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Welcome to Rockville

a. Introductions

b. Agenda 



Getting Started 

a. Make lists of IB students (Diploma, Anticipated, Course)
1. Diploma 12th grade full diploma students
2. Anticipated 11th grade full diploma students
3. Course  students who are taking IB classes 

b. Prepare teacher meeting schedule



IA Calendar 

a. Get check in and due dates from all teachers
b. Map them out on a calendar 
c. Be sure to spread them out 
d. Beware of college application deadlines for seniors 
e. Emphasize the importance of all teacher using turnitin.com
f. You can set turn it in to do World Languages 
g. Consider use of a generic email for a calendar, EE and TOK 

especially if students will switch teachers 



IA Calendar Planning



Make IB Exam Calendar

Put the IB exams on the calendar
Put the AP exams on there as well so you know when there may be
Conflicts 
Put major due dates for teachers on there 

a. EE, TOK and WA upload due around end of 
February(IBMarch 15) 

b. IA and PG due to you around March 15 (IB April 10 )
c. Beware of spring break dates 
c. Moderation Samples due March 25 (IB April 20)
d. Art upload needs to be planned (IB April 30)



Exam Calendar



Fees 

Registration fee $172
Exam fee $ 119

Remember Diploma kids pay the registration fee once course 
students pay it every year they take an exam 

Check the scale of fees 



Data from the spring 

Make a data notebook with : 
a. overall results
b. component results
c. EE results
d. TOK results

Do data analysis 
a. data chats with teachers
b. order remarks or EUR by September 15 if needed
c. review moderation feedback 





Staff Supervision

Set up observation schedule
Create an observation tool
Determine if you will require unit planners
Determine how to integrate TOK and ATL  
Determine how to integrate international mindedness 
Determine how to integrate the Learner Profile 

More on this later 



Observing IB Teachers / PD



Exam Registration 
a. November 15 key date
b. January 15 next key date (exam fees are refundable the 

registration fee is not )
c. Beware of IB billing (always keep track of credits and payments 

and keep copies)
d. You must know the EE subject area to register Diploma 

students
e. All senior diploma students need to be registered for TOK and 

EE  or you will get error codes
f. Codes vs PIN
g. Verify all registration carefully (teachers, kids sign ) 
h. Tell it to renumber when you are done
i. Do it on IBIS or use Manage Bac (Beware of Total Registration) 



IBIS 

http://ibis.ibo.org


Registering candidates / course students

PIN Code Report on IBIS

User Guides on IBIS



Other Tasks on IBIS
a. Testing accomodations (Inclusive assessment)
b. D2 Adverse 
c. Advance Notice Requirements (Music)
d. Adding helpers
e. Uploading 
f. Finding Scaling Factors
g. University Transcript entry
h. Forms and Cover sheets
i. Moderation and Moderation Feedback
j. Entering IA and PG data
k. Uploading Moderation Samples 



Managing Exams
a. Read the handbook
b. Plan testing venue
c. Get proctor schedule ready
d. Make seating charts
e. Figure out how to deal with the calculator policy
f. Print data books ( you need to provide clean copies) 
g. Inspections 
h. Give kids their schedules (print from IBIS)
i. Make up exam policy 
j. How to get results 





Managing the Extended Essay 

a. The process
b. Supervisors ( how will you assign them ? )
c. The three meetings (who will do them ? ) 
d. Use of turnitin.com
e. Registration by subject 
f. Uploading ( who will do it , timeline ) 











Managing CAS

CAS outcomes
The three interviews
CAS projects
Elements of a CAS portfolio
Tracking it using Manage Bac or some other option 





Managing TOK

The TOK presentation and form 
The prescribed title  and three interviews
Uploading the titles 

a. who will do the interviews
b. who will upload (kids, teacher, you ) 
c. who will control for academic honesty



Assisting your staff

My IB 
The Program Resource Center
The Program Communities
The Facebook IB Coordinator group
New Curricula (Coordinator’s Notes)
Subject Reports
Scheduling of orals for Language  A and B and Visual Arts upload 
Training (ibo.org)



www.ibo.org/professional-development

IB Training -

search/registration



The Online Curriculum Centre (OCC)

FORMS / COVERSHEETS

http://occ.ibo.org


● Check assessment outline in 
subject guides

● Groups 1-6 review of rec’s
○ Gp 1-2:  orals / written tasks
○ GP 3:  investigations
○ GP 4:  labs - GROUP 4 project
○ Gp 5:  investigations
○ GP 6:  involved assessments (no 

formal exams but for music)

Course Requirements



Assisting Students

Academic support
Scheduling
Time Management
Celebrations 
Recognition 
AP vs IB 



The Basics:  Calendar of Duties (3)

January -
● Wrap-up EEs / ToK essays
● Teacher PD meetings 
● IA progress check-in
● Schedule requests / recruitment / middle schools?
● I am IB!  Publicity Campaign
February -
● eCoursework opens
● Film/Theatre/Art showcase
● Parent meetings for future DP students
● Check / share Coordinators Notes



IB Philosophy 

The M ission Statement
The Learner Profile  (Is it visible in your school ? )
Approaches to Teaching and Learning 

a. Do your teachers know what they are ? 
b. Are they purposeful in their use of them ? 
c. Consider using the reflection tool on the website

International Mindedness
Concurrency of Learning



Delivering PD for your school staff

Working with your staff development teacher 
and/or administration and department heads

Creating the concurrency of learning necessary 
for fullness of curriculum delivery

IB Coordinator as IB PD 

Facilitator



Program Review 

Every five years
Keep good records of training
You will need new course outlines (TOK and ATL ) 
Review your policies (make sure they are posted somewhere)

a. Acadmic Honesty
b. Special Needs
c. Language Policy
d. Assessment Policy 

Action Plan 



Program Evaluation - Self-Study 
(mySchool)

Share evaluation folder in google drive



The IB and College

Advanced standing 
The Good News Letter
IBMA College Fair 
Credit Policies 
IB transcripts in July 



Subject Briefs - on ibo.org (public site)



The Basics:  Calendar of Duties 

August/September 
● Verify students’ schedules (visit TOK classes/meet 

counselors) IB Student Registry sign-up (mySchool)

● Check Coordinators Notes (share with team)
● Share Subject Reports (how to process?/OCC access)
● Plan meetings (BTSN/data review/Unit Planners)
● Share IB Calendar of deadlines/forms with tchrs.
October -
● Register students (Paper/ManageBac/IBIS)
● Order Past Exam CD



The Basics:  Calendar of Duties 

November -
● Verify registrations before 11/15

○ Teacher verification / Family verification
○ Renumber candidates (D/A/C)



January -
•Wrap-up EEs / ToK essays
•IA progress check-in
•Schedule requests / recruitment / middle 
schools?
February -
•eCoursework opens
•Parent meetings for future DP students
•Check / share Coordinators Notes



The Basics:  Calendar of Duties 

March-
● March 15 - EE/TOK deadline eCoursework upload
● IA / PG requirement (depending on Spring Break)
April-
● Final exam preparation (train invigilators)
● Film/Theatre/Art showcase
● PG / IA due (extended deadlines in p 6)
● Receive and account for exams / store securely



The Basics:  Calendar of Duties 

May-
● Exams 
● College transcript requests / alumni info gathering
● PIN Code Reports
● Graduation regalia / end of year event
● Teachers give feedback on exams
● CAS deadline is June 1
June/July -
● Plan for next school year  (update website)
● July 5/6 - score release to you / students
● IA feedback - share results with staff
● Data review


