AHLAN WASAHLAN (WELCOME)

Dubai National School welcomes all returning staff and extends warm greetings to new teachers
who have faith that they can help our school provide quality education and a happy school life to our
students.

We want you to know that our administrative and support staff will do their best to serve your
professional needs and social interests. In return, we expect you to demonstrate to us, through
your actions, that you are serious in your performance and in developing good habits, correct
manners, and genuine concern for others.

Islamic values are foremost in our school life and relations. Therefore, you must never act or
behave in a way that casts doubt on the strength of your commitment to the faith of Islam.

Differences of opinion among people are common, and minor conflicts may arise. In all
circumstances, differences must be resolved through understanding, common sense, and mutual
respect.

This Staff Handbook contains material that is given to both parents and students in the
Parent/Student Handbook, as well as a summary of the procedures, policies, rules, and regulations
relevant to teachers. It also contains examples of some of the frequently used forms. Please read it
carefully to familiarize yourself with our system. Remember that our policies and regulations are
designed to ensure the smooth and effective operation of the school for the benefit of all concerned.

We wish you a happy and productive school year.

GOVERNING BOARD
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THE HISTORY AND HERITAGE OF THE U.A.E.

The United Arab Emirates is part of the Arab nation and indivisible from the greater Islamic society;
thus its heritage is part of the Arab-Islamic heritage in its widest sense extending across the whole
area covered by Islam. The heritage of the UAE has the same characteristics and attributes of this
wider Arab-Islamic heritage but has its own special features which are products of its location and
the way it has interacted with its environment.

There are many features in the heritage of the UAE which are in harmony with Arab-Islamic
heritage, the most important being: integration between the human and applied sciences; a work
ethic which gives equal status to productive work, regardless of its type, thereby affirming work as a
right and a duty for all members of the community; the confidence to make changes and ensure
their appropriate course, benefiting from the experiences of others, while at the same time affirming
the principle of discovery. These characteristics have enabled the people of the UAE to adapt to
rapidly changing circumstances and have given birth to a dynamic, ever-changing and evolving
society.

Among the major characteristics, and perhaps the most unique of this heritage, is the ability to face
harsh conditions in the surrounding environment, to make maximum use of available resources and
to react positively to the environment culturally and intellectually by contributing to it and benefiting
from it.

Also, in its unique way, this heritage has stressed a set of sublime moral values including
generosity, dignity, pride, personal integrity, respect for the elderly, protection for the weak and the
needy, support for the oppressed, truthfulness and fulfillment of promises.

——
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SCHOOL PROFILE

Dubai National School is a private, independent institution serving students from Kindergarten to
Grade 12 with an international American program of studies to meet the needs of the multi-national
community in Dubai. It was inaugurated in August, 1988. Its Strategic locations have been carefully
selected to serve interested students in Dubai and Sharjah.

DNS has now two branches with a total of 4500 students. It has enjoyed strong support from the
community since commencement in September, 1988 and has been accredited by NEAS & C since
2003.

Its High School Diploma is recognized by the Ministry of Education and can be equated with the
National Secondary Certificate (Al Thanaweiah Al- Ameh).

DNS embraces a commitment to high standards. There is a strong emphasis in teaching students
to live in the Islamic faith within the context of the American Education Program.

The school is governed by a five member Board of Trustees who are very ambitious and keen on
providing a first class education and facilities.

Teachers are recruited locally and internationally and the staff-student ratio is 1:9. Staff
development programs are continuously taking place.

Both students and faculty contribute to the international flavor of the campus and all share in the
rights and privileges without discrimination. This focus on diversity and excellence has earned the
school an outstanding record on preparing its graduates for university studies.

Traditional values such as patriotism, good discipline, respect for all and especially the elderly,
respect for religious beliefs, loyalty, Silat Al Rahim (family relations) & devotion to truth are highly
respected and integrated into the curricula.
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GENERAL OBJECTIVES OF NATIONAL EDUCATIONAL POLICY
Derived from the Basic Pillars of the U.A.E. Society

The General Aims of Educational Policy

In the light of the preceding principles, which have been derived from the basic pillars of U.A.E.
society, the general objectives of national educational policy are defined as follows:

1. To develop an integrated, individual character based on faith, behavior, professionalism
and performance.

2. To reinforce Islamic, Arab and national affiliation, in addition to cultural identity.

3. To stress the importance of Arabic as the medium of instruction.

4, To communicate with other cultures in accordance with the principles of Arab-Islamic
culture.

5. To meet the quantitative and qualitative needs of the society for human resources.

6. To extend compulsory education to the end of the secondary level (18 years).

7. To ensure equal educational opportunities for all citizens.

8. To diversify educational opportunities to correspond with the capabilities and needs of the
students.

9. To upgrade the quality, efficiency, and effectiveness of education, and ensure its

relevance to the present and future needs of the society.
10.  To provide high quality education in order to develop originality and creativity.
11. To intensify the use of advanced educational technology.

12. To establish a society of educators and educated citizens.
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A MESSAGE TO THE NEW STAFF

Dear Colleagues,

Welcome to our school.

In order to understand the philosophy and the practices of our school, the following information has
been provided to assist and guide you. Please read this handbook carefully and adhere to all

instructions and regulations it contains.

A new scholastic year is beginning and our responsibility is great. We have to inspire parent®
confidence because their children and their c h i | dedueatidn $s in our hands.

We must care for every child; the clever, the excellent, the lazy, and the weak. We have to follow
and carefully watch their progress, especially those whose level is not up to the required standards.

Respecting the child is the basis of our philosophy, of which we are justly proud. Remember, it is
strictly forbidden to abuse our students either physically or mentally. We are educating future
responsible adults, therefore we must keep our academic, moral and Islamic standards high. This
is how DNS will always be distinguished.

Our Prophet Mohammad (PBUH) has ordered us to seek education and learning from the cradle to
the grave. Hence, we are all expected to continuously search for self development.

May Allah bless you and help you succeed in your sacred mission and career.

SCHOOL BOARD
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MISSION STATEMENT

Academic excellence, as well as the physical, moral and spiritual development of every
student are our main concerns.

OUR PHILOSOPHY

The core of our philosophy has been derived from the basic pillars of the U.A.E. society and

from the General Objectives of the National Educational Policy.

The uniqueness of Dubai National School is through having Islamic beliefs and practices as
essential elements in its programs. The Muslim students are encouraged to practice the
Islamic faith within the context of the modern American educational system. They are
continuously instructed to have a spirit of religious tolerance. In brief we believe that:

1. Moral Education is primarily the responsibility of parents, then the school, the
community and the media.

Education is a continuous process as stipulated by our Prophet Muhammad.

3. Our international educational programs should be well organized to provide disciplined
and challenging education which will prepare students for post high school
opportunities.

4. "Each child, as a unique individual, regardless of his/her ethnic background, should
enjoy special protection, be given opportunities and facilities to develop physically,
mentally, socially and spiritually in a healthy and appropriate manner in conditions of

freedom and dignityodo as stipulated in our |
5. Academic emphasis should be matched and balanced with moral values, athletics and

arts.
6. Providing continuous opportunities for staff development is essential.
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OUR OBJECTIVES

x Provide suitable learning environment and facilities to help students discover and
develop their capabilities.

x Provide appropriate and updated educational programs to prepare students for their
further education.

x Provide proper educational materials and programs to enable Muslim students maintain
their Islamic values and practices such as patriotism, faithfulness, honesty, forgiveness,
respect for all, tolerance and the love to assist the needy.

x Encourage students to look after their physical and mental health as well as to adhere
to healthy eating habits.

x Hel p student s appreciate and preserve t hei
environment.

x  Provide all staff members with opportunities such as seminars, workshops and lectures
to enrich and develop their capabilities in technology, education and other aspects.
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DNS WORK ETHICS

Very important recommendations for all Administrators, HODs & Supervisors to maintain a
smooth operation.

Dear Colleagues,

We should always remember :

1 Respect for all.

1 Our main objective is to portray a Perfect Role Model.

1 Our responsibility toward our staff is to motivate them to get the job done in the smoothest
possible way.

1 We should always strive to facilitate their work and help them develop their capabilities and

be more organized.

1 We are part of a whole. We must coordinate our work with the concerned staff.

1 We should observe the chain of command. Respect ot her coll eague
duties and feelings. We can't take decisions for others.

1 Not to revenge, hold grudges, humiliate, discourage, disdain, degrade, overburden, overload,
antagonize or criticize our staff.

1 To be good listeners.

1 To feel and sympathize with our staff.

1 The more they respect us, the faster and smoother they will get the job done and properly.

1 To try to find the strengths in our staff and utilize them. Put all our effort to improve their
weaknesses.

1 We must perform our duties to our best capabilities because Allah has ordered us to do so
and instructed by our Prophet Muhammad A Sal |l a Al | ahu Al aNehlmust Wa
exert all our efforts to do every job as perfectly as possible.

1 We should not expect others to pay us back for our assistance. We are good, cooperative
and helpful because this is our way of life and not because we expect a favor in return.

1 That education is a heavenly mandatory duty.
comply.

1 All people will have to leave this world eventually. Those who will be remembered in a good

way, are only those who have been righteous, good to people, forgiving, sacrificing, cheerful
and respectful.

May Allah help us to achieve our goals.

MOHD. R. EL-MERABI
Director
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OUR CURRICULUM IN BRIEF

Our American curriculum combines a variety of studies and activities extending from Kindergarten
to Grade 12. English language is the medium of instruction in all scientific subjects for KG1 to
Grade 12. Arabic language is also taught to all students from KG1 to Grade 12.

Intensive English classes are provided for those with limited knowledge of English language. Extra-
curricular activities are important and offered within the school day and after school hours.
Computer, Arts, Physical Education, Electronics (Boys only) and Home Economics (Girls only) are
also offered within the curriculum.

DNS Al Barsha branch has accreditation through NEAS&C (New England Association of Schools &
Colleges since 2003) which confirms that the school is offering quality education.
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EMPLOYEEOGS | NEGRATIONS R

1. Before being legally & officially appointed, new teachers are requested to do the following:
a. Hand in their legal documents to the Head Secretary.
b. Read school regulations & sign for accepting them.
C. Pass an interview at the Ministry of Education.
d. Arrange for acquiring a Labour Card. Teachers who are not sponsored by

the school should shoulder the cost.
For further information, please consult with the Head of Secretary.

Official Working Hours For Employees Are As Follows:

Administration 7:30 a.m. to 3:00 p.m.
Teachers 7:30 a.m. to 2:30 p.m.
KG Department & G1 7:30 a.m. to 2:30 p.m.
Notice : Working hours may change according to the

Work System:

All employees must strivet o enhance the school 6s reputation.

1. Teachers are contracted to teach 27 periods per week. Salaries of those who wish teach 24
periods will be adjusted accordingly.

2. Teachers are requested to check in and out for their daily attendance. Violators will be held
responsible.

3. Gossiping as well as engaging in any political discussions or in any other subject which may hurt
others' feelings are not allowed in the school.

4, Teachers of scientific subjects are obliged to speak English language inside the classrooms. No
other languages should be used inside classrooms.

5. Collecting donations for charities is not permitted in the school without the Principald s appr o\

6. Respect for colleagues and for all is required. Quarrels and violence among teachers will not be
tolerated.

7. Supervision of students is mandatory in the morning assembly and during breaks. No teacher is
excused. (Exceptions need the Principal bds wr

8. Supervision at the bus parking areas is a must and according to a timetable.

9. Dress Code: Female teachers are requested not to wear short skirts (at least below the knees),

transparent or tight clothes, sleeveless blouses or without collars, or tight pants. Islamic tradition
and culture must be respected. Male teachers must dress up decently and formally. Jeans are
not permitted. Gel and jewelry are also banned.

10.  Smoking is strictly prohibited. Violators will be suspended.

11. Social talk, eating or drinking is not allowed in the library.
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12. Boys and girls are not allowed to mix inside the school or at the gate. Hence, teachers are
expected to help in the supervision.

13. Telephone calls, except in an emergency, are not permitted. Any phone calls received will be
noted and given to the person concerned prior to leaving the school. Mobile phones are not
allowed inside the classrooms or during private lessons or in the hallways.

14. T e a c htenetable@s and programs are determined by the administration. No changes will be
made unless they are in the interest of the school and students.

15.  All training courses and workshops provided by the school are free of charge to those who have
completed five (5) years with the school. Others will be charged Dhs. 1000/- per workshop.

16.  All school circulars will be posted on the bulletin boards inside the teachers' rooms.

17 Private tutoring inside or outside the wrdténool
consent. Fees are determined by the administration. Teachers are required to complete the
special forms before any lessons are given. Violators will be severely penalized. The following
actions will be taken:

a) Final warning letter.

b) One month salary deduction

C) Inform the Ministry of Education

d) Recover all collected fees and refund it to the parents.

e) Announce the teacherd@dsromams.in the teacher

18. Increments in salaries are not given yearly but accordingtot h e t e gefhrmances

19 Birthday parties or other parties are not all/l
written approval.

20.  Gifts or presents should not be accepted wi t hin the school 6s campus

21. Teachers are kindly requested not to give gifts or presents to any administrators.

22.  Saturdays are working days when requested. There will be a rotating shift every Saturday. Each
teacher is expected to attend once every month.

23.  Attendance at school meetings is required and punctuality is appreciated. Tardy or absent
teachers without acceptable excuses will receive salary deductions.

24.  All teachers must attend the meetings scheduled by the Heads of Depts. or the Administration
and follow the instructions given.

25. Teachers are requested to adhere to the exams & grading system and to the tentative calendar
set by the administration.

26.  Two different sets of quizzes & tests must be prepared. Students may not repeat a test without
the consent of the Head of Department, the Supervisor, Asst. Principal and the Principal. A new
test must be prepared.

27.  Allinternal regulations and any new ones must be strictly observed.

28.  Tuitions, discounts grantedt o t e a ¢ h e mMmaybe terrhinatedifrthe teacher proves to be
incompetent.
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Dealing With The Students:

1. The first meeting with your students is extremely important, particularly with the new
students. Please try to remove any tension they might have and put them at ease.
2. Please help in training students to conduct themselves and behave according to our Islamic
values. Stress on honesty, faithfulness, cleanliness and other virtues.
3. Corporal punishment is strictly prohibited as well as insulting or humiliating any student,
regardless of age. The administration will not tolerate any violators. Strict actions will be taken
immediately.
Teachers must handle all kinds of conflicts between students in a positive and constructive way.
Ensure that students bring their books and supplies to school everyday.
All letters to parents should be approved by the Supervisors.
Students are not permitted to bring any musical instruments, mobile phones or cameras without
the administrationds approval
Students are not allowed to sell or buy from each other inside the school.
Tardy students need a permission slip to enter their classes.
0. Students are not allowed to enter their classes if they are not wearing a school uniform without the
Supervisor.0s approval

No ok

B © ©

Vacation System / Sick Leaves / Tardiness:

1. Sick leaves must be approvedby t he school 6s edbpthet Supervisonsd appr c
Asst. Principal and the Principal.

2. Emergency leave must be approved by the Asst. Principal.

3. In case of emergencies, where teachers are forced not to come on time, they should call the
school at once and report the reason of their tardiness or absence.

4, Those who will be absent must prepare the worksheets / lessons to be taught in their

absence and submit them to the Head of Department for approval and then hand them to
the Dept. Supervisor.

5. Teachers may be allowed up to three (3) hours per month of late arrival time due to
emergencies, early leaving, or temporary leave during the working hours. A fraction of an
hour is considered one hour. A quarter day salary will be deducted if the total exceeds 3
hours. Late morning arrivals will be considered as part of the three (3) hours.

6. Those wishing to leave during working hours are requested to fill-out a request form and
obtaintheSuper vi sor 6s andign&tesest. Principalds

7. The administration reserves the right to take stricter measures in case of recurrent
absences.

8. Summer Vacation will be paid in full after completing 6 months of continuous work, provided

you joined school on the 1% of September. If you begin after the 1% of September, you will
be compensated proportionally.

9. Teachers may apply to leave for Hajj by completing a special form and according to
DNS special regulations.
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* Teachers who dondédt comply with the atbrandalsor e gu
a salary deduction.

The school has the right to add, cancel or modify any of the previous regulations, if necessary.

These regulations are supplemental to the work contract of employees of the school and do not
conflict with the rules prescribed and followed by the U.A.E. government.
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4)

5)

EXCLUSIVE CONTRACT FOR THE TEACHERS & ADMINISTRATIVE

STAFF IN THE PRIVATE SCHOOLS

The first month of employment shall be treated as probationary during which period the
second party shall furnish all the required certificates of qualification and experience to
the First Party and, unless either of the parties informs the other party during the

probationary period, the contract shall be deemed to have been effected automatically.

Two mont hdéds noti ce s h gleloretheecomgpietior af thebagademict h e r
year, if either of the two parties do not want to renew the contract. In this case, the
contract shall be automatically renewed and be binding to both parties.

(A) In case the First party decides not to renew the contract with the second party, the
former shall inform the Ministry of Education describing reasons for non-renewal and the
second party shall be informed of it two months prior to the expiry of the contract and only
after obtaining permission from the Ministry of Education.

(B) In case of termination of the contract by the employer during the academic year, the
employer shall pay the employee one months additional compensatory salary after
fulfilling conditions laid down in clause A.

(C) If the second party chooses to leave the school before the expiry of the contract, he /she
shall inform the school authorities in writing two (2) months before the effective date of
his/her resignation. In the case of immediate employee resignation, he/she should
compensate the school the equivalent of one month of his/her salary.

(A) The teacher 6s maxi mum sgeventytawd (72) omasbhti ng hou

he/she shall be present on the school premises during the working hours of the school.

(B) The maximum working hours of the Administrative staff of the school should be eight
(8) hours.

During the period of his/her work, the second party shall perform the following
assignments as per this contract:

(A) He/she shall strive, to the best of his/her ability, to uplift the image of the school and
he/she will work as per the rules and regulations of the Ministry of Education U.A.E.
within the limits of the nature of his/her work.

(B) He/she shall participate in the educational activities organized by the Ministry of
Education or any other authority, in co-ordination with the Ministry of Education U.A.E.

(C) He/she shall not take another regular employment, unless he/she obtains written
approval from the employer.
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6)  During the academic year, the teacher shall be entitled to maximum six (6) days
emergency leave, which cannot be enjoyed for more than two days at a time, for reasons
deemed necessary by the school authority.

7) A female employee shall be entitled to forty five (45) days total maternity leave with full pay
afterorbef ore confinement, after having putThe n one f
employee who has not completed this period shall be entitled to forty-five (45) days leave with

% (half) pay.

8) (A) A teacher is entitled to two (2) weeks paid leave during half of the school year and the
Administration Staff are entitled to one (1) week paid leave.

(B) The teacher shall be entitled to sixty (60) days of summer vacation with full pay and the
administration staff are entitled to forty five (45) days with full pay. If the school authorities require
the services of the employee during the summer vacation, the employee shall be asked to do
so in writing and the school shall pay him/her double salary for this period.

9) The school shall not issue any rules contrary to this agreement.

10) This contract does not forfeit other legal rights of the employees mentioned in the rules and
regulations of the Ministry of Education or the Ministry & Youth of Labour in the U.A..E.

Teacher 6s Name

Signature :

Date :
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LEAVES, ABSENCES, VACATIONS AND END-OF-SERVICE

Leave of Absence

During the academic year, the teacher shall be entitled to a maximum of 6 days casual leave, which
cannot be enjoyed for more than two days at a time and only with an excuse acceptable to the
school administration. If the employee remains absent from work for 7 days continuously, without
any plausible reason, the employer is empowered to terminate the services of the teacher without
any notice.

Maternity Leave

A female teacher, with one full academic year service, shall be entitled to 45 days total maternity
leave, with full pay, after or before confinement. The teacher who has not completed this one year
service period shall be entitled to 45 days leave with 1/2 (half) pay.

Summer Vacation

The teacher shall be entitled to two months continuous summer vacation with full pay. If the school
authorities require the services of the teacher during the summer vacation, the teacher shall be
requested in writing, and the school shall pay him/her double salary for this period. Administration
personnel are entitled to 45 days continuous summer vacation.

End of Service Gratuity

The provisions of Federal Law No. (8) of 1980 shall apply with regard to the end of service gratuity
as well as to the other conditions not provided for herein.
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PLEDGE

I, the undersigned, , promise to comply with all

school regulations, take the following scholastic issues into full consideration and

apply them during my work at Dubai National School:

Exert all my efforts to protect and enhance the good reputation of this school.
Carry out my duties with dedication and abide by all the school regulations.

Respect the feelings of my superiors, colleagues and students.

w0 NP

Wor k toward achi evi njertive whieh isstree moral, [psychologieal,
educational and healthy well being of students.

Be kind and never treat my students harshly or disrespectfully.

Address my students appropriately and by their names.

Enhance among my students the spirit of intimacy, friendship, cooperation and love.

Instill the ideal Islamic teachings in my students.

© o N o v

Safeguard my students and treat them exactly as | do with my own children.

n ob

10.  Participate in all school activities when requested and offer constructive suggestions for the

studentsodo devel opment.

11.  Accept all positive criticism from my superiors and exert all my efforts to develop my
capabilities to better myself.

12. Be present except in emergency cases.

13. Adhere to my timetable and to the duty supervision table.

14.  Attend all regular and emergency meetings when requested.

15.  Strive to be a perfect ROLE MODEL for my students in all aspects.

Signature :

Date :
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NEW TEACHER EDUCATIONAL QUESTIONNAIRE

Name :
Date :

Please answer the following :

1. Why did you choose to become a teacher?

2. Have you been a successful teacher or do you expect to be so ?

3. Are you ready to accept guidance or criticism ? Explain.

4. How do you deal with lazy, troublesome students?

What kind of punishment would you prescribe?

5. What do you think of physical punishment as a means of punishing students. Discuss.
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6. If you notice two students exchanging written notes and laughing during your

lesson, what action would you take?

7. If a student tried to be funny during your lesson while you were explaining, what

action would you take?

8. If a student addresses you in an improper (insulting) way, what would you do?

9. If you were asked to carry out extra work in school, which you did not think was

necessary, what would you do?

10. What do you do if there are school rules and regulations which do not meet your approval?

11. If your Supervisor refused your suggestion concerning a task you were asked to do,

how would you react ? What would you do ?
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12. How do you evaluate yourself and your work?

13. Do you openly complain about work and publicly discuss your work problems?

14. Are you optimistic or pessimistic? Explain.

15. Do you always keep a smile ? Why? What effect does this have?

16. Areyouwillingtoacceptaschool 0s dmeqisd? code

17. Are you organized in your work? Explain.

18. What do you think of break duties?
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19.

20.

21.

22.

23.

24.

How i mportant is a personb6s physical appearan

Do you like to participate in field trips or social activities with your students?

Are you ready to pursue further education and enroll in training courses if provided by the
school?

Whatisthemost i mportant t as Rdistadcordingto griariies.er 6 s wor k

How would you react to a parent who is disrespectful ?

Do you undertake not to insult or hit a student no matter how bad he/she behaves and will

be ready for any measures taken by the administration?

Thank you for answering the above questions so openly.

We wish you success.

Signature :
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SCHOLARSHIP FOR TEACHERSOCHILDREN

Schol arships ar e n o Henemheyaye not automdtielly granted. Allg h t .
teachers are required to read the regulations concerning their children& discounts and
scholarships. Their discounts may be discontinued or collected backd e pendi ng on
evaluation and other conditions.

Please find below the new discount scheme and regulations concerning your children 6 s di scoun
which will be as follows:-

1% year 25 % for all the children
2" year 30%
3" year 35 %
4™ year 40%
5" year 45 %
6" year 50 %
7" year 55 % for 1* child and 50 % for the other children
8" year 60 % for 1% child and 50 % for the other children
9" year 65 % for 1% child and 50 % for the other children
10" year 70 % for 1% child and 50 % for the other children
11" year 75 % for 2 children and 50 % for the other children
12" year 75 % for 2 children and 50 % for the other children
13" year 75 % for 2 children and 50 % for the other children
14" year 75 % for 2 children and 50 % for the other children
15" year 75 % for 2 children and 50 % for the other children
16" year 75 % for 3 children and 50 % for the other children
Please note:
The employee will not get the granted discount in the following cases:-
If the employee leaves the school If the employee leaves the school by
During the.. | during the academic year, he/she will | the end of the academic year, he/she
pay backé wi | | pay backe.
1% Year the granted discount. the granted discount
2" year the granted discount for the first and | the discount granted for the current
second years. year.
3" year the discount granted for the second the discount granted fro the current
and current year. year.
4™ year the discount granted for the current 50% of the discount granted for the
and the preceding year. current year.

5" year the discount granted for the current 50% of the discount granted for the
year and 50% of the discount granted | current year.
for the preceding year.

6" year the discount granted for the current nothing.
year and 50% of the discount granted
for the preceding year.

7" year the discount granted for the current nothing.
year.
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1. If one of the working parents decided to leave the school, the amount of discount for that
year will be adjusted according to the number of years the other parent has spent at the
school.

2. All these regulations will be cancelled if the employee violates any of the school
regulations and/or the UAE labor laws.

3. Discounts will not be granted to the students when :-
a. He/she leaves the school during the school year.
b. He/she fails because of his laziness or his bad behavior.
C. He/she leaves the school for any reason and wishes to come back.
4. All discounts are subject to:
a. The teachersdé6 evaluation.
b. Academic competence.
C. Cooperation with colleagues and seniors.
d. Attendance, absence and tardiness
5. Discountsar e granted to employeesd children who |j
Grade 1. Upper |l evel childrenés discount wil
regulations.
6. The discount for support staff suchas:- Assi st ant Teachdes,s, Teache

Administrative Assts. Drivers and workers is calculated as follows:- 15% during the first
year and an additional 5% each year for a maximum of 50%.

7. Part time Special Classes Teachers will have a special arrangement.

Teacher 6s Name

Signature :

Date :
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STAFF DEVELOPMENT

Purpose

The purpose of staff development is to enable staff to increase their academic level. Thus, the

students enrolled in the school will benefit.

Staff development and motivation is important to the success of our school. Therefore, active
participation in formal and informal staff self-development is required.

The school governing board vests in the principal the authority and responsibility for assessing staff
development needs. The coordination, conception, planning, design, implementation and evaluation

of all staff development programs should be linked to advancing the goals and objectives.

The school Governing Board policy shall provide a portion of its budget for a staff development plan.

Strategies

The Governing Board shall give its support to make this project successful.
Once a year, staff will be surveyed to determine their current needs. Training, lectures,
courses and workshops will be provided to meet those needs.

)l
)l

1 Atrticles that deal with technology integration and the best technology practices shall be

passed out to staff.

1 As strategies for getting ideas, teachers shall examine projects completed, visit suggested
web sites and look at already developed lesson plans on the web to determine what kind of

projects they could develop.

1 Teachers will consult and collaborate with knowledgeable technology teachers in or outside

the school to find the best ways of implementing their lesson ideas.
Teachers shall include technology in their lessons and lesson plan.

= =4

attend all courses, lectures or workshops planned or recommended by the school.

Teachers will be encouraged to do research in topics according to their interests. They shall

1 The Governing Board shall allocate Dhs. 100,000.00 annually to the staff development plan.
Also, the principal shall have the authority to spend more if deemed very important, after

consultation with the Governing Board.
1 All staff members should be praised for their self development attempts.
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Objectives

Staff shall be able to:
1 Demonstrate use of word processing and internal facilities.
1 Integrate technology into the curriculum.
1 Use technology to make presentations.
1 Learn Internet access.
1 Show proof of self-development as a main issue in their career life.

Procedures

Organize computer courses for teachers. Each Head of Department shall request his teachers to
submit lesson plans using web resources to demonstrate integration of technology. Each HOD
shall be responsible for developing his/her department and for providing his/her staff with training,
workshops and support.

The principal shall send a circular to all staff requesting them to do research papers according to
their interest.

These papers may be discussed in a general staff meeting.

Also, copies of the papers should be shelved in the library and should be announced to all through
a circular containing all researched topics.
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GUIDELINES FOR SUPERVISORS

The supervisors shall take a shared role in the establishment and maintenance of appropriate
discipline in the school and in the enforcement of the Code of Conduct in accordance with the
following guidelines.

Each supervisor shall:

A. Prior to the start of a school year, meet with the teachers in his/her department to
review the Code of Conduct and make any needed changes or additions. The supervisor
should also establish a plan which will ensure that all members of the staff understand what it
says and agree to a common approach for supervising and disciplining students.

B. In concert with the teaching staff, devise and implement a plan whereby students are
made aware of the Student Handbook or Regulations.

Sinceitisineveryone s best iIinterests to have parental
student behavior, the plan should also ensure that parents are aware of :

a) The Code of Conduct.

b) The school s disciplinary procedur es.

c) The process for communicating their concerns to the school.

d) The actions they can take to provide support for proper student behavior and attitudes.

Each supervisor shall also:

A. Give top priority to counseling any teacher on a disciplinary situation when requested.

B. In concert with teachers, plan and conduct workshops or hold meetings on classroom
management, discipline procedures, follow-up, and any other strategies which will
help staff use effective positive discipline.

C. Provide for supervision of all school-sponsored activities.

D. Refer any parent concerns about student conduct and discipline to the appropriate
teacher as the first step in resolving their situation.
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GUIDELINES FOR TEACHERS

Teacherd sffective, purposeful and well-planned activities are pre-requisites to good discipline.
Most students will exhibit Agoodo behavior when
fair and supportive of school policies.

The following quidelines should contribute to effective discipline:

A. Establish fair, workable, consistent and educationally-productive procedures by which
the classroom and other areas of learning will operate. These should be based on an
analysis of the program and the maturity level of the students (their needs, abilities
and interests).

B. Plan and conduct learning activities that contribute to accomplishing specified
objectives and goals, stimulate and encourage application of thought, and require the
active participation of the students.

C. Note that long and frequent activities of data-gathering through lectures, readings,
film, etc., without planned opportunities for students to process and apply the
information, can lead to boredom and indifference i a seedbed for discipline

problems.
D. Help set the tone for good discipline by modeling the behaviors expected of students.
E. Inform students of the high expectations regarding discipline and persist in their
fulfillment.
F. Initiate parental contact where appropriate and necessary.
G. Support supervision in disciplinary matters and avoid undermining the supervisory
guidelines . Do not #fAbl amed the school or coll eague
H. Agree with your students or a set of rules and regulations and post them in the

classroom where everybody can read them.

KG Teachers

The KG Department is the foundation of our school and in order to ensure its success, will you
please take special note of the following:

1. Donét ever | ose your temper while working wit
2. Dondét scream or threaten them to get thtomegs d
3. Be firm, fair and loving towards all your students.
4. Educational games are very effective method of teaching at this age, so be creative and
inventive.
5. Make sure you evaluate your students monthly and plan a follow-up program especially
for the weak ones. Give intelligent students additional work.
6. Be especially careful of the students security. Check that doors which should be locked are
locked.
7. Never leave your students unattended, not even for a second.
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8. Check that every buanttashat udeetsesndsdoande | ea
class before the appointed time.
9. If a student has an accident, take him/her immediately to the KG supervisor who should
consult the school nurse for advice and instructions.
10. Puppet shows are always presented in classes in order to teach a concept.
11. Please ensure that your children are taught table manners, some important self- hygiene,
Islamic greetings, etc.
12.  Check daily for cleanliness; fingernails, hair (lice) etc. No jewelry is allowed.
13. Please discourage your students from bringing sweets, chocolates, fizzy drink
(Coke/Pepsi) chewing gum, eggs and milk. No glass bottles are allowed.
14. Donodét discuss any student with a parent maet he
an appointment at a suitable time, when the student may then be discussed.
15.  No child is to be handed over to anyone who is not on your written list of parents/
guardians.

DNS Staff Handboof2010-2011)
Page28



PRI NCI PALOS ADMI NI STRATI VE GUI |

Respect for regulations and for those persons in authority shall be expected of all students.
Respect for the rights of others, consideration of their privileges, and cooperative citizenship shall
also be expected of all members of the school community.

Respect for personal property, pr i de i n ,achewrmsentwidhrikn t he range of o1
and exemplary personal standards of courtesy, decency, and honesty shall be maintained in the
school.

The principal shall establish procedures to carry out Governing Board policy and philosophy, and
shall hold all school personnel, students, and parents responsible for the conduct of students in
school, on school premises and on school vehicles.

The principal is authorized to take immediate actions against those who may carry dangerous
weapons. Students are required to report knowledge of dangerous weapons and threats of
violence by students and staff to the Department Supervisor. Failure to report such knowledge may
subject the student to immediate suspension and potential expulsion from school.

Discipline on school vehicles shall be the responsibility of the driver and transportation supervisor
on regular bus runs. When school vehicles are used for field trips and other activities, however, the
teacher, coach, or advisor shall be responsible for student discipline. If a student becomes a serious
discipline problem on the vehicle, the principal may suspend the transportation privileges of the
student.

The rules and provisions of the Student Code of Conduct shall govern student conduct. This Code
of Conduct shall be reviewed annually.

All professional staff members are requested to be on the alert for any student behavior which is in
violation of school regulations. Students should behave in a manner that will be a credit to the
school and themselves.

A record of a st,asdvellrag disaplinary actioesnsdspendions and expulsions may
be made a part of the studentds record until hel

No student is to be removed, suspended, and/or expelled from an activity, program, or a school
unless his/her behavior represents misconduct as specified in the Student Code of Conduct and
approved by the Disciplinary Committee.
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AUTHORITY OVER STUDENTS

Punishment for breaking School Rules

For the purpose ofthis pol i cy and the principal s administra
shall apply:

A Sus p e n shalbbe the temporary removal of a student by the school principal
from the school program for a period not to exceed fourteen (14) days.

A Epcu | s i shall be the removal of a student from the school. Any student who
brings a firearm to school shall be expelled completely or temporarily depending on
the case. The principal may reduce the punishment for reasons justified by the
particular circumstances of the incident. The principal shall report all expulsion to the
School Governing Board.

All serious problems resulting from misbehavior, discipline or violence, shall be reported to the
Ministry of Education. Thus, no student shall be expelled without the consent of the Ministry of
Education.
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BASIC PRINCIPLES FOR SUCCESSFUL TEACHING

1. Educate the whole child. The child is not just a mind to be instructed. He is a physically,
socially, emotionally, ethically and intellectually growing person. If his potential is to develop
to its fullest, he needs learning activities which challenge his emerging interests and abilities
in all areas.

2. Informality, flexibility and democracy are the essentials of any program. Children need
confidence in their own abilities and achievements. Therefore, they need every chance to ask
guestions freely, confer with other children informally, share in planning their individual and
group activities, take on personal responsibility for group projects and help to judge the
results of their efforts. This requires that the entire classroom atmosphere be friendly and
democratic, as well as informal and fl exi bl
abilities. Interviews, excursions, surveys, service projects, camping, work experiences and
extended field studies are planned to suitably meet the needs of each student. Every student
who participates can discover facts and report findings valuable to the group. Confidence is
built as the child contributes to the achievement of the project.

3. Capitalize upon present pupil interests. The teacher must discover the students interests and
then help in developing these interests. Every student is interested in his community.
Beginning with these immediate interests, it is not hard for the alert teacher to stimulate the
class concern about existing problems in their community.

4. Make learning experiences vivid and direct. Students should be able to apply what they learn
from books through doing, in order to understand the whole problem. Stress problem solving,
the basis of functional learning. Every chance should be given for  pupils to discover, define,
attack, solve and interpret both personal and social problems within the limitations of their
present abilities, interests and needs.

5. Provide for the achievement of lasting pupil satisfaction. Students who dislike their work learn
little from it. Show that every effort will achieve success, personal satisfaction and
intellectual, emotional and social growth.

6. Let the curriculum mirror the community. The community should be used as a living

laboratory. Learning situations must reflect life in the pupils own community if they are to be
most effective. It is essential that the core of the curriculum directly reflect the  basic social
processes and problems of the community.

7. Recognize each student as a unique individual with different abilities, interests, needs,
attitudes, learning styles, learning rates, growth and development functions.

8. Foster self-criticism and self-evaluation. Help children discover where they have failed
and where they have succeeded.

9. Encourage initiative and dondét be autocrat.
10. Delegate and distribute responsibilities.
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CHARACTERISTICS OF A GOOD TEACHER

1. Has positive relationship with students.

2. Deals with studentdés emotions.
3. Maintains discipline and control.

4. Creates a favorable environment for learning.

5. Recognizes and provides for individual differences.
6. Enjoys working with students.

7. Encourages studentdéds involvement 1in | ear
8. Is creative and innovative.

9. Emphasizes teaching of reading skills.

10.  Gives students a good self-image.

11. Engages in professional growth activities.

12.  Knows subject matter in depth.

13. Isflexible.

14. Is consistent.

15. Displays fairness.

16. Is pious.

17.  lIs truthful.

18. Is friendly.

19. Is cheerful.

20. Is presentable.

21. Is devoted

22.  Is humble.
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SOME BASIC CLASSROOM TECHNIQUES

Look at all the students in the class: The nervous teacher, starting a class, tends to find an area

of friendly faces and to concentrate on them for comfort. However, those whom he does not look at

will feel excluded, and may think that he dislikes them or that they are so insignificant that he is not

even aware of them. When you are teaching, switch your gaze evenly from one side to another, like

a well regulated lighthouse. You will also have the advantage of knowing what is going on in the

class the whole time, so that you are awareof who i s paying attention a
adapt your teaching accordingly.

Vary your technigues for asking questions: Questions are a way of getting the attention of your
students. If someone is yawning in the back row, ask him a question. However, dono6t st
name of the student you are addressing.

Donbét go arounld o6tshebectltaesrs :not t o ask tgro@aandithens or
class. Otherwise, those furthest away from the questioning know they can relax for awhile before

their turn comes. While those who have already answered can sit back and dream, knowing that

they will probably not be asked again. For everyone to realize that he or she may be questioned at

any time, do not go bacjktqgaegtaneh t o someone youodve

Include everyone: Make sure that everyone is called on equally. Unless you make a conscious
effort, it is very easy to forget a few students, particularly those who sit at the back, or on the wings
of the class.

Make sure the class seating is arranged in the best possible way: It may be impossible to

avoid having your students sitting in rows facing you. However, even in this case, ensure that

empty seats are at the back and that everyone is able to see everyone else. In this way, all students

will be able to participate in what is being said. But, probably the best arrangement of all, is to have
everyone seated in a circle. You then have a large area in the middle which can be used for teacher

and student demonstrations and there is a greater sense of community. If you are teaching with a
wall-chart, d on6t forget to bring everyone close to the

Limit teacher_talking time: The more a teacher talks, the less time the students will have to
express themselves. A teacher should, ideally, be a stimulator who encourages his students to talk.
Although, when training a class to listen and understand, you have to try to strike a balance
between speaking more and listening.

Write clearly: Clear blackboardwor k i s essenti al . I f you candt wr
practice until you can. If you have a lot to put on the board, try to arrange it in an orderly and logical
fashion, so that the whole pattern is clear.
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Encourage your students to practice English outside the classroom: Often, a teacher makes
less progress with his students, simply because he does not get his students to do homework and
read books outside the classroom. The classroom should, in fact, act as a generator of English

studies even outside of it. Make your students feel appreciated when they hand in their homework.

Also, try to get your students to read English books for enjoyment rather than for new vocabulary.
Using English outside the classroom proves they can use the language in real life.

Take into account of different levels within the class: Ideally, there should be enough chance

of promotion or demotion from class to class for this not to be a problem. However, sometimes the

school plan cannot provide for this and even a class where the level is fairly uniform will have

differences with particular skills. For example, one student will understand better and write worse

than the others, another will have a larger vocabulary but bad pronunciation, and so on. There are a
number of ways to deal with these problems. For instance, ask difficult questions to the brighter

students and then ask the same question later to those who lag behind. Get students to teach

each other and talk about whSitta mardhaedvwancedstodent rexitot h o s
a less advanced one so that he can help. Do group work where you mix brighter students with those

who know less.

At intermediate or advanced levels it is sometimes worth getting students up to teach a topic which
they have researched. The class will probably be more interested in listening to one of their fellow
students than to you. Also, one of the best ways of learning a language, paradoxically, is to teach it.

Deal with individual problems: It is often best to deal with individual problems after the class.
The student concerned will feel that you really care about his progress if you spend additional time
with him. It is obviously much easier to get to the root of any problem one a one to one basis than
in a large class.
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CLASSROOM TECHNIQUES TO OBSERVE

1. Some Points to consider:
a. Can everybody see you and the board ? Can you see everybody ?
b. How is the seating arranged? (Rows? Horseshoe formation?)
C. |l s the teacherdés voice clear?
d. | s t he t dirgelyble?ds wr i
1. Effective use of board, books, and all other aids and materials.
2. Proportion of ATeacher Talking Timeo to AStud
3. To what extent is the class conducted in English? Is there any translation, and if so,

is it justified?

4, What is the point of what is being taught? Is it clear? Valuable? Relevant?
5. The Lesson Plan:
a. How much preparation is required to give a lesson like this?
b. How systematic is the lesson?
C. How flexible is the teacher when the class does not proceed as planned?
d. Is there any variation in the way different exercises and activities are
presented?
e. Speed? Momentum?
6. Is the work, already covered, made use of? Are grammar and vocabulary

reviewed or does the teacher take it for granted that whatever had been covered
previously has been remembered?

7. Is comprehension checked thoroughly?
8. Correction:
b. Are students given the chance to correct their own mistakes?
C. Is there any student to student correction?
d. What i s the teacherodos endbittudderstobpdddet
repeated explanation?
e. Do the teacheroés corrections carry an el e

other words, when the teacher corrects a student, does the teacher try to
make the student feel bad or stupid for not having known the correct

answer?)
f. Are students praised when they get it right?
g. Is the praise mechanical or genuinely enthusiastic?
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9. General Classroom Atmosphere:

a. Is the lesson lively and personal?
b. Is the atmosphere authoritarian or democratic?
(Istheteachergener al ly democratic but neverthel
so that one or two students are unfairly treated?)
a. How much laughter do you hear in class?
b. Is the situation under control or out of control?
10.  Are there discipline problems? If so, how are these coped with? If not, how does the

teacher maintain order?

11. Body Language. Details to look for include:

General appearance.

Does the teacher have any distracting mannerisms?

How does the teacher stand, sit, move and gesture?

Does the teacher have eye contact with the students when talking to them?

|l s the quality of the teacherodéds voice pl ea
Allin all, does the teacher project a positive or a negative image?

~oooow

12. How motivated are the students? What does the teacher do to keep them motivated?
How motivated is the teacher?

13. Is the teacher the master of what is being taught? Does the teacher act confident and
understand the subject? Does he/she make mistakes? If so, how does he/she react?

14.  Are the lesson objectives clear? Are they achievable?
Why (not)? Is anything achieved, perhaps by accident, that is not specified in the
objectives?

15. Content:
a. Which structures and functions are focused on?
b. Are grammatical rules explained briefly and clearly or is there a preoccupation
with grammar theory at the expense of communication?

16. Individualization:

a. Is the teacher adaptable to the personal needs of the students?
b. Does the teacher appear to know the students well and appreciate individual
differences in their personalities and learning styles?
C. Are the students often called by their names?
17. Involvement:
a. Are all the students involved?
b. Do they all participate?
C. Is the atmosphere safe for students to contribute without having to worry about

making a mistake or being laughed at?
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18.

19.

20.

21.

Teachero6s attitude towards students
a. Patient?

Encouraging?

Accepting or rejecting?

Invading?

Or are these students simply ignored?

©cooo

Is the teacher imposing his or her will on the class? If so, is this justified?

Teaching style:

a. Do the students seem to be enjoying the lesson?
b. What exactly are the students learning?
C. Would you like to be a student in this class? Why (not)?

If you were teaching this class, what precisely would you do different? Why?
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SIX ELEMENTS OF AN EXEMPLARY TEACHING PLAN

1. Review. Eachday, start the |l esson by correcti.
reviewing what the students have recently been taught.

2. Presentation: Tell students the goals o
little at a time, modelling procedures, giving clear examples, and checking often to make
sure students understand.

3. Guided Practice: Allow students to practice using the new information while under the
teacherdés direction. Ask many questistons
correctly repeat or explain the procedure or concept that has just been taught. Student
participation should continue until all students are able to respond correctly.

4, Correction and feedback: During guided practice, give students a great deal of feedback.
When students answers incorrectly, re-teach the lesson, if necessary. When students
answer correctly, explain why the answer was right. It is important that feedback be
immediate and thorough.

5. Independent Practice: Next, allow students to practice using the new information on their
own. The teacher should be available to
students should be permitted to help each other.

6. Weekly and monthly reviews: At the beginning of each week, the teacher should review
the previous weekds | essons. At the end
students have learned during the last four weeks. It is imperative that students learn and
remember their past lessons and move on to the new material.
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10.

11.
12.
13.

14.
15.
16.
17.
18.
19.
20.

EFFECTIVE TEACHING PRACTICES & QUALITIES

Know students very well.

Have an open mind to new ideas and experiences.

Have empathy for people from other cultures.

Accurately perceive similarities and ri
culture.

Describe a studentodos behavior without |
Do n 6 trejudiee. p

Express respect and kindness to all students through eye contact, body posture, and
voice tone and pitch.

Be knowledgeable about the contributions of minority groups to the UAE and to the
world.

Use multicultural materials in the classroom.

Recognize and accept both the language spoken in the home and the standard
language.

Help students develop pride in and identification with their native culture.

Care about all students.

Lsten sympathetically to studentso prob
outside school.

Try to understand studentsd feelings an
Establish rapport and credibility by modeling and practicing fairness respect.

Interact socially to demonstrate caring and fairness.

Promote motivation for learning and enthusiasm.

Demonstrate positive attitude towards your profession.

Practice self-evaluation.

Be a Role-Model.
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SUGGESTIONS FOR THE BEGINNING TEACHER

Listed here are a number of specific hints that should be of pointed assistance to the beginning
teacher as well as the seasoned instructor who is still encountering difficulties in the general area of
discipline.

Recommendations

10.

11.
12.
13.
14.

15.

16.

Set up desirable standards of classroom behavior and insist that the students maintain
these standards. Be firm in your dealings with students, especially during the period when
habits are being formed for the school year.

Indicate to the misbehaving student that although you dislike the infraction you do not
dislike him.

Encourage your students to respect other students and adults and insist that students
treat you with respect at all times.

Identify as quickly as possible the students whose behavior might give rise to classroom
control problems. Learn how to use group leaders in solving such problems, and use
social pressure to encourage misbehaving students to conform to group standards.
Always be fair and positive in your dealings with the entire class as well as with individual
students.

Be appropriately friendly with students, especially with those who have adjustment
problems.

When students have difficult problems which you are not capable or qualified to handle,
refer them to the Supervisor. He/she will handle the matter.

Create an atmosphere of general pleasantness and scholarship in which students will not
want to disturb others. Smile frequently, particularly when it is necessary to establish an
atmosphere of general warmth.

Develop a sincere sense of humor that has student appeal, but make it serve the cause of
instruction.

Make a practice of carefully reviewing and appraising your classroom control problems at
the end of the school day. Incorporate appropriate action for the next day into your daily
lesson plan.

Free yourself of personal idiosyncrasies and annoying mannerisms.

Use correct and appropriate English.

Take a keen interest in students activities and in current events, relating them to your
classwork where possible.

Plan interesting, informative and varied activities. Relate current events into your
classwork wherever possible.

Know each studentds name, . Thensconfideitteefttcdof and
differences in age, maturity, interests, and intelligence upon classroom control.
Furthermore, recognize the effect that adverse home environments may have upon an

i ndividual 6s cl assroom behavior.

Use the seating plan to help maintain order by separating students who would create a
disturbance if they were seated together.
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17.  Establish and maintain well-understood, definite procedures for distributing and collecting
papers and materials.

18. Be sure that each student feels that he is important and that he has accomplished
something worthwhile. Moreover, help him feel that he is accepted by the teacher as well
as by other students.

19.  Students should be motivated and encouraged to realize that it is possible for them to
improve and that is important for them to do so.

20. Indicate that you have confidence in what students can and will do.

21. Be sure that classwork is not too difficult or too easy for individual students.

22.  Talk privately with students about severe infractions. Once remedial disciplinary action is
started, follow through with it, but keep the nature of any such action confidential.

23.  Under certain circumstances, conferences with teaching colleagues and administrators
may prove to be helpful.

24. In cases of marked misbehavior, it may be helpful to encourage the offending student to
compose and sign an agreement whereby he promises to improve. The signatures of
parents and counselors may also be warranted in certain cases. At times, a telephone
call to interested parents may prove to be the most helpful and efficient way to improve
student behavior. Teacher-parent conferences may be most informative and rewarding in
attacking specific discipline-related problems.

25.  Students change their behavior voluntarily when they see it is in their interest to do so.

26.  During teaching or presentations, learn to make eye contact with students, particularly
with those tending toward misbehavior. When the attention of particular students
begin to waver, call on them.

27.  In handling disciplinary infractions be calm and dignified as well as firm.

28.  When misbehavior begins to assume large proportions, it may be wise to isolate the
offender from the group until the situation has been resolved.

29. Allow a student time for meditation before discussing his misbehavior with him.
However, never punish them by sending them to the corner or by requiring them to
face the wall.

30. When property is damaged or destroyed, restitution is essential. Supervisors should
be informed at once.

Cautions

1. D o nsoream or shout as a means of maintaining order.

2. Donét become belligerent in attempting to be

3. Donét resort to force as a solution to a disc

4, Donét douremdtiangin the presence of the class.

5. Donét all ow smal/l i nfractions to grow to a po
disruptive.

6. Donét threaten students, but take action, if
situation.

7. Dondét expect grantbeir oapacites, intdrests,tand motivation will
permit.

8. Donét convey the idea that you are functionin
in line.

9. Dondét send s$ upe nvaffisedoorbitomngractions. Unless a problem is

particularly severe. Solve it yourself.
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10.

11.

12.

13.
14.
15.
16.
17.
18.
19.
20.

Donodt all ow students to move around the room
teaching and learning.

Doné6ét discuss personal matters of great <conce
students.

Dondt pl ace positomrosaeguihg withrthe tlasseor individuals within the

class.

Dondét hesitate to change the seats of student
Donét willfully antagonize student s.

Dondét be pointlessly autocratic.

Dondt u s efai@ appraachstsciasgsroom control.

Don6ét be tactless in your dealings with stude
Dondét waste time unnecessarily i changing fr
Doné6ét hold a grudge against a student.

Donét allow yourself to be f ool énéprdoem.t he surf

Classroom Control In Review

The best classroom environment is one that results in efficient learning. Discipline involves
employing guidance and teaching techniques to encourage students to become self-directive and
thus to create an atmosphere conducive to learning.

Sound classroom control is achieved most efficiently if the teacher is equipped with a theoretical
and working knowledge of relevant principles that underlie classroom behavior i principles related
to curriculum, planning, objectives and procedures and activity.

Traits That Best Describe a Student

©CoNo~wNE

Is the child hyperactive ?

Do you feel the student getting the daily needed attention ?

Does the child have a real desire to learn or he / she is careless ?

Is the child's educational level stable or fluctuating ?

Does the child suffer from weak concentration inside the class ?

Does he/she need more repetition of the taught lessons than his colleagues ?
Does he/she surprise you with an unexpected positive performance from time to
time ?

Is he receptive of stimulation ?
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Suggestions To Help Control The Misbehaved Students

In case of misbehavior in class, take these procedures:-

1. Talk politely with the student in front of his friends and advise them all. Record this
incidentint he studentos file and inform him that tl
2. If he repeats it :-

a) Stop teaching.

b) Stare at him for two minutes without insulting him.
Then, continue your lesson. Write this incident in his file
and draw his attention to it.

3. The repetition of his misbehavior for the third time :

a) Order him seriously and firmly to stop misbehaving without
insulting him. Talk with him separately after your class is
over. Show some sympathy and understanding. You have
to be strict but sympathetic. Then, the student has to sign
on a commitment to behave well. Write the incident in his file.
Always inform the department supervisor.

The fourth repetition :-
a) Send the student out calmly without nervousness to the Supervisor with
a memo that explains the incident. The student has to sign in front of
him and return it back to you.

1 How the supervisor should behave in this case :
1. He talks again politely and takes an oath not to repeat it. Then, he informs the class
advisor about it.
2. Next time, he will threaten to call his parents. Another oath will be taken from him and
the class advisor should be informed.
3. The third time, his parents should be informed about his deeds. The student has to
promise to behave well in front of his parents and the supervisor.
4. The supervisor can punish him by not letting him attend his breaks, sports activities. He
can have him come to school on a Thursday (detention).
5. If the student misbehaves again, he will be dismissed from class and the disciplinary
committee will meet and expel him for three days.
6. If it is repeated, he will be expelled for two weeks.
7 If it is repeated, he will be totally expelled.
1 Al notes have t o b dile.wheatvisa will keap alltthe potesandi d e nt 0
send them to the responsible supervisor.
1 The aim is to be constructive, not destructdi

dignity and respect in all cases.
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Important Pedagogical Considerations

The educational punishment is a very complicated issue and there are different opinion about it.

There are some important pedagogical considerations we have to take into consideration and try to
apply them perfectly:-

1.
2.

ogkw

~

©

10.

11.

Be gradual when punishing and or rewarding.

Create good scholar ways by being a good model, giving impressive intelligent advises and
offering good circumstances suitable to raise manner awareness in the infants and students.
Talking to a student and convincing him separately gives an excellent result.

Enforcing his self control, is very essential for it helps the student to give orders for himself.
The punishment has to be fair or it will lose its educational value.

The studentés knowledge of his wunacceptred
solutions.

The guilty has to be responsible for his deeds. (This helps in increasing his feeling of
responsibility.)

Work in installing the feeling of dignity in him.

The application of personal oaths is very successful. It helps in creating and enforcing the
feeling of responsibility, freedom, dignity and commitment.

Dondét embarrass your students. Hel p them
himself and for others.

Always remember that the learner is our objective. So we have to help, care and guide him.

Just a remedial constructive punishment is needed and nothing else.

As there are individual differences among learners, there are many various effects that help in

beh

fin

ro

t h

forming the | earnerds personal ity rsamdnviforenerdal).i o

1. The remedy involves the meaning of helping, guiding and saving.

2. The remedy is accepted by the A patient or

3 The remedy gives the patient trust and confidence for it lets him feel that he is under a
special care.

4. The remedy is humanistic, it makes the teacher a sympathetic father / mother to his / her sick
|l earner 6 where he doesndédt think of revenge.

5. The successful remedy is a challenge to the healer. For he tries his best to make it
beneficial.

6. The remedy aims at healing (curing) his patient completely.

7. The remedy strengthens the co-operation and good relationship between the teacher and his
patient (student).

8. The remedy must be guided and needs continuous follow-up.

9. The remedy includes (mixes) sympathy and toughness, punishment and reward in a

humanistic way to be worthy for a human being.
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It is enough to think carefully about these remedies in order to believe in their great power.

1 Are our colleagues ready to be prophets of sympathy and construction when they punish
or reward ?

i Such readiness is an essential characteristic in the teacher.

i Punishment and reward are vital issues in the note of the teacher.

We hope these instructions will be helpful to our teachers. They should be read again and again
for the welfare of our students.

ALLAH LOVES THOSE WHO TRY TO PERFECT THEIR DEEDS AND JOBS.
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DISCIPLINE CODE

All new students will have to read the following regulations and promise to abide by them. They
shall know t larply, théy will lheesuybjeatl to apprapriate punishment.

The school asserts its right and responsibility to maintain a disciplined atmosphere so that students
can derive the most benefit from their educational experience. Such discipline will be exercised in
such a way as to respect the rights and dignity of the student while maintaining the safe and
effective operation of the school. Good discipline begins with self-discipline. Each student is
expected to be organized in his work, neat and tidy in his appearance, responsible in hygiene and
nutritional habits, and respectful of his peers, teachers and all people.

Code of Conduct: The school has developed a code of conduct which is in harmony with the

Mi nistry of Educationds o ns$ teuctcihamdordany additionaa y

information.

Standards of Behavior

A student who has developed self-discipline will be expected to:

Comply with all the rules and regulations of the school.

Attend classes and other functions on time.

Respect administrators, teachers, office and support staff, and fellow students.
Respect his or her own property, as well as the property of others.

Listen and work quietly in the classroom.

Settle conflicts with others without resorting to anger or violence.

Not talk out of turn, interrupt the teacher, or raise his or her voice unnecessarily.
Move quietly in the hallways, without running.

Speak the truth at all times.

Keep his desk, surroundings, and classroom clean.

Use socially acceptable language in all circumstances.

Behave properly on school buses and on school trips.

Be honest during tests, examinations, and assignments.

Wear a neat, clean, approved school uniform.

Be proud of himself, his school, and his country.

Cooperate fully with the instructions of teachers, administrative personnel, and all adults
in school situations.

=2 =2 -8_9_9_9_40_90_92_2_2_-2_-2°_-2_-2._-A°:_-2-°

The school expects that students will be considerate, sensible, understanding, responsible and
supportive with respect to these standards of behavior.
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Classroom Conduct

1. Be quiet, listen carefully and work hard while in class.

1. Do not eat or drink inside the classroom, and do not bring any glass bottles or soft
drinks to school.

2. Don Genter any other classrooms.

3. D o nléave his/her classroom between periods.

4. Don detave classroom in an emergency without your teacher® pass card.

5. Students must be committed to complete honesty, and never use or borrow anything
without the ownerds permission.

6. Dond use any unacceptable stickers on books, bulletin boards, doors or lockers.
Suitable files only, without any additional pictures, should be used.

7. White correctors are not allowed in school & will be confiscated if seen.

8. Keep your classroom clean and tidy.

Intervention Procedures

Any or all of the following steps may be taken if a student in any school activity is suspected of, or
identified as, being a member of a gang, showing interest in joining a gang, initiating or participating
in any gang-related activity, or having been approached for recruitment.

a Parents/Guardians will be contacted immediately and appropriate intervention will be
initiated.
a The student may be referred to counseling and/or outside agencies or programs for

treatment, if use of drugs and/or alcohol is involved.

a Police, Juvenile Court and other appropriate authorities will be notified in case of violence
and/or illegal activities.

a The student may be suspended from school or from a school-sponsored activity.

a Parents and the student will be held liable and financially responsible for any and all

forms of vandalism.

Community Cooperation

Since gang activity is a community concern, communication is to be maintained with the police
department, as well as private and community agencies on all matters related to gang activity within
the schools and in the community.

The extent of involvement and jurisdiction of school personnel in gang-related incidents occurring
off school property will be determined by the principal, in cooperation with legal counsel and the
police.

The principal will take into consideration the nature of the incident, the safety of those involved, the
effect of the incident on other students, and the good order and functioning of the school.
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Enforcement

In order to prevent the onset of gang-related activity the following will be enforced:

Careful selection of intermediate & secondary students when interviewed for admission.

Adherence to the Dress Code will be required at all school activities.

Good conduct during all school-sponsored activities, on and off school property, will be in

compliance with the Code of Conduct.

If there is reasonable suspicion of gang involvement, such as possession of weapons or

drugs, then search and seizure guidelines will be followed.

Parents are encouraged to forbid their children to host or attend unsupervised parties or
activities.

a Any form of violence on school property will be taken and dealt with seriously.

O OO

)

)

Suspension And Expulsion Of Students

The School Governing Board realizes that expulsion and suspension are the most severe sanctions
that can be imposed on a student since they deprive a child of the right to an education. Hence,
decisions concerning expulsion of students will be very carefully studied and reviewed before
implementation.

The Principal has established procedures to carry out Governing Board policy and philosophy, and
shall hold all school personnel, students, and parents responsible for the conduct of students in
schools, on school premises and on school vehicles.

The Principal is authorized to establish instructional programs on the dangers of dangerous
weapons. Students are required to report knowledge of dangerous weapons and threats of
violence by students and staff to the Department Supervisor. Failure to report such knowledge may
subject the student to immediate suspension and potential expulsion from school.

Discipline on school vehicles shall be the responsibility of the driver and transportation supervisor
on regular bus runs. When school vehicles are used for field trips and other activities, however, the
teacher, coach, or advisor shall be responsible for student discipline. If a student becomes a serious
discipline problem on the vehicle, the Principal may suspend the transportation privileges of the
student.

The rules and provisions of the Student Code of Conduct shall govern student conduct. This Code
of Conduct shall be reviewed annually.

All professional staff members are requested to be on the alert for any student behavior which is in
violation of school regulations. Students should behave in a manner that will be a credit to the
school and themselves.
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A record of a st,asdvellrag disaplinary actiomsnsdspendions and expulsions, will
beincludedint he st udent 6 dshelemaewvthedschaoh t i | he

No student is to be suspended or expelled from an activity, program, or a school unless his/her
behavior represents misconduct as specified in the Student Code of Conduct and approved by the
Disciplinary Committee.

For purposes of this policyandthepr i nci pal 6s admini strative gui del
shall apply:
a A Sus p e n sneamdtlie temporary removal of a student by the school principal from
the school program for a period not to exceed fourteen (14) days. A student may be suspended
for a longer period of time, depending on the kind of problem.
a A Ex pul sneanstide removal of a student from the school.

Any student who brings a firearm to school shall be expelled or suspended completely,
depending on the case, for at least one (1) calendar year. The principal may reduce the
punishment for reasons justified by the particular circumstances of the incident. The principal
shall report all expulsions to the School Governing Board.

All serious problems resulting from misbehavior, discipline or violence, shall be reported to the
Ministry of Education. Thus, no student shall be expelled without the consent of the Ministry of
Education.

In-School Suspension

It is the purpose of this policy to provide an alternative to out-of-school suspension.

In-school suspension will only be offered at the discretion of the Principal for minor offences.

The Principal has established administrative guidelines to implement this policy.

Accordingly, in addition to disciplinary actions and procedures, the Governing Board expects efforts
to promote responsible behavior through such means as encouraging positive values and character
development, teaching conflict resolution and problem-solving skills, and adjusting the learning
environment to better satisfy individual student needs.

The Principal has provided guidelines whereby students and employees understand this policy and
appropriate procedures are established for prompt and effective action on any reported incidents.

Student Activism

The School Board encourages students to express opinions and ideas, orally and in writing. Such
expression should not interfere with the educational program or present a health or safety hazard.
Students may recommend a change in school regulations and present their viewpoints, provided
they follow administrative guidelines.

Students shall not use obscenity, slanderous, or libelous statements, or disruptive tactics, or
advocate violation of the law or school regulations.
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Student& Internal Regulations

=

Students must read and endorse these regulations and all other student internal regulations

which are distributed to new students in the beginning of the school year.

The rules and regulations of the school must be respected and obeyed.

The school reserves the right to suspend anyone not observing the internal regulations.

The school reserves the right to expel anyone who fails to abide by three disciplinary warnings.

Students must obey all the school staff and treat them with respect.

General cleanliness is essential. Long finger nails are not permitted. (Boys and girls)

Studentsfoundd amagi ng the school s property will ©be

Girls are not allowed to wear any make-up, nail polish or jewelry to school.

Students must wear the school uniform. Neatness and cleanliness of the uniform are obligatory.

0. Students with an unexcused tardiness record will be disciplined. Also, frequent tardiness even

with excuses, will not be accepted.

11. No tardy student is allowed into class without an admittance slip from the Administration.

12. A student is not allowed into class after an absence withoutaparent/guar di andés not e
medical report.

13. A high level of discipline is expected at school. Courtesy and good manners must be observed
at all times.

14. Students are strictly forbidden to smoke, either in or outside school. Violators will be expelled.

15. Students are not allowed out of campus during breaks without thier guardian and only with the
administrationds permi ssion.

16. Students who do not prepare their assignments on time will be disciplined.

17. Students who are the cause of a disturbance, inside or outside the classroom, will be disciplined.

18. Students who miss more than 20 days during the academic year will not be permitted to take the
final exams.

19. A student who misses an exam without a justifiable excuse will receive a zero.

20. Cheating is not tolerated and will be punished. (Check special regulations for cheating.)

21. Private tutoring is not allowed without the written consent of the Principal.

22. Sanctions given by the school are mandatory.

23. A student intending to drive his/ her car to sc

24. Students registered in the school bus system may not use any other form of transportation
unless authorized by the school.

25. Students with contagious or infectious diseases are not permitted to attend school until they are
medically treated.

26. The school is not to be held responsible for the loss of books, money, clothes, etc. Students
must look after their own possessions carefully.

27. Any change of address or telephone number must be reported immediately.

28. Every student is expected to exert all his/her effort to achieve the best possible results.

29. Mobile phones are not allowed and will be confiscated if brought to school.

30. No cameras are allowedwit hout the administrationés approva

31. Students should not bring to school or exchange with friends any publications, CDs or other
materials.

32. Students should not dye their hair or have weird or abnormal haircuts. Also boys are not
permitted to have long hair. Violators will not be allowed into the classroom until the hair is
returned to normal.

33. No annoying items should be brought to school, such as : fireworks, pagers, laser pens, sprays
cans, weapons, lighter, chemical bombs which cause a very bad smell, etc.
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Student Conduct & Discipline

The School Governing Board acknowledges that conduct is closely related to learning and that an
effective instructional program requires an orderly school environment, which is, in part, reflected in
the behavior of students.

The School Governing Board believes that the best discipline is self-imposed and that students
should learn to assume responsibility for their own behavior and the consequences of their actions.

The Board requires each student of this school to adhere to regulations promulgated by the
admlnlstratlon and to submit to appropriate disciplinary measures. Such rules require that students:
Conform to reasonable standards of socially acceptable behavior.

Respect the person and property of others.

Preserve the degree of order necessary to the educational program in which
they are engaged.

Respect the rights of others.

Obey and respond to authority.

OO o

[ o I )

The PrlnC|paI has designated punishment for breaking rules which:

Relate in kind and degree to the infraction.

Help the student learn to take responsibility for his/her actions.

Be directed, where possible, to reduce the effects of any harm which may have

been caused by the studentds misconduct.

OO o

The Principal will notify all students and their parents of:
1) The rules of this school regarding student conduct.
2) The sanctions which may be imposed for breach of those rules.

Parents and students in Grade 4 through 12 will receive a form which they must sign and return to

thePri nci pal confirmfn@GohtdattdohbkbaédCbden read and i
return the form will not absolve the student from following the Code or the disciplinary actions that

will be taken for failure to adhere to it.

The Department Supervisor has the authority to discipline students, according to the school
administrative guidelines.
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Classroom Behavior

Generally, standards throughout the school shall be the same. However, each teacher is expected
to specify particular rules and procedures suited to the specific needs of the class.

Disturbances which interrupt the learning process cannot be permitted by any teacher. When a
teacher sees unresolved differing opinions, he/she should seek a mutually convenient time to
discuss the problem with the students unless it pertains to the lesson and is resolved immediately.

The teacher has the responsibility and authority to maintain order everywhere in the school,

particularly, of course, in the classroom. When a student repeatedly disrupts a class or refuses to
accepttheteacher 6s authority after previous disciplin
to the Section Supervisor for appropriate action.

If a teacher finds it necessary to send a student from a classroom for any reason, the student is to
reportimmediat el y t o the supervisoroés office.

Disorderly Conduct

lllegal actions by students include: defacing or destroying school property, rioting, breaking in,
smashing in, or picketing. Students who engage in such activities will be punished to the full extent.

For the purposes of this policy, the term fAdisor
assemblage; group act of violence, disruption, vandalism, or building seizure; or interference with
the functioning of school personnel, any student or group of students.

Unlawful & Unacceptable Behavior

Disruption inside or outside the classroom or in the school bus.

Name calling, foul language.

Disrespect for others.

Dishonesty, cheating.

Jeopardizing oneds safety or that of others.
Defiance of authority.

Unruly behavior.

Truancy.

Fighting, bullying.

10. Harassment.

11.  Physical or sexual threats.

12.  Theft.

13. Vandalism/destruction of property.

14. Possession of tobacco/drugs.

15. Possession of weapons, knives.

16. Mobile phones, cameras, tape recorders, MP3s, walkman, etc. without prior approval.
17. Possession of flammable objects.

©CoNokrwNhE
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Nuisance ltems

Students are banned to bring items to school which distract the learning environment. These
include, but are not limited to, fireworks, pagers, spray cans, water balloons, lighters, chemical
bombs which cause a bad smell, perfume bottles, weapons, knives, etc.

Foul Language

Inappropriate language and vulgarity are against the school regulations and will not be tolerated.
Violators will be severely punished.

Physical/Verbal Assault/Harassment

It is the school s phil osophy and objective to m
administration will severely punish any violators. If a student is harassed, he should report the
problem immediately to his teachers or supervisors or to the counselor.

Students who have a conflict with another student and fail to bring it to the attention of the school
personnel are also guilty, especially if the conflict results in a fight.

Bullying students will also be severely punished.

Robbery & Extortion

Students who take anything from the school or threaten and forcefully take anything from friends are
subject to suspension or expulsion.
Assaults

Any student who causes bodily injury to a friend or any school personnel will be expelled.

Fighting

Fighting is not an effective way to resolve conflicts. Both parties may be suspended or expelled
depending on the nature and circumstances of the problem. Parents will be called in before
students are allowed to enter their classroom.
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Conduct Outside the Classroom

Bring all required items, stationary & books to school.

Obtain permission from the supervisor before going to the administration.
Do not go into the I|library or inside the cl as
permission.

Do not leave the school grounds without permission during school hours.
Respect all administrative staff and teachers.

Decent behavior on school transport and in front of the school.

Do not drive to school unless permitted by the principal.

Do not go to bus areas unless authorized.

Play in assigned areas of the playground, not in the bathrooms or hallways.
Do not climb on fences or trees, or onto the roof of the building.

No fighting. No littering.

wN e
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General

1. Absence from any examination is not allowed and re-tests will not be given unless the cause
of the absence is confirmed and authorized by the administration.

2. All tests should be written in pen.

3. Mobile phones are not allowed in school. (They will be confiscated).

4, School should be attended regularly except during emergencies such as severe illness,
accidents or urgent travel abroad.

5. Cameras, cassette recorders, CDs and video cameras are not allowed in school unless

specific permission is obtained.

Chewing gum is not allowed.

The use of foul language or fighting, inside or outside the school, is not allowed.

Al n case of not complying, the student may be

Take good care of textbooks and copybooks. Keep them neat and tidy.

Mischievous, lazy and frequently tardy students will be kept after school, or on Thursdays,

whichever the administration deems necessary.

10. Represent yourself, family and school in the best possible way.

~N o
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Unlawful Student Gatherings

The School Governing Board policy prohibits any student organizations that do not have the
approval of the Governing Board.

AUnlawful student gatheringo is defined as any non-school-sponsored group of students with
secret and/or exclusive membership, whose purposes or practices include unlawful or anti-social
behavior as well as actions that threaten the welfare of others. Staff members should be alert to the
following indicators of youth gang activity :

Surreptitious recruitment and/or initiation rites.

Hair style and/or wearing of clothing, jewelry, head coverings, or accessories which by
virtue of color, arrangement, trademark or other attribute denotes membership in a group.
Gang tattoos and/or displaying gang markings or slogans on school or personal property or
clothing.

Possessing literature that indicates gang membership.

Fighting, assault, hazing, extortion, establishing turf, use of hand signals, etc.

Gang vocabulary and nicknames.

Possession of weapons or explosive materials.

Possession of alcohol, drugs.

Attendance at functions sponsored by a known gang.

Being stopped or arrested with a known gang member.

Selling or distributing drugs for a known gang member.

Helping a known gang member commit a crime, or any other unlawful action.

Evidence of bullying or recruiting new members to your group.

[ o I )
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Threatening Behavior Toward Staff Members

The School Governing Board believes that a staff member should be able to work in an environment
free of threatening or intimidating speech or actions.

Threatening behavior consisting of any words or deeds that intimidate a staff member or cause
anxiety concerning his/her physical, or mental or financial well-being is strictly forbidden. Any
student, parent, visitor or staff member who is found to have threatened or bribed a member of the
staff will be subject to discipline or reported to the authorities. Such behavior will not be tolerated
and will be dealt with severely.
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UNIFORM AND APPEARANCE

Dress Standards

Research has shown that dress affects behavior. Students who practice good personal hygiene and
who dress properly, feel better about themselves and consequently achieve better results in school.

Students are requested to follow these guidelines:

1. Dress in a neat, clean and attractive manner that reflects pride in oneself and their school.

2. Hats/caps may not be worn inside classrooms.

3 Any outfit which may show underwear or is too tight or unduly revealing is not permitted.
Also, torn or ripped outfits are not allowed. Shoes should be worn at all times. Slippers
are not allowed.

4. Students are required to wear a school uniform at all times, unless exempted by the
administration for special reasons.

Student Uniforms

Parents/guardians are requested to make sure a student does not come to school without their
school uniform. Only school specified designs are permitted.

Sports Uniform

1 A special sports uniform will be provided by the school at the beginning of each academic year.
T Girl s swimming suits should cover the whole bo

Girls:
1. A dress, at least 30 cm below the knee, with a loose, white, long-sleeved, non-transparent
shirt is compulsory.
Black, maroon, white or gray jackets are allowed during winter.
For sports: black, loose-fitting jogging trousers and a sport T-shirt as supplied by the
school. Only white sport shoes are acceptable.
Wearing the sports uniform on a day when there is no PE class is not allowed.
Swimming suits should cover the whole body.
Hair should be off the face and tied back, if long enough.
Make-up, long nails and nail polish are not allowed.
Gold jewelry or trinkets are not allowed. If any jewelry items are worn, they will be
confiscated.
Only plain, black, low-heeled shoes with laces or a buckle are allowed. Sandals and
slippers are not allowed.
9. Girls who dondét wear Hijab, must andédg.Nogolde i r
jewelry or trinkets are allowed. Hair Coloring is Strictly forbidden.
10.  Proper black shoes or sports shoes are to be worn. Sandals are not allowed.

Nookw dME
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Boys:

1. Shitswi t h t he school Ovallbésugpledly thelschosl.ouser s

2. Sports suits also will be supplied by the school. Only white sports shoes are acceptable.

3. Only black, maroon, white or gray jackets are allowed during winter.

4. Regular haircuts are required. Long hair or strange and abnormal cuts will not be
permitted. Violators will be sent home and must have a normal haircut before they are
admitted back into school.

5. Only plain black shoes with laces or buckle or sports shoes are allowed.

Hygiene
1. Students must take care of their personal hygiene. Hair should be groomed, fingernails

should be trimmed. Teeth should be brushed daily and kept clean always. Shoes should
be neat and shiny.
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DRUG & TOBACCO AWARENESS

The School Governing Board is dedicated to providing a healthy, comfortable and productive
environment for staff, students and citizens. The Governing Board believes that education has a
central role in establishing patterns of behavior related to good health and shall take measures to
help its students to resist alcohol, drugs and tobacco use. Studies related to tobacco-use
prevention will be offered at the primary and intermediate levels. The School Governing Board is
also concerned about the health of its employees and recognizes the importance of adult role-
modeling for students during formative years. The Board encourages non-smoking among its staff
and students. In addition, smokers will not be employed and parents or visitors will not be allowed
to smoke while on school campus.

The Governing Board has authorized the principal to take appropriate action against any student,
teacher, administrator or school personnel who violates this policy.

Drugs

The school policy prohibits the use of controlled substances, toxic substances, tobacco and alcohol
inside or outside school campus.

Any violation of this policy shall be referred to the principal. Students who violate the provisions of
this policy shall be subject to student discipline procedures.

All staff members are expected to support and observe this policy. In the event of a violation, the

student shall be referred to the principal immediately. The Disciplinary Committee will take
immediate action.

Penalties For Use Or Possession

First Offense: A minimum of three-day suspension and a parent-student conference.
Second Offense: A minimum of five-day suspension and parent-student conference.

Third & Subsequent Offenses: 2 weeks suspension or as decided by the Disciplinary
Committee.

Parent-student conferences shall be used to discuss the offense and provide information and
counseling on the harmful effects of smoking as well as providing referral services to a student who
wishes to stop smoking.

All meetings related to these offences shall be documented and placed in the relevant student or
personnel files.
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Punishment for Breaking School Rules

1.

Teachers will deal directly with a student who breaks school rules the first time by talking to
him or her, warning him or her orally, or changing his or her place. If the student persists, the
teacher will send the student out of class to the supervisor. The teacher will provide a follow-
up written report to the supervisor as soon as possible.

. When the student is sent out, the supervisor should take the following measures:

Inform the parents of the student in writing or by telephone.

Counsel and advise the student about the consequences of the unacceptable behavior.
Detain the student for the rest of the period.

Provide the student with a punitive written assignment while he or she is being detained.
At the end of the period, accompany the offender to apologize to the teacher.

copoTp

If a student commits an offense anywhere outside the classroom, he or she should be
reported to the supervisor who will:

a. Detain the student in the office and, after investigation, write a report about the incident
and submit it to the Asst. Principal.

b. If the student is deemed guilty, he or she should be warned orally and, if the offense is
considered serious, the parents will be informed in writing or by telephone.

A student who is reported for the second time will be referred to the Asst. Principal who will
warn him or her in writing, invite the parents to the office and discuss the letter with them. An
appropriate punishment, such as detention or suspension from school activities, may be
assigned.

The next offense will automatically result in a suspension from school for one to three days.
A final warning will be issued in writing and signed by the Principal.

Any further offenses may lead to expulsion.

Offenses of a grave nature may result in suspension or summary dismissal without prior
warning.
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CRITERIA FOR THE IDEAL CLASS

1. Cleanliness and tidiness of the classroom including the desks, white board, walls and
other fixtures.

Student& school uniform.

Discipline during lessons.

w N

How To Choose The Ideal Class

1. Advantage points are registered on a daily basis in a special register for the class.

2. Any disruptive student, or one who does not abide by the above criteria, shall register a
negative point for the whole class.

3. Incase of any violation, a fiblack doto ( ma

4. The class which has the | east numtheidealoldss. i b |

5. At the end of each term, the three best classes will be chosen and every student in

these classes will get two (2) points (marks) to be added to his/her final average, as  well
as a certificate of Good Behavior.

6. The Department Supervisor will choose the ideal class in cooperation with the teachers
concerned.
7. One or more points will be deducted in case of any violations.

How To Choose The Ideal Student

1. Voting procedures within the same class.

2. Approved by the subject teachers and Department Supervisor.
Three students will be chosen from each class, each to be awarded one (1) mark to his
average in addition to the two (2) marks. They will also receive a gift.

Regqul ations for Studentso6 Safety

1. Be presentin the morning assembly to help in organizing the students.

2. Walk among the students during their break periods and solve their problems if there is any.

3.  Ensure all his/her students have left their classes before he/she leaves the class when the
bell rings.

4. Notify students not to run in corridors and not to take food out of the cafeteria.

5. Disallow students to eat or drink standing up in accordance with the Prophet Mohd. (PBUH)
Hadith, wherein, he advised Muslims not to drink or eat standing up.
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VARIOUS METHODS OF TEACHING

Suqggested Methods are as follows:

1. Herbertodéds Met hod:

This depends solelyontheteac her 6 s personal and individual eff
preparing, introducing, balancing, generalizing and applying.

2. Lecturing Method:

This is the traditional way of instructing which includes explaining, describing, narrating and

visuali zi ng. I't also depends on the trelknghsmila® ef fort
He r b eCtassidas Method.

3. Self-active Learner:

This is the method advocated by Rosto and is based on respect for the teacher. It also focuses on
playasameans of uncovering t heandudesthededoslearnmpmer strengt

4. Problem-Solving Method:

This is John Deweyds way of teaching which depen
thinking skills to solve problems.

5. Selective Method:

Thi s was introduced by Helen Parkhurst and it is
town of Dalton, U.S.A. where Parkhurst first laid out her plans in 1911. Her aim was to teach

children according to their personal abilities and tendencies with special focus on individual

differences, thereby making students more self-dependent. However, this method does not

encourage laziness and it gives too much attention to testing and memorizing without applying.

6. The Project Method:

Thismethoddepe nds on t he st ud e.nltmalkes yseos histher actvityandt i t ud e
promotes his/her inner abilities and skills.

DNS Staff Handboof2010-2011)
Page61



COMMUNICATION TECHNIQUES FOR THE
1°T PARENT-TEACHER CONFERENCE

Remember:
B. The first impression is the last impression!!!
C. The objective of this 1% meeting is to get acquainted with parents and not to give them
any evaluation reports.
D. Have a list of your students with the correct names and make sure you are
talking about the right student.
E. Remind parents on how to monitor theirc hi | dr ends pr ogheess in
school 6s recommendati ons regarding homewor
F. Do not place blame for present conditions.

© N

10.
11.

12.
13.
14.

15.

Dress professionally. Be neat and smart looking. Ladies should not wear heavy make-up

or pungent perfume. Deodorants are very helpful for full protection.

Establish rapport with the parents through a friendly greeting and discussion of a topic

of general nature. Be a gracious host.

Do not behave in a domineering way.

Have confidence in yourself.

Listen to the parent fully and make every effort to appreciate his point of view. Take

notes, if necessary, and show concern. Listen more than talk.

Treat all information as highly confidential.

Begin and end the conference citingf avor abl e aspect sopnefitt t he chi l
Listen and accept criticism and avoid arguments. Remember that admitting ones

mistakes is a virtue. Diplomatically change the subject, if necessary.

Try to putyourselfinthepar ent 6s pl ace and s epeintofliiev. pr obl em
Be professional in any discussion concerning other teachers or schools.

Let any plan of action grow out of natural agreement. Ask them for their opinions and

ideas for dealing with the probl em. Let t hen
adviceo.

Avoid discussing matters about other children.

Clarifythetestd s r egul at i on sforthepdrenpsr ocedur es

Explain to them how you monitor your studen
Management Control Form and explain how it works.

Donét criticize amlyloenaeguer edrhetrhe school 6s pr otk
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GUIDELINES FOR TEACHERS DURING THE
PARENT-TEACHER MEETING

Cooperation between parents and school is the basis of our work for the greater benefit of the
student. Also, make sure you check your student® listof namesandd on 6t conf use
with another when you talk to a parent.

Strategies: RESPECTéé RESPECTéé RESPECT FOR ALLEéE

1. Be extremely polite and warm in your welcoming.

2. Begin and end the conference with positvea s pect s of t hpement hi | dos

3. Dress professionally. Be neat and smart looking. Ladies should not wear heavy make-
up or pungent perfume. Deodorants are very helpful for full protection.

4. Introduce yourself and establish a rapport. Be a gracious and humble host.

5. Be prepared for the meeting. Ensure your notes are clear.

6. Have an updated list of your student® names, with your remarks.

7. Have your Class Management Form ready with you.

8. Listen to the parent with interest and note down the most important issues to be
discussed later.

9. Privacy should prevail in all matters discussed.

10. Listen to parents criticism, and avoid discussing irrelevant issues. It is a virtue to admit
errors.

11. Begin with the positive remarks, and be diplomatic in pointing out negative aspects.

12.  Specify how parents can help their children.

13.  Explain your methods in marking and checking homework assignments, as well as the re-
exam system.

14. Make sure that parents are aware of the exam schedule, marking system and and how
the final mark is determined.

15. Give parents a chance to talk and never push them into being defensive.

16. Be humble and avoid showing off or implying that you are more knowledgeable than they
are.

17.  Be patient and diplomatic even if you receive accusations from the parents.

18. Inform the parents of your readiness to meet them at all times to update them on their
childrends progress.

19. Be sure to follow up what you agreed upon with the parents and continue your

relationship with them.

DNS Staff Handboof@2010-2011)

Page63

on

d



TYPES OF RESOURCES

Dubai National School teachers will be encouraged to utilize the existing resources in their teaching
because an individual learns best by doing, hearing and seeing.

A. Human Resources (purposes and uses) for school age children and adults.

U Speaker: Presents knowledge and experiences systematically and with a personal touch.
Can be inspirational, can interact with audience through questions.

U Debate: Presents opposing points of view. Focuses on points of controversy, may clarify
issues.

U Panel: Combines several minds, working and drawing conclusions on a problem.

U  Group Interview: Develops information in relation to specific questions.

U Book Review: Combines the thinking of an author with the interpretation of a reviewer.
May stimulate further reading.

U Chalk Talk: Clarifies information and develops understanding of relationships through visual

symbols.
0 Consultant or fiResource Persono: Makes speci
group.
B. Printed Materials (Purposes and uses)

U Books: Present knowledge and experience systematically and thoroughly. Makes the
thinking of the best minds of all times and places available to the reader.

U Pamphlets: Provides knowledge and experience in special areas in a condensed form.

U Discussion guides: Enables inexperienced groups to move their thinking in new directions.

U Newspapers, Magazines, Periodicals, Catalogs: Provides reports of current events and
contemporary ideas.

U Bibliographies, reading lists: Provides an over-view of the literature available on selected
subjects.

C. Audio Visual Aids
U Blackboard: permits a highly flexible and creative way to illustrate ideas along with
simultaneous illustrations.
U Motion picture: provides a wide range of knowledge and experience, condensed and
selected makes possible the visualization of realities.
U Slides: Permits personal interpretation and expansion of visual experience. Visual images
can be enlarged and held indefinitely.
Charts, graphs: valuable in communicating statistical ideas.
Maps, globes: permits a visualization of geographical relationships.
Photographs: provides permanent visual records of local situations.
Exhibits, bulletin boards, models: provides concrete examples of wide range of objects.
Can be examined closely.
Puppets: permits a creative portrayal of situations.
Radio and TV: provides rapid reports of contemporary issues.
Tapes: Makes a precise record of groups of individual performance.
CDs: there are many interactive CDs which are very helpful and in all subjects.

cC:

cC: C:C
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D. Group Activities :

U Field trips, excursions: provides first-hand observation of situations.

U Role playing: enables the group to develop insights into cause and effect relationships and
appropriate ideas for producing change in human relationships.

U Discussion: permits maximum use of experiences of individual group members and
resources for the group.

U Arts and crafts activities: provides creative self-expression and translation of ideas into
subjects.
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ASSESSMENT AND EXAMINATION REGULATIONS

ELEMENTARY SCHOOL (GRADES 117 3)

1. Passing and Promotion
a) A studentis promoted to the next grade when he / she gets the minimum mark of (50)
in all subjects.
b) A student is promoted to the next grade when he / she passes all subjects except one
subject regardless of the achieved mark.

2. Failing and Repeating
a) A student fails and must repeat his / her grade if he / she fails two or more subjects.
b) The principal is authorized to retain a student in his/her grade if he/she passes but
with weak results. In this case :
I. The parent must fill out a special retention form and endorse it.
il. The decision of a grade level retention should be approved by the :

1. Principal
2. Class Advisor
3. Section Supervisor

3. Re-exams :
No re-exams are allowed at this level.

ELEMENTARY SCHOOL (GRADES 417 6)

1. Passing and Promotion : A student passes and is promoted when he / she gets the
minimum mark of (50 %) in all subjects.

2. Exceptional Passing : A student in Grades 4 7 6 exceptionally passes to the next grade
when he / she gets the minimum mark in all subjects and according to the following
conditions and exceptions.

a) With the exception of one subject provided it is 4 marks short of the minimum mark for
passing.

b) With the exception of two subjects provided each one of the subject is 2 marks short
of the minimum mark for passing.

c) With the exception of two subjects where one is 3 marks short and the other subject
is one mark short of the minimum mark for passing.

d) Exceptional passing does not apply to Arabic subject.

e) The final mark acquired by the student shall remain unchanged and will be circled out
with red with a written remark A Exception

f) Exceptional passing is applied on Final Exams and Re-Exams.

g) Exceptional passing does not apply when the student fails more than two subjects.
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5.

Re-Exams :
A student is entitled to sit for re-exams in the following cases :

a

) Failing one subject provided it is not more than 4 marks short of the minimum passing
mark.

b) Failing two subjects provided the total missing mark does not exceed 4 marks.
c) Failing three subjects

d) Being absent from the Final Exams with approved excuse no matter how many
subjects he / she missed.
Failing :
A students fails and must repeat the same grade if he / she fails in four or more subjects.

Important Note :

Re-exam materials will be comprehensive to cover all important chapters studied throughout

the

academic year.

Non-Muslims are not required to take the Islamic Studies Exams.

INTERMEDIATE (GRADES 71 9)

1.

3.

Passing and Promotion :

a) A student passes and moves to the next grade when he / she gets the minimum mark
of (50) in all subjects.

b) The A critical 0 mar k A student i s
/ she gets one or two marks less than a minimum mark for that subject (48 or 49) no
matter how many subjects are involved. In this case, the mark will be raised to (50),
calculated in the total mark and registered as (50).

Re-exams:

A student is entitled to take re-exams in the following cases :

a) Failing one, two or three subjects.

b) Being absent from the 3" Term Final Exams with approved excuse.

c) Being absent from the 1%, 2", or 3" Final exams with approved excuse. He/she is

entitled to take the make-up exam right after the end of the term. In case he / she fails to

attend this exam he / she will get a zero mark.

Important Note :

Re-exam materials will be comprehensive to cover all important chapters studied throughout

the academic year.

Non-Muslims are not required to take the Islamic Studies exams.
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HIGH SCHOOL (GRADES 1017 12)

1. Passing and Promotion :
a) A student passes when he / she gets the minimum mark of (50) in Islamic, Arabic and
of (60) in the rest of the subjects.
Optional Cases :
b) A twelfth grader can choose to study either Chemistry or Business & Accounting.

2. The Critical Mark :

a) A studentis considered to have a critical mark in Islamic and Arabic if he/she gets one
or two marks less than the minimum mark for those subjects (48 or 49), no matter how
many subjects are involved. In this case, the mark will be raised to (50), calculated in
the total mark and registered as 50.

b) A student is considered to have a critical mark in the remaining subjects if
he/she gets one, two or three marks less than the minimum mark for those
subject (57, 58,59) no matter how many subjects are involved. In this case, the
mark will be raised to (60) calculated in the total mark and registered as (60).

3. Re-Exams :
A student is entitled to sit for a re-exam in the following cases:

a) Failing a maximum of three subjects.

b) Being absent from the 3™ Term Final Exams with an official approved
excuse.

c) Being absent from the 1%, 2", 3" Final Exams with an official approved
excuse. He/she is entitled to sit for a make-up exam right after the end
of the term. In case he/she fails to attend his exam, he/she will get a zero
mark.

Important Note :
Re-exam materials will be comprehensive to cover all important chapters studied throughout
the academic year.

4, Non-Muslims are not required to take the Islamic Studies Exams.

Progress Reports

Progress reports will be distributed during a PTA meeting. Parents are asked to sign their names
when receiving their childrends r e p dacdsoon afterdhe .
reports are issued according to the results.
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Graduation requirements / High School

't shall be the policy of the School Governi
completion of the instructional program appropriate to the achievement of school goals and
objectives by awarding a certificate at a graduation ceremony. The principal is authorized to sign
these certificates.

Commencement exercises will include only those students who have successfully completed
requirements for graduation. No student who has completed the requirements for graduation shall
be denied a certificate as a disciplinary measure. But a student may be denied participation in the
graduation ceremony for a disciplinary problem.

GRADUATION REQUIREMENTS / HIGH SCHOOL

Commencement exercises will include only those students who have successfully completed
requirements for graduation. No student who has completed the requirements for graduation shall
be denied a certificate as a disciplinary measure. However, a student may be denied participation
in the graduation ceremony for a disciplinary problem.

GRADUATION REQUIREMENTS / HIGH SCHOOL

Students must pass all subjects successfully to earn the High School Diploma

Academic Requirements for all Grade Grade Grade
Students 9 10 11
Islamic Education o) o) 0
Arabic Education O @) 0
English o] o] 0
Social Studies 0

(History, Civic & Geography)

Mathematics e /8

Physical Science o)
Computer ®)
Physics o) /6) d
Chemistry o) o d
Biology 0 o) o)
Home Economics (Girls Only) @) o) o
Art 0 0 @)
P.E. /) o) o)
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Academic Requirements for all Students Grade 12 Grade 12
(Scientific Stream) | (Business Stream)

Islamic Education @) @)
Arabic Education @) 6]
English O 0
Social Studies o 0
(History, Civic & Geography)

Mathematics @) 6]
Physical Science @) o
Computer O 0
Physics o —
Chemistry @) --
Biology O --
Business -- 0
Economics -- 6]
Accounting -- o

Student Evaluation Procedures

The academic year is divided into three (3) terms. Throughout the term, teachers will evaluate students
through quizzes, projects, assignments, and classwork observation. An end-of-term test is also assigned
at the end of each term. Each subject area will have a grading system that will be made available to
parents and student s. Studentds behavior, parti
evaluation process.

Academic Honors Diploma

For a student to be eligible for an academic honors diploma, he / she must earn :

GRADES 217 9 GRADES 107 12
Maximum : 100 % Maximum : 100 %
Minimum : 50 % Minimum : 60 %

981 100 High Distinction A+ 981 100 High Distinction
9571 97 Distinction A 9571 97 Distinction
9271 94 Superior Al 9271 94 Superior
8971 91 Excellent Al 89171 91 Excellent

Honor Roll

At the end of each term, students may be placed on the Honor Roll based on their academic
performance. The Honor Roll is displayed in section and students are presented with certificates.
Students, however, may be excluded form the Honor Roll for disciplinary reasons.
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Recognition and Awards

Awards will be given for outstanding performance in academic subjects, extra-curricular activities,
clubs and community service. Distinguished students will be encouraged to apply for the Sheikh
Hamdan Awards.

RECOGNITION BY THE MINISTRY OF EDUCATION

Equating the High School Diploma with Al Thanaweiah Al Ameh

The Ministerial Decision No. 4443 of 2001 regarding the Ministry of Education Regulation for Private
Schools in order to equalizethei Hi gh School Dwitp theoSexandary Schedl 2 )
Certificate.

Certificates issued by Private Schools that follow the American Syllabus will be governed by the
following rules :-

1. Islamic Studies will be taught to Arab Muslims and Arabic language to all Arabs in Grades
10, 11 and 12 according to the required syllabus and curriculum for government schools.
Examinations in these two subjects for Grade 12 will be supervised by the Ministry of
Education.

2. Islamic Studies will be taught to non-Arab Muslims and Arabic to all non-Arabs in Grades
10,11 and 12 according to the required syllabus and curriculum set by the Ministry of
Education and Youths (Private Education Dept.) Examinations in these two subjects for
Grade 12 will be unified in the educational zone under the Ministry's supervision.

3. The student must successfully pass all final exams in Grades 10, 11 and 12 in all subjects
taught by the school with a grade not less than 60% in all subjects except Arabic and
Islamic Studies (the passing mark in these two subjects is 50%).

4. The student shall successfully pass the Internet-Based TOEFL Test (iBT) with a grade not
less than (61) as required by the Ministry of Education. However, some universities

require a higherscorei n TOEFL. We advise parents to c
regulations.
5. The student shall successfully pass the SAT Test in Mathematics with a grade not less

than (400). However, students who seek admission to the American University of Dubai
should pass the SAT test in Mathematics and English with a grade not less than (900).
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We would also like to inform you that :

1. Required subjects for Grade 10 are : Islamic Studies, Arabic, English, Mathematics,
Chemistry, Biology, Physics, Miracles of Quran and Sunnah, P.E., Arts/H.E. (Girls
Only).

2. Required subjects for Grade 11 are : Islamic Studies, Arabic, English, Mathematics,
Physics, Chemistry, Biology, Miracles of Quran and Sunnah, P.E., (Art/H.E. - Girls
only)

3. Grade 12 : There are two (2) options:
1  Scientific Stream : Physics, Chemistry, Biology, Islamic Studies, Arabic
English, Math, Miracles of Quran and Sunnah, P.E. (Art/HE- Girls Only)
1 Business Stream : Business, Economics, Accounting, Islamic Studies,
Arabic, English, Math, Miracles of Quran and Sunnah, P.E. (Art/HE- Girls
Only)

Compulsory exams in addition to school reqgular exams to be granted a High School
Diploma:

1. Arithmetic Test (without using calculator). Passing grade is 70%.
2. Memorizaton & recitation of AJuzu Ammaod (according
3. Essay writing in English & Arabic Language. Score should not be less than 70%.

NOTE :

T No student wil/ be granted a High School Di pl
above mentioned requirements.

Students in Grade 11 must sit for SAT & TOEFL Tests.

Boys' and Girls' Graduation Ceremonies will be separate and held in June for Grade 12
students of Al-Barsha and Al-Twar branches.

)l
)l
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CRITERIA FOR ASSESSMENT

Teaching & assessment require that students be given specified information about the criteria of
assessment in each subject or test.

Criteria :
The general criteria for assessment should be stated in advance, so that students will have some
idea of the knowledge and skills they are required to demonstrate.

Feedback :

Good teaching requires feedback which is systematic, directed and clear. Students are entitled to
feedback. All submitted work, tests, homework, quizzes, assignments, etc. should be returned &
corrected to students promptly.

The following are some possible ways of providing feedback as part of the learning process:

a

()

Formal Examination: Teaching and assessment require staff to be available to discuss
exam papers with their students. Students should be aware of the criteria for grading and
the objectives.

Drop Quizzes: Students should also know the objective of these quizzes and the criteria
for grading.

Written Assignments: Notes on all submitted assignments should be written in a clear
way. Students also must be told how their assignments are marked and the criteria for
grading.

4. Tests
Tests are administered either in subjective or objective form :

Objective :

Multiple Choice
True or False
Matching Type
Fill in the Blanks

apop

Subjective :

Define
Compare
Justify
Essay
Analyze

®Q2O0 T

The teacher may use other ways in either of the above forms. However, students must always be

made aware of the details & criteria of their assignments.
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Benchmarking:

The International Benchmark Tests in English, Mathematics and Science are also administered on
yearly basis as an additional assessment for Grades (3 C 10). These tests are prepared by
Australian Council for Educational Research (ACER)

The results of these tests are used to inform planning.
Suggested ways of assessing student& performance
Students should be informed of the criteria of each of the methods.

Teachers are encouraged to vary their assessment methods in order to be fair & just in their
evaluation of students.

0 Surprise quizzes.

Oral questions.

Formal tests which are assigned & circulated to students at least ten days efore
the first test begins. These tests take place almost every six weeks.
Projects (research, group work, interviews, newsletter)

Magazine, year book, extra work, journals, etc.

Written homework.

Class work/Course work.

Participation and involvement.

Conduct & behavior.

Field trips.

Participation in the art, science and electronics exhibitions.
Tardiness/punctuality.

Absences/attendance.

Cooperation with teachers.

Critical thinking questions.

Students assuming the role of teachers individually or in groups.
Group work (marks for individual & group work).

Self assessment.

Students preparing questions.

Case studies.

Collection of articles, posters.

Classroom presentation.

OO C

(e I e B e I e B e B et 2 e B et I e B et B e N e B e 2 o B o B e 2 e N e N ]

All assignments are pre-scheduled and a deadline date is determined for the completion of
assignments.

Exam timetable is sent to parents and postedonthes c hool 6 s websi tbwardsmgidet h e
the classroom at least two weeks before the exam date. Students also add their input in the
scheduling process.
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Suggested Extra Work For Gifted Students

a Independent assigned projects.

a Allow gifted students to teach in lower classes.

a Allow gifted students to teach inside their own classes in groups.

a Arrange interviews with ministers, police officers and managers of large and
prestigious companies, etc.

a Enrichment exercise program.

a Extra work through CDs and various methods.

a Help develop their talents in accordance with their wishes (help them write books,
poems, dramas, etc.)

a Help them prepare educational materials, aids.

a Assign speci al projects according to stude
these projects according to fixed schedule and set of dates.

a Assign an advisor to be responsible for 3-5 students to help them develop their

talents, potentials and capabilities in all aspects.
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JOB DESCRIPTION: DIRECTOR

Basic Function:
Director
Member of the Governing Board

Spiritual Responsibilities:
1 Spiritual & emotional support for students & staff.
1 Be a Role Model for a pious Muslim.

Functional Responsibilities:

A. Daily
1. Ensure the enforcement of the set schedules, programs and syllabuses.
2. Supervise and approve all purchases and expenditures.
3. Follow up on students progress.

B. Weekly
1. Meet regularly with the heads of departments and with assistants.
C. Occasional
1. Update the Governing Board with important school news as requested.
2. Select, with the assistance of the heads of departments, the proper text
books.
3. Follow-up on the progress of all students, the weak ones and the brilliant
ones.

4 Meet with students to check on their problems and suggestions.

5. Maintain proper correspondence with the Ministry of Education.

6. Recruit new staff with the help of the assistants and heads of departments.

7 Organize an orientation program for the new staff.

8. Approve syllabuses which are set by the Heads of Departments.

0. Give assistants instructions to prepare and distribute the timetables.

10.  Hold individual and general meetings with all staff as needed.

11. Receive complaints and deal with employees grievances.

12.  Ensure the preparation of letters of encouragement, congratulations and
thanks, as well as appreciation certificates, to those who deserve them,
whether staff or students.

13. Reward teachers and students who excel in their work.

14.  Grant raises and bonuses to staff according to evaluations.

15. Set the school 6s objectives with the hel

16.  Set job descriptions for all staff.

17.  Meet regularly with the heads of departments and with assistants.
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C. General

Leader of the school.

Head of the Disciplinary Committee.

Appoint assistants.

Implement international education while preserving the Islamic and Arabic culture
and tradition.

5. Provide an international curriculum suitable for all students, local and foreign.

6. Ensure smooth operation of the school.
7

8

PwbdPE

Set the school ds policy with the help of
: Organize, with the help of the assistants, all school matters.

9. Follow-up on the progress of all students, the weak ones and the brilliant ones.

10.  Continuous search for new educational and audio-visual materials.

11. Help improve methods of teachings.

12.  Keep close contact with parents and keep them informed of all school matters.

13. Help solve disciplinary or academic problems, as needed.

14.  Supervise all exams and ensure proper seating arrangements.

15.  Ensure the school records are properly kept.

16.  Check for the safety of the surroundings and hold fire exercises.

17.  Seek recognition from colleges, universities and boards.

18.  Maintain good public relations.

19.  Arrange for workshops, sessions and training programs.

20.  Ensure the enforcement of the set schedules, programs and syllabuses.

21. Ensure all employees are legal and have proper contracts.

22.  Make regular and random class visits.

23. Read and advise on assistant® reports.

24.  Always be constructive and positive when disciplining teachers/staff.

25.  Deal with teachers, employees, students, parents and guests with understanding and
sympathy.

26.  Keep evaluation records for all teachers.

27. Renew or terminate teacher® contracts after consulting with the heads of
departments.
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JOB DESCRIPTION: ACTING PRINCIPAL /FINANCIAL CONTROLLER

Basic Function:

Acting Principal / Financial Controller
Member of the Governing Board

Spiritual Responsibilities:

1 Spiritual & emotional support for students & staff.
1 Be a Role Model for a pious Muslim.

Functional Responsibilities:

©CoNoO~wNE

Member of the Curriculum Committee.
Member of the Disciplinary Committee.
Chief Financial Controller.

Performs or supervises all accounting work.
Handles personnel problems.

Responsible for all staff.

Controls absences and tardiness.

Controls the registration procedures.
Ensures proper filing of student® records.
Plans and organizes all employee vacations.
Responsible for all the school purchases.

Controls the canteen (purchases i health matters i food quality).

Ensures the safe keeping of all his records and books.
Meets weekly with the Principal, or as needed.

Attends all parent-teacher meetings.

Attends all meetings when required by the Principal.
Helps in planning and organizing trips abroad for students.

DNS Staff Handboof@2010-2011)

Page78



JOB DESCRIPTION: ACTING ASST. PRINCIPAL

Basic Function:
Acting Asst. Principal
Member of the School Advisory Council

Spiritual Responsibilities:
1 Spiritual & emotional support for students & staff.
1 Be a Role Model for a pious Muslim.

Functional Responsibilities:

A. Daily
1. Arrive early, no later than 7:20 a.m. and check the presence/absence of staff
members. Ensure that a suitable substitute timetable for absent teachers is

prepared.
2. Supervise the morning assembly.
3. Control teacherdés emergency absence/tempor a
operation.
4. Supervise all administrator® work.
5. Ensure that proper material is being given to the substitute teacher.
6. Be available to greet parents, answer parent questions and keep records of all
meetings.
7. Meet parents and discuss their childrends p
8. Supervise extra tuition programs.
9. Observe and ensure daily discipline in the hallways and in the classrooms.
10. Assist teachers when faced with difficult situations both inside & outside the

classrooms.

11. Communicate policies, procedures & changes made by the Principal to the staff
(act as a liaison between the Principal and the staff).

12. Meet with the Principal, General Supervisors , Supervisors & coordinators to plan
& support one another as well as to be updated by the latest policies, procedures,
etc.

13. Report all critical issues to the principal.

14.  Keep records of every meeting and every major problem that takes place. This will
serve as an accurate reference to the Principal whenever needed.

15.  Ensure student® attendance roll is carried out daily. Also, ensure that parents of
absent students are contacted.

16. Ensure student® attendance book is filled out.

17.  Check for any vandalism or damages in all departments.

18. Make sure that the detention schedule is completed and that parents are
contacted and informed by written memos.

19. Supervise the general cleanliness of the school.
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B. Weekly

Meet with the Heads of Depts. either in group or individual meetings.

Meet with teachers on a weekly basis for planning, support and encouragement.
Follow-up on weak and advanced students.

Attend the weekly meetings with the Principal, General Supervisors, Supervisors &
Coordinators to plan and support one another as well as to keep updated of the
latest policies, procedures, etc.

: Meet with the Principal weekly or as requested.

6. Ensure that all reported damaged equipment & furniture are repaired.

PwpnPE

C. Occasional

Attend related in-service training programs when organized.

Help in planning extra-curricular activities.

Prepare the school timetables for teachers and students.

Assist the Principal in selecting text books.

Hold orientation programs for new teachers and students.

Arrange workshops and/or assist the Principal in any workshop, seminar, or training
courses.

Monitor and supervise entrance exams for new admissions.

Ensure that recess supervision timetables are prepared.

: Supervise all extra-curricular activities.

10. Check on all purchase orders and report to the Principal for approval.

11.  Help in recruiting new teachers.

12.  Arrange for parent meetings and supervise the distribution of report cards.

OUAWNE
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D. General

Member of the disciplinary & curriculum committee.

Coordinate and enforce the general policy of the school.

Assist the Principal in any related tasks.

Consult with the Principal on major issues before making important decisions.

Supervise the preparation, correction, control and proper filing of the exams.

Attend all meetings which are required by the Principal.

Assist teachers when faced with difficult situations (inside and outside their

classrooms).

Communicate policies, procedures and changes, made by the principal, to the

staff, and act as a liaison between the principal and the staff.

9. Hold an orientation program at the beginning of the year for all new teachers in
coordination with the principal and supervisors, and make them aware of the
school 6s philosophy and objectives and regu

10. Constantly evaluate teacher® work and report it to the principal.

11. Build a cooperative and permissive atmosphere conducive to work.

12.  Carry out any related educational assignment set by the principal.

13.  Keep records of all major problems. This serves as an accurate reference to the
principal when needed.

14. Report all critical issues to the principal.

15. Ensure that special classes for non-Arab students are arranged.

16.  Ensure the timely collection of school tuition and fees, as set by the regulations.
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JOB DESCRIPTION: GENERAL SUPERVISOR

Basic Function:

General Supervisor

Member of the School Advisory Council
Reports to the Asst. Principal

Spiritual Responsibilities:
1 Spiritual & emotional support for students & staff.
1 Be a Role Model for a pious Muslim.

Functional Responsibilities:

A. Daily
1. Ensure availability to answer parent questions and keep records of all meetings
that take place.
2. Check the presence/absence of staff members and arrange a suitable substitute
for the absent teacher in cooperation with the Assistant principal.
3. Ensure that proper material is being given to the substitute teacher.
4, Control teacherdés emergency absence/tempor
operation.
5. Systematically check student® assignments and homework.
6 Teach assigned classes.
B. Weekly
1. Follow-up on weak students.
2. Attend the weekly, or as needed, meetings with the Principal, Deputy Principal,

Assistant Principal, General Supervisors, and other supervisors to plan and
support one another as well as to keep updated of the latest policies, procedures,

etc.
3. Evaluate the teacher® progress.
C. Occasional

Substitute for absent teachers when needed.

Prepare or check exams and quizzes before they are administered.
Attend all parent-teacher meetings.

Arrange for training sessions and seminars for teachers.

Check student® marks and do the necessary follow up.

Help in extra-curricular activities.

Attend in-service training program when organized.

Nooh~wNpE
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D. General
1. Enforce school policy.
2. Act as a member of the disciplinary committee (when requested).
3 Assist teachers when faced with difficult situations (inside and outside their
classrooms).

4, Communicate policies, procedures and changes, made by the principal, to the staff
(act as a liaison between the principal and the staff).
5. Hold an orientation program for all new teachers in the beginning of the year and

make certain that they ar e awaordmatianfwitht he sc
the principal and other supervisors).
6 Constantly evaluate teachero6s work and rep
7. Build a cooperative and permissive atmosphere conducive to work.
8. Carry out any educational assignments set by the principal and his assistants.
9 Keep records of all major problems. These will serve as an accurate reference to
the principal when needed.

10. Report all critical issues to the principal.

11. Provide resource materials for teachers.

12. Encourage teachers develop new projects and methods of teaching to enhance
teaching and to follow up on the in-service training program.

13. Continuously upgrade knowledge, especially in the major field.

14. Continuously check the new educational catalogues related to your field.

15. Be a member of the curriculum committee.

16. Prepare the yearly, monthly and weekly plans for the teachers.

17. Check on student® progress.

18. Constantly motivate teachers and students to perform better.

19. Prepare all mid-term & final exams.

20. Carry out any related task that is required by the Principal or his assistants.
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JOB DESCRIPTION: SUPERVISOR

Basic Function:

Supervisor

Member of the School Advisory Council
Reports to the Asst. Principal

Spiritual Responsibilities:
1 Spiritual & emotional support for students & staff.
1 Be a Role Model for a pious Muslim.

Functional Responsibilities:

A. Daily
1. Arrive early and check the presence/absence of staff members and arrange a
suitable substitute for the absent teacher in conjunction with the Asst. Principal.
2. Control teacherdéds emergency absence/tempor
operation.
3. Ensure that proper material is being given to the substitute teacher.
4, Be available to greet parents, answer parent questions and keep records of all

meetings that take place.

5. Observe and ensure daily discipline in the hallways and in the classrooms.

6. Assist teachers when faced with difficult situations (inside & outside the classroom).

7 Communicate policies, procedures & changes made by the Principal to the staff
(act as a liaison between the Principal and the staff).

8. Meet with the Principal, Deputy Principal, Assistant Principal, General
Supervisors & other supervisors to plan & support one another as well as to be
updated by the latest policies, procedures, etc.

9. Report all critical issues to the principal.

10. Keep records of every meeting and every major problem that takes place. This
will serve as an accurate reference to the Principal whenever needed.

11. Check the presence/absence of the students.

12.  Ensure student® attendance book is filled out.

13. Check for any vandalism or damages in the assigned department.

B. Weekly
1. Meet with the teachers on a weekly basis for planning, support and
encouragement.
2. Follow-up on weak students.
3. Attend the weekly meetings with the Principal, Deputy Principal, Assistant

Principal, General Supervisors, and other supervisors to plan and support one
another as well as to keep updated of the latest policies, procedures, etc.
4, Meet with the Principal weekly or as requested.
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C. Occasional

1. Attend related in-service training programs when organized.
2. Help in extra-curricular activities.
D. General

1. Perform as a member of the disciplinary committee.

2. Assist teachers when faced with difficult situations (inside and outside their
classrooms).

3. Communicate policies, procedures and changes, made by the principal, to the staff
(act as a liaison between the principal and the staff).

4. Hold an orientation program for all new teachers in the beginning of the year and

make certain that theyar e awar e of t he s cohunaibnvih r egul a
the principal and other supervisors).

5. Constantly evaluate teacherés work and rep
6. Build a cooperative and permissive atmosphere conducive to work.
7. Carry out any related educational assignment set by the principal and his
assistants.
8. Keep records of all major problems. This will serve as an accurate reference to the
principal when needed.
0. Report all critical issues to the principal.
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JOB DESCRIPTION: HEAD OF DEPT.

Basic Function:

Head of Dept.
Member of the School Advisory Council
Reports to the Asst. Principal

Spiritual Responsibilities:

Spiritual & emotional support for students & staff.
Be a Role Model for a pious Muslim.

Functional Responsibilities:

A. Daily

1. Be available to answer parent questions and keep records of all meetings that
take place.

2. Check the presence/absence of the department staff members and ensure that
the proper material is being given to the substitute teacher in cooperation with
the department supervisor.

3. Teach assigned classes.

B. Weekly

1. Meet weekly with the teachers to check their lesson plan, grades, yearly and
monthly plans, student® workbooks and assess the amount of lessons and
homework given to the students.

2. Ensure that the class advisors are in contact with the parents of the weak
students and that all contacts are documented.

3. Evaluate the teacher® progress.

4. Systematically check the student® assignments and homework.

C. Occasional

1. Substitute for absent teachers when needed.

2. Prepare or check all related exams and quizzes before they are administered.

3 Attend all parent-teacher meetings.

4 Arrange for training sessions and seminars for teachers.

5 Check student®& marks and do the necessary follow-up.
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D. General

1.
2.

Nookw

© ©

Act as a member of the curriculum committee.

Assist teachers in choosing and selecting proper books and materials for the
department.

Set up a proper syllabus for the course.

Help out in recruiting proper teachers for the department.

Help build a cooperative and permissive atmosphere conducive to work.
Provide resource materials for the teachers.

Encourage teachers to develop new methods and projects to enhance teaching
and to follow up on the in-service training program.

Recognize the importance of self-development.

Continuously check new educational catalogues related to the field of study and
work.
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JOB DESCRIPTION: COORDINATOR

Basic Function:

Coordinator

Member of the School Advisory Council
Reports to the Head of Dept.

Spiritual Responsibilities:

1 Spiritual & emotional support for students & staff.
1 Be a Role Model for a pious Muslim.

Functional Responsibilities:

A. Daily
1.

Be available to answer parent questions and keep records of all meetings that
take place.

2. Check the presence/absence of the department staff members and ensure that
the proper material is being given to the substitute teacher in conjunction with
the department supervisor.

3. Teach assigned classes.

B. Weekly

1. Meet weekly with the teachers to check their lesson plan, grades, yearly and
monthly plans, student& workbooks and control the amount of lessons and
homework given to the students.

2. Ensure that the class advisors are in contact with the parents of the weak
students and that all contacts are documented.

3. Evaluate the teacher® progress.

4. Systematically check student& agendas and homework.

5. Meet weekly with the HOD and report to him/her all matters concerning the
department.

C. Occasional

1. Substitute for absent teachers when needed.

2. Attend all parent-teacher meetings.

3. In coordination with the HOD, arrange for training sessions and seminars for teachers.

4. Check student® marks and do the necessary follow-up.

5. Prepare or check all related exams and quizzes before they are administered.
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D. General
1. Perform as a member of the curriculum committee.
2. Assist teachers in choosing and selecting proper books and materials for the
department.
Set up a proper syllabus for the courses.
Help out in recruiting proper teachers for the department.
Help build a cooperative and permissive atmosphere conducive to work.
Provide resource materials for teachers.
Encourage teachers to develop new methods and projects to enhance teaching
and to follow up on the in-service training program.
Recognize the importance of self-development.
Continuously check new educational catalogues and other materials related to the
field of study and work.
10.  Ensure his/her staff are using the latest technology in their teaching methodology.

Nookw
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JOB DESCRIPTION: GUIDANCE COUNSELOR

Basic Function:

Guidance Counselor
Member of the School Advisory Council
Reports to the Principal

Spiritual Responsibilities:

1 Spiritual & emotional support for students & staff.
1 Be a Role Model for a pious Muslim.

Functional Responsibilities:

1.

2.
3.
4

No

10.
11.

12.
13.
14.
15.
16.

Contribute leadership in the planning and conducting of orientation programs for new
students.

Provide students with information about educational and vocational opportunities.
Conduct follow-up and community research studies.

Collate information about each counsels for his own use and for that of teachers and
other personnel workers.

Counsel with students regarding their personal, social, educational and vocational
problems; assist them to understand their own personal assets and limitations, and to
develop worthwhile objectives.

Demonstrate a helpful attitude toward all personnel.

Assist teachers to secure information about students which will be of assistance in
planning and conducting their classes. Assist them in solving problems involving
individual students and group guidance activities.

Participate in the schoolds curriculum devel
effective ment al hygiene techni qsevice traimmgd par
program.

Assist the school in working closely with the community by interpreting the school and
guidance program to the community and the parents.

Consult with the parents concerning the problems of the pupils.

Use adequate and appropriate techniques, such as the interview, testing, observations,
and individual and group processes.

Keep abreast of professional literature and latest techniques of counseling and guidance.
Participate in professional teaching and personnel associations.

Initiate and participate in case conferences on individual pupils and students.

Receive referrals from supervisors and try to help students overcome their problems.
Assist the principal and his assistants as needed.
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JOB DESCRIPTION: TEACHER

Basic Function:
Teacher
Reports to the Coordinator/Head of Dept./Supervisor

Purpose:

To implement, supervise, and maintain a high quality learning environment for students within the
specific curriculum and standards of the school.

Attributes and Skills:

The teacher is a professional with the responsibility for implementing a curriculum. He/she is
required to have the related academic knowledge, technical skills, decision making skills, and a
professional attitude.

The teacher must have the ability to recognize the needs of the students and to evaluate their
performance. The teacher must also be able to provide learning activities appropriate to student
needs and to constructively evaluate these activities. The teacher should create an optimum
learning environment through full and appropriate use of all resources available and through the use
of effective instructional and classroom management techniques.

In addition to the required technical competence, the teacher should maintain an attitude and
conduct which is consistent with the DNS Regulations.

Spiritual Responsibilities:
1 Spiritual & emotional support for students & staff.
1 Be a Role Model for a pious Muslim.

Functional Responsibilities:

1. Follow the school policies, procedures, rules, regulations, and guidelines and the
provisions of the contract.

2. Have a love of children and his/her students.

3. Cooperate fully with the supervisors, superiors & colleagues.

4. Participate in all seminars, training programs or workshops which are prepared by the
administration.

5. Participate in the departmental projects including the preparation of units to be used in
the classroom on vocations, health, leisure time, recreation, and moral and spiritual
values.

6. Apply mental hygiene principles in all aspects of teaching. Observe and identify

symptoms of physical illness & sensory defects.

Meet the school 6s estPaforrdaace dtalltimds. Comp et
Follow a curriculum that is prescribed by the school.

Communicate with parents, students, and other professional staff regarding student
progress (behavioral and academic).

© o N
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10.
11.

12.
13.
14.

15.
16.
17.
18.
19.

20.

21.

Help parents to increase their understandingofthec hi | dé.s needs
Identify the needs of students through diagnostic procedures and relate instructional
objectives to these needs. Plan, prepare, and execute lessons, utilizing appropriate
resource materials and activities.

Analyze the physical, emotional and social needs of pupils in the classroom.
Maintain student records as required by the school.

Observe and report in writing, to counselors and supervisors, significant data
concerning pupils in your classes.

Make students aware of the learning opportunities within the classroom environment.
Buildt h e c hicbnfidirsce tereughfpositive and accepting attitudes.

Teach punctuality, neatness & tidiness.

Teach respect through exemplary behavior.

Encourage students to adhere to Islamic teachings & practices through your good
example.

Encourage students to develop their full potential through proper learning habits &
exercises.

Encourage students to use the bulletin boards for their written publications & projects.
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JOB DESCRIPTION: CLASS ADVISER

Basic Function:
Class adviser

For each homeroom there will be a teacher/adviser who gives special attention to the welfare of
each student in his or her care.

Functional Responsibilities:

1. Distribute the agendas to students at the beginning of the school year and read and explain
the instructions to the students. Make sure that students know how to use their agenda.
Write down the dates in the student® agenda for Grades 2 and 3.
Follow up the daily use of agenda to make sure that students are using it properly.
Encourage students to respect and apply Islamic teachings.
Help students with their academic and behavior problems. Write all notes down in the
student® file which will be handed to the supervisor when necessary.
Follow up on weak students in conjunction with their teachers, prepare the required reports
and, after getting the approval of the supervisor, contact the parents.
Follow up on and encourage student® participation in activities.
Supervise the cleanliness and tidiness of the classroom.
Change board signs inside the classroom periodically (twice every term) at the same time as
other teachers and students.
10. Involve students in keeping the attendance register and class agenda on their own, under
your supervision.
11. Organize the student® seating arrangement in coordination with the wishes of the other
teachers and with the supervisor.

12.  Participate in school picnics on Thursdays:

a) Be prompt.

b) Check class list.

C) Care for the students.

d) Leave only after last student has left school.
13.  Supervise the school radio in coordination with other class teachers.
14.  Constantly remind students of their school uniform and personal appearance. Report  any
violations to the supervisor.
15. Be sociable with students and arrange to visit their home when necessary.

o gakrwd
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JOB DESCRIPTION: NURSE

Basic Function:
Nurse
Reports to the Principal

Spiritual Responsibilities:
1 Spiritual & emotional support for students & staff.

Functional Responsibilities:

The School Nurse is responsible to the Principal and the Heads, as well as the Administration Office
Coordinator of the school for the following :-

A. Daily

1. Providing facilities for first aid care.

2. Administering health care on a daily basis.

3 Ensuring that parents are informed immediately when a child is seriously injured
or taken ill, and informing the Teacher-in-Charge and Supervisor.

4. Assist the school doctor in his / her duties.
5 Referring students, if necessary, for further treatment to :-
a. School health medical officer.
b. Specialist in health centers.
B. Weekly
1. Evaluating the quality and appropriateness
C. Occasional
1. Liaising with local facility in case of serious injury or illness.
2. Liaising with Class teacher / Administration to compile health files for students.
3. Participates in activities which induces health practices such as :-
a. giving lectures
b. acting as role model
C. participating in health committee as required.
4. Perform other job related duties as required by the Principal or by the Department of
Health.
5. Participate in training program at least once per year to maintain competency.
6. Admini ster medication in accordance with n
hospital policy.
7. Initiates safety, fire prevention / control measures as appropriate.
8. Counseling students to the best of her abilities, as need to be, and referring them to
the school medical officer when required.
9. Preparing, implementing and evaluating health educational program in co-ordination

with the nursing services of Al Maktoum Hospital and in co-operation with teachers
and parents.
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D. General

Establishing and running an efficient health service for the school.
Ensuring that all school children have all the correct vaccines for immunization

1.
2.

a. Administering all documents concerning vaccination.
b. To inform parents what immunization has been administered at a given
date.
3. Ensuring that the school students particiyg
organization in any health inspections required by the Ministry of Health,
Department of Health & Municipality.
4. Submitting promptly the required reports to the concerned school health centre.

a. monthly report
b. first aid administration
C. referred students

5. Ensuring that medical attention is available at all times when the school is

open.

Every student should have one health booklet which serves as his / her file.

Informing the Class teacher / year leaders whenever a child from either Key

Stage is sent home sick.

Cooperate with the Department of Health staff to ensure high quality care.

Teach students or their parents about health maintenance and iliness

prevention.

10. Utilize standard and specialized equipment in school clinic as appropriate
according to the Dept. of Health requirements.

11. Coordinating closely and cooperatively with Department School Health clinics
and Municipality to ensure and facilitate provision of health care to school
population.

12. Recognizing signs and symptoms, onset of communicable diseases, prompt
reporting / referring to proper authorities, and take appropriate nursing action.

13.  Periodic inspection and reporting the presence of physical and health hazards
in the school environment.

14.  Securing correction of undesirable or unsafe conditions cooperatively with
school administration.

~N o
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JOB DESCRIPTION: LIBRARIAN

Basic Function:

Librarian

Member of the School Advisory Council
Reports to the Asst. Principal

Spiritual Responsibilities:
1 Spiritual & emotional support for students & staff.
1 Be a Role Model for a pious Muslim.

Functional Responsibilities:

Assist the principal in the development of the library curriculum for all classes.

Keep the library, the library collection and the furniture in good condition.

Keep records of the on-order library materials.

Classify and catalogue the library materials.

Supply the library with new books in coordination with the library committee.

Supervise the technical modernization of the library in coordination with the computer

department.

Maintain the on-line public access catalogue.

Instruct the students in the optimum utilization of the library.

Lend books to students, teachers and administrative staff and follow up on the

borrowerés records.

10.  Provide reference services to the library users and reply to their enquiries.

11. Supervise the branch libraries.

12. Check on and follow up on the magazine and periodical subscriptions.

13. Make timetables for students visiting the library for reading by coordinating with their
teachers and supervisors.

14. Censor materials in cooperation with the teachers and library committee.

15. Update the media centre in cooperation with the teachers and the library committee.

16. Discard torn and unneeded books witht he | i brary commi tteebs appr

17.  Promote the role of the library to encourage the students to read.

18. Take inventory annually.

ouhwnE
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JOB DESCRIPTION: LABORATORY TECHNICIAN

Basic Function:

Laboratory Technician
Reports to the Coordinator/Head of Dept.

Spiritual Responsibilities:

1 Spiritual & emotional support for students & staff.
1 Be a Role Model for a pious Muslim.

Functional Responsibilities:

A. Daily
1.
2.

Help the students with their practical experiments.
Provide and set up equipment, instruments and materials used in performing
experiments.

3. Organize the materials in the laboratory after each lesson and, in case of emergency,

help to keep the lab clean.
B. Occasional

1. Update the | ab schedule when there are

2. Repair, maintain and operate standard laboratory equipment.

3. Maintain the laboratory. This includes preparing standards and solutions, processing
and cleaning of equipment, and calibration of laboratory items.

4. Restock supplies and materials, as required.

5. Make the purchase order list for the academic year, collect quotations from different
companies and check the price of the items.

6. Prepare and maintain a variety of routine laboratory records.

7. Appropriately discard bio-hazardous waste materials in order to maintain clean and
safe laboratories.

8. Collect dirty lab coats for the laundry and replace with clean lab coats.

0. Perform any other related duties that are needed.
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CRITERIA FOR SELECTING THE DISTINGUISHED TEACHER

By the Director / Principal / Asst. Principal / Supervisors / Coordinators / Heads of Depts. (10" of May)

Date : For the period starting : Ending :
Head of Deptdés. [/ Coordinatords Name

. . 3% 961 100 = Distinction 867 90 = Very Good
No. of years of Experience : 911 95 = Excellent 807 85 = Good

Below 80 = Weak

CONFIDENTIAL
For Administration use only.

EVALUATION
DESCRIPTION COMMENTS 100% | Y¢ Marks Achieved
(To beread &
endorsed by
teacher)

I. PLANNING:
Adhering to plan.

Daily lesson plan.

1.
2.
3. Clarity of objectives.
4.

Suitability of activities and educational aids.

Il. PRESENTABILITY / PERSONALITY:
1. Appearance (odor, hair, fingernails, hair,
teeth, shoes, etce.)
2. Capability of expressing oneself /
proper actions & reactions.
B | 3. Responsibility. 10

4. Confidence.7

5. Pleasant, cheerful personality.

lll. INSTRUCTIONAL METHODS :
Qualification / command of subject.

Effectiveness of the methods.

Use of several audio-visual & IT resources.

Motivation.

20

Consideration of varying levels.

Student® encouragement.

Use of white board (organization & clarity).

1
2
3
4
5. Variety of activities.
6
7
8
9

Use of language.

10. Attention to written assignments.

IV. STUDENTS ACTIONS & REACTIONS:
1. Interaction, participation and enthusiasm.

2. Participation in class activities.

3. Cooperation / group work.
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