesi 121/1
İstinye 34460 Istanbul, TURKEY

Tel: +90 212 705 6500
www.enka.k12.tr

Istanbul ENKA Schools are nationally accredited by the Turkish Ministry of 
Education (MEB), internationally accredited by the Council of International Schools 
(CIS) and the New England Association of Schools and Colleges (NEASC), and fully 

authorized by the International Baccalaureate Organization (IB) to offer all three IB 
Programs (PYP, MYP, and DP).


