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1. School Aims
1.1 Philosophy

We believe that:

· Students should be educated in a stimulating, safe and happy environment.

· Education should balance the intellectual, physical, social, moral and emotional in order to develop well-rounded, caring individuals who can make a positive contribution to society.

· Young people should be given the opportunity to become confident, self-disciplined and independent individuals who take responsibility for their own learning and seek to develop their own talents and interests.
· All members of the school community - students, teachers and non-teaching staff - should have an equal opportunity to succeed regardless of race, gender, ability or cultural and religious background.  
· We should celebrate and respect the diversity of languages, cultures and traditions within our school and the wider world.
· With honest and open communication between all members of the school community, including parents, we will build a mutually supportive and successful school.
2.
Working in Kuwait

 2.1      FBS & FBSG Schools Handbook

This Staff Handbook is applicable for the Al Faisal English medium schools for Future Bilingual School.  You should consult this handbook, your contract, the Kuwait Labour law for the private sector and the orientation guide for general information about working in Kuwait and specific information regarding contracts, residences payments etc..
2.2      Respect for Islam

Kuwait is a conservative, orthodox Muslim country and as such prohibits all religious and political discussion whatsoever with students.  Please take careful note of this, as a violation will be construed as a penal offence.

Article 23 of law number 3 of 1961 states:  “Disparagement of Almighty Allah, the Prophet or the companions of the Prophets is prohibited whether by protesting, challenging, mockery, vilification or by any other means of expression as provided for in Article 29 of law number 30 of 1970, amending certain provisions of the penal code number 16 of 1960.”


2.3
Ramadan

The requirement to abstain from any food or drink or tobacco from sunrise to sunset during the holy month of Ramadan is strictly adhered to in all public situations in Kuwait.  Non-Muslims are not required to fast, but they must not be seen eating, drinking or smoking during the fasting hours.  In school this means that staff may eat and drink in the staff room.  Anyone doing so should ensure that the door is closed.  Out of school, even during the hottest months, you should not eat, drink or smoke anywhere in public.

Students, Muslim as well as non-Muslim, in school who are not fasting eat in their classrooms and are supervised by non-fasting staff. During Ramadan, working hours and the school day for both staff and students will be reduced (see 3.4). At the end of Ramadan (Eid Al-Fitr) there is a Kuwait public holiday for 3 days. 
3.
Administrative Information
3.1
Management Structure
A current organization chart will be issued upon starting employment.


3.2
Staffing 
A current staff list will be issued each academic year to staff.


3.3
School Year Dates
The academic calendar will be issued each academic year to staff.


3.4 Timings of School Day

FBS Regular school timetable 2009/2010

Elementary dept. Grade 1-5

	Period
	Time
	Length of class
	Location

	Lining up + Registration
	7:30-7:35
	5 min
	

	1
	7:35-8:20
	45 min
	

	2
	8:20-9:05
	45 min
	

	Snack/ break
	9:05-9:35
	30 min
	Playground

	3
	9:35-10:20
	45 min
	

	4
	10:20-11:05
	45 min
	

	5
	11:05-11:50
	45 min
	

	Lunch/ break + Prayer Break 
	11:50-12:30
	40 min
	Playground / prayer room

	6
	12:30-1:15
	45 min
	

	7
	1:15-2:00
	45 min
	


Middle school Grades 6-8

	Period
	Time
	Length of class
	Location

	Lining up + registration
	7:30-7:35
	5 min
	

	1
	7:35-8:30
	55 min
	

	Snack/ break
	8:30-8:40
	10 min
	Playground

	2
	8:45-9:40
	55 min
	

	3
	9:45-10:40
	55 min
	

	Lunch/ Break
	10:40-11:05
	20 min
	Playground

	4
	11:05-12:00
	55 min
	

	5 
	12:05-1:00
	55 min
	

	6
	1:05-2:00
	55 min
	


Length of period is 55 min transition for moving to the next class.
3.5
Staff Arrival and Departure

3.5.1 All staff with the exception of the Director, are required to sign in by 7:15 am, 8:30 am during Ramadan, or as soon they arrive in school.  The signing in sheet is in the reception during signing in and out times and then kept in the Principal’s office during the day.  If for any reason staff leave the school premises, they must, for security reasons, sign out and on their return sign in again in the book held by the security.  Staff must have the written permission of the Principal before leaving the school premises for more than 30 minutes during times other than their official break during the school day. Permission is granted through completing a ‘Leave of Absence’ form which should be handed to the Principal for approval. If approval is granted then the form will need to be handed to the security upon leaving the premises. Staff is required to inform their Head or Vice Principal and affected colleagues regarding cover during any absence. 
3.5.2
All staff must be available until 2:15 pm each day. (The leaving time will change in Ramadan as advised by the Management).  This ensures teachers will always be able to fulfil important professional commitments such as parent conferences, meetings, activities, etc.  These activities have precedence and teachers must make themselves available until 3 pm to undertake these professional tasks.  No fixed appointments should be made that require staff to leave school before 2:15 pm. You must sign in and out yourself as it the legal record of the actual hours you are on the premises.  On days when the administration indicates that there are no duties, meeting or other commitments the KG staff can leave at 2:00pm on regular days and at 1:00pm during Ramadan.
3.6
Meetings 
Effective communication is important to both the teaching and learning within our school. Attendance to designated meetings is mandatory. Non-attendance will result in disciplinary action. 
3.6.1   Morning Briefings – begin promptly at 7:30 am each morning.
Absences and cover will be announced along with other important information. Attendance by all education staff (with the exception of those on duty) is compulsory. Briefing minutes will be printed and displayed for those on duty and for clarification of issues discussed. N.B.
Please check cover board in the staffroom each morning after briefing or when collecting class from the playground.
3.6.2 Afternoon Meetings - begin at 2:20 pm / 3pm 

3.6.3 Parent Conferences (See 5.7)

3.7
Staff Absences

3.7.1
Unplanned

Staff must notify the Principal if they are unexpectedly going to be absent immediately if during the school day, or before 9pm at night, or between 6.30am and 7.00am in the morning. They should consult the Absence Procedures document for details about providing work for their classes and requirements for medical certificates.

3.7.2    Leave of Absence
Staff must seek permission from the Principal for all planned absences of half an hour or more.  They should complete a Leave of Absence form as soon as they know that they wish to apply for leave.  If granted, the colleagues and line management should be informed.

Staff should consult the Leave of Absence Policy and Procedures documents to see whether their circumstances will be granted with pay, without pay, or is discretionary.

Members of staff who are absent from school without first gaining permission, other than in the case of personal sickness or an extreme emergency, will lose pay and may face further disciplinary action. 

If you are unwell and not able to come to work please telephone the Principal before 9 pm at night or between 6:30 am and 7:15 am so that cover for classes can be arranged. You can contact the principal on: 7954546. You will need to collect a Sick Leave form from the school which needs to be signed by the medical practitioner (at a public or private clinic/hospital) that you consult on the first day of sickness, if you wish to be paid sick leave. Completed sick forms must be returned to the administration on the day the member of staff returns back to work. 
The Kuwait Labour Law allows 15 accumulated days paid sick leave in a year. Sick leave is paid according to Article 37 of the Kuwait Labour Law for the Private Sector. Leave may be accumulative or taken singly, but in any event will not exceed 15 paid days in a year. Sick leave cannot be accumulated to the following year. 

Kuwait Labour Law (Article 37):

A worker, whose sickness is testified by a medical report from the medical officer named by the employer, or from the medical officer at a government clinic, is entitled to the following sick leave during the year:

· 6 days on full pay

· 6 days on three-quarter pay

· 6 days on half pay

· 6 days on quarter pay

· 6 days without pay

(6 + 4½ + 3 + 1½ = 15 days) 

3.7.3    Compassionate Leave
The company allows three (3) days paid compassionate leave in the event of death of an immediate family member upon submission of a death certificate. 
Overseas contracted staff may apply for up to a maximum of ten (10) days compassionate leave if they wish to travel outside the country.  In the event, paid leave is three (3) days - the remaining days will be unpaid leave.  Application for compassionate leave must be registered on a Leave of Absence Form (LOA).

3.7.4
Staff Travel Abroad

When staff travel abroad out of Kuwait they must sign in the travel book in the reception details of their flight and location for emergency purposes.

3.8
Arrangements for Cover

All staff should consult the Cover Policy and Cover Procedures documents.  These detail how cover operates and the responsibilities of individual staff.

3.9 Staff  Facilities

3.9.1   Staffroom   

There are two staff rooms for all staff which function as places to relax or work. Students, including staff children, must not be taken into the staff rooms. They are strictly ‘no smoking’ areas. There is a designated cleaner for the staff rooms, but it is the responsibility of staff collectively to keep the staff rooms tidy and free of the accumulation of dirty cups and general rubbish. The cleaner is employed by the school and should not be instructed to perform personal duties by staff. There is a water heater or kettle in the staff rooms.  Staff should provide their own refreshments.  

3.9.2 Signing out

Staff may leave the campus for a maximum of 25 minutes to purchase food if in their designated break times but are still required to sign in and out in the security handbook.  Staff must stay within the immediate vicinity of the school when off-campus. 

3.9.3
Work Room    
There is an air-conditioned workroom equipped with computers and laser printer for staff to use.  One Arabic-enabled computer is available.  The workroom also provides bench space for bookwork.

3.10    Sick or Injured Students
Sick or injured students should be sent to the school nurse. Teachers should use discretion about sending another student along with the ‘patient’.  It is not always necessary and should not involve groups of students spending a lot of time out of class.

For all but the most minor of cuts and grazes the nurse will send an ‘Accident/Illness’ form with the student for her/his parents.  It is very important that parents are informed about any injuries or sickness that occurs during the day.

It is always the nurse who decides whether a child should be sent home or should stay in the Sick Room.

3.11    Staff Contact

At the beginning of the school year you will receive an up-dated staff phone and address list.  Please treat this confidentially.  If you change your address or telephone number please inform the Principal.

3.13 Fax, Phone and E-mail

Staff may receive faxes at school.  To send a local fax on school business, staff should ask the Secretary for Staff before sending it.   To send a fax overseas, a phone card is needed.  For this please see the school’s Accounts Manager.  For personal overseas faxes teachers must provide their own phone card and should first gain permission from the Principal.

Mobile phones MUST be switched OFF at all times when you are teaching or in a meeting.

Personal use of the Internet and e-mail is restricted to non-school hours before 7:30 am and after 2:30 pm.  If accessing the computer system during non-school hours, it is the staff member’s responsibility to shut down the computer they are using (also see Internet Use Policy).
3.14 Memos and Message

All staff will be assigned a mail box in the staff room in which messages and memos are placed. Staff should check their mail box at the beginning and end of the day. To avoid wasting paper some information may be sent round to teachers who have to sign acknowledgement that they have read and understood messages,

If you need to communicate with the Principal you can submit written communication to the reception who will insert it into the Principal’s communication book for attention. These communications should be dated and signed.

If you need to communicate with the Director, you can directly arrange an appointment with Director's secretary.

3.15    Passage of Official Documents
To ensure that documents do not go astray and that there are no misunderstandings about who has passed which documents to whom, you must sign in the Documents Transfer Book held with the Secretary for Staff.
3.16 Photocopying
All photocopying should be submitted to the Vice Principal/Coordinator for written approval from whom request forms are available.
Please plan ahead for any photocopying you may have.  All photocopying must be recorded in the book. 

Unless there is a very good reason why not, all photocopying will be done double-sided.

ONLY authorised staff may use the photocopier.  

To ensure that the quality of reproduction is good enough, please ask to see the ‘practice’ copy that is done before a large run on the fast copier.   

3.17 Audio-Visual Aids

We have a number of tape recorders, an overhead projector, and other assorted equipment.  Please see the Vice Principal/Principal, if you wish to use any of this equipment.

3.18 Staff Dress Code

All staff should set a good example to the students.

If a member of staff is judged not to meet the standard expected, a member of management will have a personal word with the staff member concerned.  

Staff must dress according to the expectations of the local custom, culture and religion. Guidelines are as follows:

Male Staff: 

A dress shirt (tucked in), long or short sleeves with casual or dress trousers. Jeans are not acceptable unless staff have been notified by Administration that they are allowed to be worn. Shorts of any variety are not acceptable attire on the School premises, during or after school for any reason. Crucifixes or religious jewellery may be worn under the clothing. However, no earrings are to be worn while on the School premises. Footwear should be appropriated to the activity and classroom setting. No long hair, only standard men haircut. No exotic hair colours are allowed. No hats are to be worn while in the buildings. Wearing a tie is expected except for PE staff.  Modesty in all situations and occasions is the key.

Female staff: 

Dresses or skirts should not be too tight and should reach below the knee when standing or sitting. Sleeves should cover the upper arms. Blouses or shirts should not be transparent even if a T-shirt is worn underneath. Necklines, which are low and or display the bust, are not acceptable. Pants or trousers of ankle length are appropriate but should not be tight fitting and should be worn with long blouses or shirts that are worn on the outside and cover the hips, extending to the upper thigh. Jeans are not acceptable unless staff have been notified by administration that they are allowed to be worn. Shorts of any variety are not acceptable attire on campus during or after school hours, for any reason. No exotic hair colours are allowed. Crucifixes may be worn as long as they are worn under the clothing. Footwear should be appropriate to the activity and classroom setting and high heels that limit mobility are not encouraged. Modesty in all situations and occasions is the key.

3.19 Smoking, Drugs and Alcohol 

There is no smoking allowed in school during school hours or when any students are on site in organized activities, except outside in designated areas where you cannot be viewed by students. FBS and FBSB strictly prohibit the use of drugs and alcohol on campus. Any substance that is illegal in Kuwait is prohibited on school premises. Tough penalties will be applied to any staff member who attends work smelling of alcohol. 
3.20
Chewing Gum
There is a strict rule that NO staff or students should chew gum on school property at any time.

3.21  
Personal Use of School Equipment

Staff may use computers before/after school hours for personal use.  Permission needs to be sought from the Principal if you wish to make personal use of a photocopier, audio-visual or other equipment.

All staff reference books or library books must be signed out by the librarian and must be returned as soon as you have finished using them.  All books and materials must be returned by June 1 each year.

3.22 
Collection of Money
3.22.1
No money must ever be left in classrooms, during the day or over night. Whenever students have to hand in money (eg. for class photographs), the money should be collected first thing in the morning, placed in an envelope which is then sealed and taken to the office and handed to the Accounts Officer to be put in the safe.  On the outside of the envelope should be recorded: the class, the teacher’s name, the date and how much money is in the envelope.

3.23 Staff Disciplinary Procedures
The Ministry of Education’s Disciplinary Penalties are indicated below. These will be applied to staff who offends.
	Offence
	First Penalty
	Second Penalty
	Third Penalty

	Negligence incorrect completion of forecast book (register)
	Written warning and signature
	½ day’s pay deducted
	2 day’s pay deducted

	Refusal to carry out instruction of administration in respect of supervision duties, standby cover for classes, staff, parent or other meetings, special supervision duty and extra curricular activities
	1 day’s pay deducted
	2 day’s pay deducted
	3 day’s pay deducted

	Disobeying instructions and orders from the owner/director of the school or government orders or instructions passed through the Ministry of Education or other Ministries
	1 day’s pay deducted
	2 day’s pay deducted
	3 day’s pay deducted

	Smoking or eating in class
	Oral warning and signature
	Written warning and signature
	1 day’s pay deducted

	Offending any colleague verbally or physically
	Written warning and signature
	1 day’s pay deducted
	2 day’s pay deducted

	Offending any person in authority in the school either physically or verbally
	Written warning and signature
	Dismissal with loss of all benefits
	

	Inflicting corporal punishment
	Written warning and signature
	Dismissal with loss of all benefits
	

	Joking involving offensive language or actions with either students or colleagues
	Oral warning and signature
	Written warning and signature
	1 day’s pay deducted

	Disobeying any health or hygiene regulations
	Oral warning and signature
	Written warning and signature
	Written warning and signature

	False or pretended illness, if illness not proved by an accredited sick note from government clinic in the residence area
	Oral warning and signature
	Written warning and signature
	

	To damage the reputation of the school by disclosing confidential information in any way
	Oral warning and signature
	Dismissal with loss of all benefits
	


Offences concerning school attendance:
	Offence
	First Penalty
	Second Penalty
	Third Penalty

	To be late for school without permission or acceptable reason
	Oral warning and signature
	Oral warning and signature
	Written  warning and signature

	Absence from school without an acceptable excuse
	1 day’s pay deducted
	1 day’s pay deducted
	2 day’s pay deducted

	Leaving school without permission
	½  day’s pay deducted
	½  day’s pay deducted
	1 day’s pay deducted

	Late entering class
	Written  warning and signature
	¼  day’s pay deducted
	½  day’s pay deducted

	Marking workbooks in class
	Oral warning and signature
	½  day’s pay deducted
	1 day’s pay deducted

	Leaving class before the end of the lesson
	¼  day’s pay deducted
	½  day’s pay deducted
	1 day’s pay deducted


3.24 Termination of Services

Chapter X1, Article 55 is printed here verbatim. It should be noted that the term ‘labourer’ is a loose translation referring to all overseas contract workers. The following Article 55 is a translation of the Ministry of Education circular on disciplinary penalties applicable to ember of staff. 

Article 55

The employer shall have the right to terminate the labourer without notice and indemnity in the following cases:

a) If he commits a fault resulting in serious loss to the employer.

b) If she repeatedly disobeys instructions of the employer, save cases where the safety of labourers and the security of work are required. In such cases the repetition is not deemed a condition. However in all circumstances the provision of the approved penalty regulations shall be observed.

c) If he has been absent from duty for more than seven consecutive days without any legal reason.

d) If he has been convicted of a crime affecting honour, honesty or morality.

e) If he commits an act against the public morality in the place of work.

f) If he commits any assault upon a fellow labourer, the employer or his representative during work or because of work, with observation of the provisions specified win the approved penalty regulations.

g) If he commits a breach of, or fails to carry out any of, the obligation imposed on him under the terms of the relevant contract and the provisions of this Law.

h) If it is proved that the labourer has used fraud to obtain work.
i) If the labourer reveals any secrets relating to the concern he works for.

4 Information for Students

4.1
Uniform
Full school uniform must be worn every day.  On the days when the class has PE, students should wear correct PE kit.

4.1.1 
Students who are not in correct uniform will be warned once by their class/form teacher.  The second time they are out of uniform, they will be sent to the office for home contact to be made.  Should a student appear for the third time without uniform, they will be required to sit in the office until a parent brings the correct item of clothing.  


4.1.2 A uniform list should be displayed on the class/form notice board.  At the beginning of each school year, class/form teachers should spend some time ensuring that every student in the class fully understands precisely what is and what is not allowed with regard to dress.

4.2 School Code of Conduct

The Code of Conduct is designed to establish the framework in which we want all students and staff to work.  We need to instill this code into students by constantly referring to it. 

             Teachers have a right to teach.


Students have a right to learn.


Everyone has a right to a safe, clean and secure environment.


Everyone has a responsibility to ensure the rights of others.
4.3 School Rules

The school rules as listed are the current interpretation of the above Code of Conduct.  It is neither possible nor desirable to list every expectation.  What we should aim to do is to generate an understanding that any behaviour that prevents teaching and learning in a safe and secure environment is unacceptable.
            Students will:

 Arrive at school and to lessons punctually.
 Show respect and courtesy towards each other and towards all the school’s staff.
 Show respect for school property by not damaging it or littering      the school grounds.
 move quietly and sensibly around the school site

 Wear full school uniform.
 Come properly equipped for all lessons.  This includes the 

necessary textbooks, exercise books, writing equipment and 


Homework Diary.
 Not bring personal belongings to school which are not    necessary for lessons. These include no personal stereos, mobile phones, and toys.
 Keep to areas they are allowed to go to at particular times of the day.
 Not bring chewing gum, cigarettes, knives, matches or lighters into school.
4.4 Classroom Expectations

4.4.1
Homework diaries and equipment should be put out on desks at the beginning of lessons.  Students should not wait until they are told to get out their books.

4.4.2 
All students are to sit at desks in an orderly fashion according to a 
seating plan.  There should be no rearranging of furniture except at the 
teacher’s direction.

4.4.3 Students must ALWAYS face the teacher when the teacher is talking to the class, including calling the register.

4.4.4 All rooms should be left clean and tidy at the end of every lesson.  Litter must be picked up off the floor and chairs tucked in under desks.
4.5 Movement Around School

4.5.1 Students should be actively encouraged to move quietly and sensibly to class. The time taken to get from place to place should be kept to the minimum without students running.  Students should not wander off to the toilets, to see another teacher, have a leisurely drink of water etc. between lessons.  All staff should hurry students along if they seem to be dawdling to class.

4.5.2 At morning registration and after breaks, the playground should be completely cleared within 3 minutes of the bell ringing.  This requires staff to be at the head of their class’s line when the bell rings.  Staff should move to the collection point when the first warning bell rings 5 minutes before the end of break.

4.5.3 Students should be led into a room, particularly for assemblies, from the front of the line so that their seating can be organised.  When students are taken from one part of the school to another, they should be in two lines before setting off and must stay in their lines with the teacher checking.  Students should not run ahead of the teacher. 

4.5.4 Stairs work in a one-way system when all students are moving i.e. at the start of day, after breaks and at the end of the day.  Any persons wishing to move in the reverse direction should simply wait until the stairs are clear. 
4.5.5 Individuals using the stairs and corridors, should, at all times, keep to the right.

4.5.6 Teachers should keep lines to the right in corridors and stand at the foot or top of stairways to supervise students.  Young children should be reminded to hold onto the rail.
4.5.7 Students should not enter classrooms until the member of staff is present.  
4.6 Areas for Eating

4.6.1 
Students should eat their snacks in the playground or designated area.  There should be no eating in classrooms apart from in Kindergarten and Reception during supervised break times.  The other exception is during Ramadan when young children and non-Muslims are not fasting.  Children who are not fasting must always be supervised whilst they are eating in classrooms or in a designated area.

4.6.2 Students must finish eating and drinking by the time the bell goes for the end of break.  There will be a 5-minute reminder bell at the end of breaks for visits to the bathroom or drinking fountains.  Any school equipment should be returned. Students should not be allowed to go to the drinking fountains once the second bell has gone nor should they be eating in their lines when waiting to go to class.

4.7 Litter

All litter should be placed in the bins in the playground, classrooms or designated area.  Staff on break duty should actively ensure that litter is not dropped and should ask students to pick up any litter that is beside them.

Classrooms should be cleaned up whenever a group of students leaves a room.  There should be no litter on the floor of any classrooms at the end of the day.  

4.8 Lateness

4.8.1
If students arrive after 8:00 am, they must collect a late slip from the office.  ‘L’ will be recorded on the register either by the class/form teacher or by a secretary.  Staff should please keep late slips for future double checking. If a school bus is late then the lateness does not need to be recorded.
4.8.2. Habitual lateness will be commented upon on mid-year and end of year 
reports.  Students with more than 5% lateness will receive an adverse
comment. Punctuality contracts are likely to be issued where there is
more than 10% lateness.

4.8.3 Student tardies/absences  will be recorded as follows:
	M
	Documented medical appointments (not counted as late but recorded).

	B
	Bereavement (not counted as late but recorded).

	U
	Unauthorized.

	L
	Late.

	T
	Treatment.

	MA
	Ministry Approval (ie, Haj)

	E
	Acceptable letter from home.


4.9
Early departures

Parents who wish to collect children earlier than the normal departure time should supply the class/form teacher with information that morning.

NB Exceptions are only for explained emergencies.  

No exit slips will be written for any student to be removed from their class, during the last half hour of the school day as this disrupts the last lesson.
4.10     Visits to the School Nurse

Students must ask for permission to go to the nurse from the teacher from whose class they will be absent. A note should be written by the teacher indicating the nature of the problem. 

At break times students may consult the nurse or go directly to her if they hurt themselves during break time.  Only the injured student may remain in the nurse’s room after break has finished.

Students may not go to the nurse’s room for any reason other than to consult her on a personal medical matter or because of an injury.

It is always the class or form teacher’s decision as to whether a student is too unwell to continue in class.  The nurse must consult the teacher before sending a student home or allowing him/her to stay in the sick room.

4.11  
Birthday Celebrations

Students from Kindergarten up to Year 6 may have a birthday cake sent in to celebrate their birthdays.  No other additional items are allowed. Birthday celebrations can only be held at the end of the day.
Cakes should be delivered to the office, not directly to the classroom.  

Parents may give a camera to the teacher/assistant to take a photograph, but they may not go to the classroom themselves.

No other year group may have cakes or birthday parties in school.  

Students must not arrange ‘surprise’ parties for their teachers or friends.
Please note that some Muslims do not celebrate birthdays. Please check with parents before making any arrangements.
4.12   Bus Rules

4.12.1 Students must go promptly to the bus at the end of school.  The secretary in charge of the buses must be informed if a student is staying late for a club or other official school activity. There is an ‘Alteration to Transport Arrangements’ for this purpose.   Messages sent via friends or siblings are not acceptable.

4.12.2 Students are not allowed to eat, drink or chew gum on the bus.

There must be no opening of windows, standing up or changing of seats while on the bus.

Shouting, teasing or uses of bad language are all forbidden.

Students must follow the instructions of the driver, any accompanying adult and the bus monitor.

Students who break the bus rules are liable to be barred from using school transport.

5.
School Procedures

5.1
Class Lists
5.1.1
Class lists will be available at the beginning of the school year.  These will inevitably have to be up-dated during the first few weeks of term.  

5.1.2
When any class lists are displayed for parents’ information, only the students’ names should be displayed – not nationality, phone numbers, date of birth etc.

5.1.3 If you are given a corrected spelling of a name by either parents or older students, you should give a written note with the correction to the Registrar who will correct it on the computer. The correct name to use is first name (‘good’ name), second name (father’s) and last name (family).

5.1.4
For reports or any other official communication, only the name as is recorded on the class list should be used.  It is, therefore, important that corrected spellings are notified to the office.

5.1.5   If you need a class list for any administrative purpose, please ask in 
the office.

5.2  
Registers and Registration

5.2.1
Registers should be collected when you sign in.  Registration is from 7:30 am – 7:35 am.  A maid will collect all registers at 8:15 am. They must be handed to the maid at that time and not kept.  If you want your register for administrative purposes, please take it at the end of the school day. No register may be taken out of the school.

5.2.2
Bus slips (Alteration to Transport Arrangements) should be placed in
the register every morning. 

5.2.3
Students who arrive after 8:00am
must collect a Late Slip from the

office.  This slip should be given to the teacher of the first lesson
 
the student attends.  

Any teacher receiving a late slip, who is not the student’s class teacher, should give it to the class teacher.

A secretary will mark ‘lates’ or medical appointments in the registers from the late book at a given time each day.

5.2.4 No class or form teacher will change an absence to a late or medical.

5.3   Absence Notes  

Students are required to provide an absence note on the day they return to school after any absence.  A telephone message from the parents explaining the reason for the absence is acceptable and a written note should be made by staff.
Unacceptable reasons for absence should always be followed up the teacher.
5.4
Break Duties

5.4.1
Staff will be assigned break duties at the beginning of each term.  .

5.4.2
Staff should be on duty promptly.  Staff should always actively 
supervise students during break.  Staff should walk around the yard 
and engage with the students, and be alert to signs of bullying and 
dangerous play. 

5.4.3 If a member of staff is unable to do a duty, he/she should notify the Duty Supervisor who will arrange for someone to change duties. 

5.4.4
The teachers on duty should deal with any misbehaviour - they are on 
the spot and can question other students who may have witnessed an 
incident.  Duty teachers have the authority to impose sanctions on 
students when necessary. 

A time-out bench operates inside the playground and a date is recorded against the child’s name in the time out book, kept in the staff room. Five mentions will lead to further action by the Vice Principal or Principal.

If the incident is so serious that a suspension may be required, the duty teacher should make a note of who was involved, what happened and their recommendation for a sanction.  Notes should then be passed to the Vice Principal of the children concerned or to the Principal as appropriate.  If someone has been hurt, they should be sent to the school nurse.  A group of students should not be sent to stand outside someone’s office.  A senior member of staff will respond to a note as soon as s/he is able to follow up an incident. 
5.4.5
For every break there will be a designated Duty Team Leader.  That 
person should make sure that all staff is on duty and that the 
complete play area is being supervised.  The Duty Team Leader 
should ring the bell to signify the end of break.

5.5 After School Supervision

5.5.1
All KG and Pre-K children should remain in their classroom with
their teacher until collected.

  At 1.55 pm, all primary classes should be brought promptly to the designated area by their class teacher.  G1/G2 bus children should be        collected by the Classroom Assistants and taken to their buses.  The rest of the children should then wait in their lines to be collected by an adult.  
.

5.5.2 
If driver/parents have not arrived by 2.25pm then the teacher should contact the social worker who will call home. It is the responsibility of the teacher to remain with the child and no child must ever be left unsupervised.
5.6  
Clubs and Extra-Curricular Activities
5.6.1
Clubs run as follows:



2:15 pm -  3:15 pm
5.6.2
At the beginning of each club session, all staff will be asked to identify the club they may wish to run. Students will be informed of the choices available and given a form to take home so parents can be invited to come to school to nominate and pay for choices.

5.6.3
Clubs should run every week of the club session. They should not be cancelled without very good reason and then at least one day’s notice should be given to students.  Students will not ordinarily be allowed to phone from the office to inform parents that a club has been cancelled.

5.7       Meetings with Parents

5.7.1
Teachers are encouraged to deal directly with parents to discuss 
pastoral matters and routine matters to do with their child’s progress.  
Office staff will phone parents to make a mutually convenient 
appointment time.  

5.7.2
At the beginning of the school year, the management will consult with staff to fix TWO non-contact lessons for
each teacher during the week when s/he can meet with parents.  A list 
will be
given to the office who will arrange parental requests for 
appointments during those times.  If a parent cannot make either time the Management will try to arrange an alternative, mutually convenient.  Where possible staff should not have to meet parents after school.

5.7.3
Meetings with parents should always take place somewhere private,  
eg. in a classroom or the designated meeting room if available.  Do not 
hold a parent conference in the reception area or in the school yard.

5.8
Handling Parental Complaints

5.8.1
If a parent has a complaint, the teacher should listen to what they have 
to say.  If the teacher is supervising a class at the end of the day, s/he 
should politely ask the parent to wait until s/he is free and then take 
them somewhere where they can have a private conversation.  It may 
be that the teacher has a meeting to go to, in which case the parent 
should be politely told that what they have to say is important and that 
a time to talk about the matter properly needs to be arranged.  

The teacher should try and resolve the parent’s complaint.  If the parent is not satisfied, it should be calmly explained that they should arrange to have an appointment either the Management in the first place, and then the Director if necessary.
It is not always easy, especially if a parent is angry or upset, but the teacher should try to keep calm and not raise his/her voice or be rude.

5.8.2  
If a complaint comes to a senior member of staff about a teacher, the management should always arrange to speak to the parent privately first.  Often parents want a meeting with the teacher plus a senior member of staff.  This should always be refused in the first instance.  


When the nature of the complaint is known and the senior member of 
staff has talked privately to the teacher concerned, it may then be 
appropriate to have another meeting with all concerned parties.  

Members of staff should never be put into a confrontational situation with a parent.

5.9      Ordering

5.9.1
Consumable Resources
Consumables that are readily available in Kuwait do not usually present a problem in acquiring.  Exercise books are kept in stock as well as many other items.  Teachers should ask the Vice Principal/Principal for everyday items.  If what is needed is not in stock, it can often be obtained. The Vice Principal/Principal should put requests in writing to the Director.   
 

5.9.2 Overseas Orders

Most textbooks come from the USA and Britain and are ordered annually.  It is a sensible idea for teachers to keep a running log of any books or equipment that they would like to have – name of catalogue, page reference, ISBN number and price – so that when it comes time to order, they have a clear idea and can quickly contribute to making the order.

5.9.3 Mid-Year Shortfall in Textbooks and Equipment

A teacher may find that after the main order has arrived at the beginning of the school year, some piece/s of equipment or some textbooks that are felt to be needed are missing.  S/he should speak to the Vice Principal straight away and ask for a mid-year order to be placed.  It is pointless to grumble.  It may sometimes be possible to get what is needed.

5.10
Distribution of Textbooks

Textbooks are collected from and returned to the library or storage room.  All copies must be signed out. Even single copies must be recorded by the book keeper.
When textbooks are distributed, a record of the book numbers must be kept beside the students’ names in the teacher’s mark book.

Lost textbooks are charged at 5KD or 10KD depending on the cost of the book.  If the book costs more than 10KD the full price of the book is charged.

5.11 Staff Management of Classes

We believe that consistency in the way we manage students and in the way staff conduct themselves is an essential element in establishing high standards of behaviour.  In order to generate a clearly understood and easily enforceable standard of behaviour, it is therefore essential that,

ALL STAFF MUST APPLY THE RULES ALL THE TIME
5.11.1
Teachers should arrive at their classrooms and lines in the playground 
before the warning bell goes so that they are there when students start
arriving.

5.11.2
Students should line up outside classrooms, but lining up should be 
brief and simple to ensure an orderly entry into the room.  It is not good 
practice to wait for the rest of the class to arrive.  ‘Meeting and 
greeting’ at the door with a pleasant word to students as they arrive 
and enter encourages a relaxed and friendly start to the lesson.
5.11.3
Staff should address students respectfully.  Under no circumstances 
should a student be called a derogatory name or described in a 
derogatory way.  Actions may be described as ‘stupid’, but students 
may not.

5.11.4 All rooms should be left clean and tidy at the end of every lesson.  Litter must be picked up off the floor and chairs tucked in under desks.

5.11.5
There must be no lining up at classroom doors waiting for the bell.
  
Students must be dismissed from the classroom in an orderly fashion; 
where necessary this should be done row by row.

5.11.6 Staff should not ignore general disorder on the corridors, stairs or in

the playground.  They should not expect someone else to take

responsibility.

5.12
Rewards

5.12.2
 ‘Student of the Week’ certificates are awarded in weekly assemblies. These will be presented in class and acknowledged by standing for applause at assembly. A reward system is in place for the PreK and KG. 
The award can be for any achievement and is not limited to the academically best performing students.  It can be for the student who has made the most progress or has tried the hardest or has exhibited the most thoughtful, kind or mature social behaviour and development that week.

5.12.3
  A merit/demerit system operates across classes from Grade 1 up and is monitored by the form tutors. Merit awards will be awarded to individual students periodically.
5.13
Sanctions

5.13.1
There are a number of strategies available to staff to help maintain discipline.  Staff must only use those systems set out in this handbook, advocated by the management or other procedural documents and not modify or devise their own.  Students and parents are entitled to know what to expect and for there to be consistency.

5.13.2
ANY FORM OF PHYSICAL CHASTISEMENT IS ABSOLUTELY 
FORBIDDEN.  If a student has angered you so much that you might 
lose control, isolate the student – eg put him/her at the back of the

 room. Children should not be sent out of the room.  Report the 

situation to the Vice Principal or Principal. Physical punishment is 
illegal under Kuwaiti law so you are warned.

 
5.13.3
There should always be a gradual escalation of sanctions for 
unacceptable conduct and, in the 
first instance and wherever possible, 
class/subject/form teachers should always deal with the misbehaviour 
of their students rather than passing it on to someone else.  If the 
teacher does not sanction students him/herself, students will


increasingly challenge his/her authority.

5.13.5The sanctions available to all staff in order of severity are:  

 Reprimand

 Comment in the Homework Diary

 Detention during break

 Sent to another classroom

 Demerits Accumulation (Primary)

 On report (individual or class report)

 On contract (behaviour or lateness)

 Suspension (only by the Principal/Director)

Please see the Sanctions and Rewards Procedures document for a full breakdown of the use of sanctions and the Behaviour Policy for the policy statement.

It is very important that class and form teachers check Homework Diaries daily so that they are an effective means of communication between school and parents and vice versa

. 
5.14
School Trips

School trips are encouraged as a powerful way of consolidating and extending students’ learning. Trips for primary classes should have an educational element.  

5.14.1 All visits/trips whether in school time, must first be approved by the Vice Principal/Principal.  To gain approval, submit Form 1 – Visits Application which can be obtained from the Principal’s Secretary.

5.14.2 Once there is approval for the trip, Form 1 is passed to the Principal’s Secretary who will contact the Ministry for the necessary approval.  In the meantime the necessary contacts should be made to arrange the visit.  Our own school buses are usually available provided there is sufficient notice.  A secretary will speak to the bus manager.

5.14.3 Where payment is required, you are responsible for ensuring that all costs are met.  No subsidies are available for trips unless the Principal has given prior approval in writing.

5.14.4 A letter to parents should be sent in good time to allow for the return of permission slips.  If any student in the intended group does not obtain parental permission, arrangements must be made for the supervision in school of that student.

The letter should include the following information:

 Name of the member of staff in charge

 Number of other staff taking part

 Cost of the trip and what is included e.g. travel, entrance fee

 Cost of anything not included 

 Amount needed as a non-returnable deposit (where
 appropriate)

 Where the trip is to and what students will actually be doing

 Date 

 Departure and return times

 Arrangements for meals

 Dress (Is particular clothing/footwear required?)

 Permission reply slip at the end of the letter to be signed by 
parent

5.14.5 A list of students taking part in the trip should be left in the office just before departure.  A list of the students on the trip should be taken along with a first aid kit.

5.15 Distribution of Letters/Newsletters to Parents
Newsletters are distributed to parents via the school website and by email or where there is no email with the oldest child in a family. The responsible teacher who is given letters to hand out to students should make sure that all students who should have a letter get one.

5.16
Attendance at Official School Functions
All non-secretarial staff must attend Sports Day, Prize Giving, Girgiaan, and other such events as appear in the calendar. 

Whilst not compulsory, it is hoped that staff will assist with drama productions and social events for students.

5.17 Parents’ Evenings
Informative parent meetings are scheduled over the year and indicated on the calendar. 

Homework expectations, curriculum overviews, behaviour management and parent-teacher communication should be discussed.
Parents’ Evenings timings will be announced by management and will take place after school hours/evenings/weekends. The class teacher must also schedule parents requesting meetings with specialists for that day. 

There is an appointments system and all teachers must attend for the 
full time. 

Teachers should have their mark books and the students’ work with them so that they can refer to them as necessary during the meeting.

5.18 Reports

5.19.1
Academic Reports go out to parents twice a year, mid-year exams and at the end of year.  

There is a specific format for kindergarten, and primary.  All reports must be typed and produced to the approved common format.

For each reporting period, a timetable of deadlines will be produced.  Staff must stick to the deadlines. A soft copy of the reports should be given to the Vice Principal/Principal for record purposes.

5.19.2
Interim Reports are simple reports that communicate academic progress and highlight any problems with homework and lateness.

5.19.3
The quality of what staff writes on reports is very important.  Parents have a right to expect that teachers know their child and that they have a thorough understanding of the academic and social progress of their child.  

Reports are valued by parents the world over.  Many of our parents, however, treat reports as official documents and they have far greater significance than they do in some other places.  Reports are often taken to embassies to be officially stamped.  The comments teachers make, particularly negative ones, can have a powerful impact.

5.19.4
Subject teachers and Form Tutors are responsible for collating reports 
and for making general comments about a student’s performance.  
There must always be a comment about any student who has less than 
95% attendance (unless there has been genuine illness), and/or who 
has more than 5% lateness.  .

5.19 Examinations

5.20.1
There are end of year school exams (May – June).  Primary students will do their exams in their classrooms with class teachers.  There are no formal examinations for students in years Pre-K through to Grade 3.
Examinations must test skills, understanding of concepts and application of knowledge as well as information recall.

The class or subject teacher must prepare examination papers.  Where there is more than one class in a year, exams should be common across the year.  All the teachers should come to a mutually agreeable distribution of the labour involved.

Drafts of the examination paper with the answers and mark scheme should be approved by the Vice Principal/Principal.  A schedule for the preparation of exams will be issued during each exam period.

5.20.2
Please consult the ‘Examination Invigilation Procedures’ document and the ‘Organisation for Examinations’ document for further information about the conduct of exams.

5.21    Assemblies and Performances
Classes Grade 3 through to Grade 6 have one assembly a week in the theatre.  ‘Student of the Week’ certificates are presented at that time.  In the Primary Department all the teachers attend their respective assemblies with their homeroom class. For the Pre-K to Grade 2 classes there will be occasional assemblies announced.
Each year there should be at least one performance involving the children in each year group.  From Yr 3 onwards, there will be the opportunity for students to participate in drama and music productions.  

6
School and Staff Development
There may be occasional school development and staff training days on Saturdays from 9:00 am – 12:30 pm during the academic year.  It is compulsory for all classroom staff, teachers and classroom assistants, to attend.

Staff training could also take place in the afternoon for subject or Year Level meetings.  Staff is encouraged to become involved in the delivery of in-service sessions, to share the expertise and experience that staff brings with them.

In addition to in-service training delivered at school, staff is encouraged to improve their skills and knowledge through distance learning and other means. 
6.1 Team Building
The school has teams to help in running different aspects of the school.  New staff is encouraged to join any team they like if they think they can contribute to it. Teams will be formed during the induction week. Leaders of the Team will be elected at the beginning of each academic year. Teams include:
· Cultural and Professional Development Team


· School Building and Decoration Team

· Year Book Team

· Social Team

· Child Protection Committee

· Photo/Video Organizer

· Resource & Order Team
· Fire Protection & Emergency Team
· Library Team 
7.
Health and Safety

7.1 Health and Safety Responsibilities

All members of staff have a responsibility to ensure that our work place and the students’ place of learning is a safe and healthy place.  The Principal is the school’s Health and Safety Officer.

Any health or safety matters that are not rectified in the ordinary course of events should be brought to the attention of the Health and Safety Officer.  Please consult the ‘Health and Safety Policy’ for further details.

7.2  
Risk Assessments
All teachers are asked to be vigilant and report in writing any Health and Safety hazards in their classrooms or around the school and submit to the Principal.
7.3       Emergency Procedures

All staff is required to familiarize themselves with the emergency procedures for the evacuation of the building.  Please refer to the ‘Emergency Evacuation Procedures’ document.

7.4       Fire Drill

There will be regular fire drills in during each year. See Emergency Evacuation Procedures in separate document.
8. School Policies and Procedures

 
All policies and procedures are reviewed each year.  In the course of the year all staff is invited to note any improvements or changes that they think should be made to policy statements or procedure documents.

The following documents are included in this handbook:

1. Language Policy

2. Homework Policy

3. Behaviour Policy

4. Supervision Policy

5. Cover Policy

6. Admissions and Transfer

7. Absence Procedures

8. First Aid – Student Health and Safety

9. Organisation of Exams

10. Exam Invigilation Procedures

11. Censorship Policy

Language Policy
1.
Policy Statement

Teachers are to take appropriate age-orientated measures to ensure 
students adhere to the following policy outlines.

2.
Year 3 – Year 6 Speaking Arabic in Class 
The speaking of Arabic is not permitted in English medium classes except for the purpose of clarifying concepts with the exceptions of Arabic and Islamic studies.  It is understood that there are reasons for and against.  

However, on balance, this policy is made to raise the profile and practice of oral English, so the teacher can understand better what is going on and to manage his/her class.  Also there is always going to be one person who will be excluded by the speaking of Arabic and this is not acceptable.  

The strategy for implementation should be by reasoned explanation of the policy, encouragement and praise including student of the week certificates, notes in homework diaries and reports about continuing effort to speak English in class.  

3.
Year 3 – Year 6 Speaking Arabic in the Playground 
i. Age - appropriate encouragement to practise English in the 
playground.
ii. Direction to speak English in the presence of staff.
4.
Year 3 –Year 6 Visiting the Office
5.
Year 1 and Year 2
Appropriate and reasonable encouragement in class at discretion of class teachers.  There will be no sanctions.  Recording in reports would be appropriate.

6.
KG and Reception
Open policy – free choice – however, all staff including aides must speak in English – and children should be appropriately encouraged to speak in English in reply to a teacher.  No sanctions.

There are also appropriate times to speak Arabic to KG and Reception children.  These times/circumstances will be decided at a year group meeting and written down.  A copy should be given to the Principal.

When can any student use Arabic? – With Arabic and Islamic studies teachers at any time or when asked by a teacher to explain in Arabic to a third party or when granted permission to do so by a teacher.

Homework Policy

1. Rationale
1.1     The value of setting homework is rarely disputed.  Regularly set, well  
thought out homework can:










a)   consolidate what has been covered in class   



           b)   prepare students for what is going to be covered
  



c)   develop independent study habits and skills




           d)   help both the teacher and the student assess what  



      has been understood and learnt.


There is no doubt that students who succeed academically have also 
been in the habit of doing homework.

1.2  
Parents, students and teachers all expect homework to be set.

2.
Policy Statement 

2.1
Homework should be set every week, except the last week before the
summer holidays, according to the homework timetable agreed at the 
beginning of each school year.  Homework timetables should be 
recorded in the students’ Homework Diaries in the first week of the 
school year.  All students should expect to get homework over the 
mid-year holidays.  Homework should start in the first week of each 
term.

2.2
Teachers should explain the demands of the homework so that all 
students understand what is required of them. 

2.3
Homework should be differentiated according to ability or need, to 
ensure that all students are capable of doing the work and that they 
are all suitably challenged.

2.4
Where classes are split off or there is team teaching, there needs to
be a clear understanding of which teacher sets the homework each
week.

3.
Types of Homework
3.1       Each Grade in the Primary department will have a range of tasks that is suitable for homework.  These will range from learning tables, spellings, vocabulary, etc. to substantial pieces of written work that will take several hours to complete. The most important activity, however, is reading. This can involve being read to, sharing reading with a parent or sibling as well as independent reading.  All teachers must set a variety of homework and should be aware of the amount of time the task is likely to take.

4.
Time spent on homework

4.1
The amount of time spent on homework will gradually increase as the 
student progresses up the school.  Staff should resist demands from 
parents for setting unreasonable amounts of extra homework. Where
parents are concerned about the amount of homework being set, first
make sure that the appropriate amount is being set and done, and 
then make suggestions about recreational yet educational activities
such as drawing, listening to story tapes and reading for pleasure. 

5. Marking

5.1
All homework must be marked, the marks recorded and the work 
returned to the students promptly with clear marks and comments that 
identify any area that the student needs to act upon. Many parents pay
particular attention to how well their children do with homework and 
will often ask students about their marks.

6.
Monitoring

6.1
Students must be told to record their homework in their Homework 
Diaries.  Write the homework on the board and check that all 
children have entered it in their Homework Diaries.

6.2
A member of the SMT will look at selected classes’ Diaries each 
month.

6.3
 Form tutors, class teachers, and subject teachers should check and sign  Diaries every day. Class teachers must follow up any child who does not have his/her Diary.

6.4
Homework set should be clearly marked in all teachers’ lesson 
plans.  Homework should also be clearly marked in exercise books.

6.5
A copy of each form’s homework timetable should be displayed in the 
form/class room.

Behaviour Policy

1.
Aim

1.1
The aim of our school’s Behaviour Policy is to encourage and reward 
the sensible and responsible behaviour that should be demonstrated 
by all pupils at all times and in all situations.

2. Objectives

2.1
The promotion of positive behaviour patterns.

2.2
The promotion of high standards of work and self-discipline.

2.3
The establishment of a clear set of rules which can be easily 
understood and followed.

2.4
The establishment of a range of sanctions which can be used when 
necessary and appropriate.

2.5
The development of a positive school ethos which will ensure that all 
pupils respect others regardless of race, gender or religion.

3. Policy Statement

3.1
It is the policy of the FBS & FBSG that positive behaviour should be rewarded and positive reinforcement should be used whenever possible.  The use of sanctions and referral to senior 
members of staff should occur only as a last resort. It is, however, sometimes necessary to punish anti-social behaviour and to this end, an escalating series of sanctions has been decided upon.  Both pupils and parents should be aware that behaviour that is detrimental to the individual and his/her peers is unacceptable. Physical violence will never be tolerated.

4. Positive Reinforcement

4.1 Whenever possible high standards of work and behaviour will be 
promoted through the use of praise, positive written comments and the 
use of commendations in the weekly assembly.

5. Discipline and Sanctions

5.1
In order to ensure that the school community functions effectively, 
disciplined behaviour from all pupils is necessary.  We perceive 
‘discipline’ as involving both control of behaviour patterns and the 
inculcation of self-discipline.  Disciplinary problems should never be

concealed but should rather be dealt with immediately.

5.2
All teachers have, at times, to discipline pupils. This may be for 
inappropriate behaviour, poor work or a general lowering of both 
academic and social behaviour patterns.  It is never appropriate to 
punish the whole class for the misbehaviour of some or even many of 
the class.  Specific offenders should always be identified. Teachers 
should make themselves aware of the rules and reinforce them at ALL 
times with ALL students.  Only by enforcing consistent standards can 
we hope to produce behaviour that makes sanctions unnecessary.

5.3
For sanctions that may be applied, please see the Sanctions and 
Rewards Document.  

5.4
Students should never be removed from the classroom during a lesson 
unless their behaviour places themselves or others in physical danger, 
or they make it impossible to continue the lesson.


5.5
Students cannot be excluded from PE lessons unless it is felt that no
other option is working/available. This sanction can only be enforced by 
a member of the SMT.

5.6
Misbehaviour at break time should be dealt with by the member(s) of 
staff on duty. Only if a child has been physically hurt, should s/he be 
sent to the Main Office.  It may, however, be appropriate to send the 
student to the school nurse.

Supervision policy

1.
Policy Statement

1.1
All members of staff are responsible for the welfare of all the students
while they are in school.

1.2
All staff should be familiar with the school’s routines and procedures so 
that they know where they should be and what they should be doing to
contribute to the supervision of pupils throughout the day.

1.3
Any member of staff who realises that students are not being 
supervised for whatever reason should inform a senior member of staff 
so that supervision arrangements can be made.

2.
Classroom Supervision

2.1
Teachers are responsible for the children in their lessons for the whole 
period of the lessons(s).  It is the responsibility of the teacher to be with 
the children promptly at the beginning of the lesson and not to leave a 
class unattended except in an emergency. 

2.2
Classroom assistants may be left in charge of a class or groups of 
children, BUT it is the responsibility of the teacher to make clear who is 
supervising a group and for how long. 

2.3
Children should not be allowed out of the classroom to visit the toilet 
unless it is absolutely necessary, and never more than one at a time. 
Children should get drinks at break times and NOT during lessons.

2.4
Children must not be sent out of the classroom as a punishment except 
to be taken to a nearby classroom for ‘time out’ by arrangement with 
another teacher.

2.5
Children should not go into classes without a teacher being present.  It 
is, therefore, imperative that teachers arrive at lessons promptly and do 
not wait until the end of break before setting off for their lesson.

3.
Movement around the School

3.1
Children should be shown how to move around the school in a quiet, 
orderly way.  Staff should be prepared to practise this with their 
classes.

3.2
The rule is ‘Keep to the right in corridors’.  Staff should set an example 
to the students and move around the school in the same way that the 
students are expected to.

3.3
Students should be taught the correct way to line up for moving around 
the school.  Staff should lead from the front but should turn and check 
that the line is following in an orderly fashion.  When negotiating stairs, 
the teacher should stand at the foot or the top and supervise students 
keeping to the right and in single file.  Young children should be 
reminded to hold onto the rail.

4. Supervision at breaks

4.1
Any member of staff observing poor/inappropriate behaviour in the 
playground should take suitable action – we are all responsible for the 
children all the time.

4.2
Staff on duty should walk about the playground and remind children about litter and their behaviour.  Staff should focus on the children during break duty and not on conversations with other teachers. The whole of the playground should be covered. All duty staff should be mobile and vigilant.
4.3
Staff should make sure that if they cannot do their duty, they notify the 
Vice Principal/Principal as soon as possible.

4.4
The teacher who is taking any primary class after either of the breaks 
must collect the children from the playground.

5.
Supervision at the beginning of the day

5.1      At the beginning of the day, children should wait in the playground for 
the bell to ring.  The bell is rung by the duty teacher at 7:50 am  and 
children line up and stand silently and still while the National Anthem is 
played.
5.2
After the National Anthem, children are taken to their classrooms by 
their teachers and the register is taken.  First lesson will start at 8:05 
for all students.

5.3
Staff on duty in the playground before school starts must be clearly 
visible and be actively supervising the arrival of students.

6.
Supervision at the end of the day

6.1
At the end of the day, Primary bus children should be sent to the bus with an assistant. The rest of the class should be brought to the playground at 1:55 pm.  Teachers should remain with their students until 2:30 pm.  Remaining students should go with the Social Worker to the Reception area.

Cover Policy
1.
Policy Statement

1.1
It is the policy of the school that during their non-contact time, all 
teaching staff should be available to cover for absent colleagues.

1.2
Where there is a classroom assistant normally with a class, that 
member of staff may be asked to cover for the occasional absence of 
the class teacher.  Every effort will be made to find a teacher to cover 
for the absence but that is not always possible.

1.3
Every effort will be made to provide cover by teachers who are familiar 
with the year group and/or subject.  This, however, is not always 
possible.


1.4
Staff who are absent are required to set appropriate work for all their 
classes.
1.5
All primary staff should have a folder of emergency work for cover 
teachers to use with their classes in emergency.  These should be 
accessible to the Management.

Admissions and Transfer Policy

1.
Policy Statement for Admissions: New Students

1.1
FBS & FBSG will admit students for whom the school can offer a period of education by which the student may benefit and during which co-students are not put at physical risk or their studies disrupted by their entry.  FBS & FBSG does not provide for special educational needs.

1.2
In Pre-K and Kindergarten, FBS & FBSG will only cater for children who are toilet trained and socialised to the extent that they do not place other children at risk from such behaviour as biting.

1.3       From Grade 1 to Grade 6, all new students will be assessed 
according to their age to establish whether they will benefit from an 
education at FBS & FBSG.

1.3.1  From Grade 1 to Grade 6, all new students will be assessed to ensure that their levels of English and Arabic are sufficient to enable them to begin the school year with a reasonable chance of maintaining their self-confidence and of reasonably advancing their general level of education.

2.
Transfer of Current Students from Year to Year

2.1
Students will not be allowed to transfer into a higher year unless it is believed that they will benefit by that move rather than by repeating the same year.  They will not be permitted to change year if it is felt that they will have a detrimental effect on the learning of other students i.e. disruptive behaviour

2.2
The class teacher, and the senior management team will make a final decision about such cases after the second term’s report.

Absence Procedures

Sickness Absence

1.1
Telephone the Principal between 6 am and 7 am (7 am to 8 am during Ramadan) on the first day of absence or up till 9pm the evening before the absence
Do not send a text message – keep trying to get through if the line is busy.
1.2
Provide details of work for your classes when you phone in. Remember to say where the textbooks, work sheets etc can be found. These should be clearly indicated in your lesson plans.
1.3
Do not send a message via a colleague that you will be away. You may give work you have set to a colleague, but you MUST phone the Principal.
1.4
On the first day of absence, the teacher may not know how long s/he will be off.  The school must be kept informed.  Messages left at school must be clear - a date of return or a message that the absence will continue.  Teachers must not phone and say they ‘think’ they will be back.  Keep the Principal informed either by ringing school before 2.30pm or at home before 6.30 am.

2.      Medical Certificates

2.1
A medical certificate is required for every day of absence.  The forms
are available from the School Office.

3.      Sick Leave Pay Entitlement

3.1
If you have provided a medical certificate, under Kuwait Labour Law you are entitled to the following sick leave pay per annum:

This allows 15 accumulated days paid sick leave in a year. Sick leave is paid according to Article 37 of the Kuwait Labour Law for the Private Sector. Leave may be accumulative or taken singly, but in any event will not exceed 15 paid days in a year. Sick leave cannot be accumulated to the following year. 
Kuwait Labour Law (Article 37):

A worker, whose sickness is testified by a medical report from the medical officer named by the employer, or from the medical officer at a government clinic, is entitled to the following sick leave during the year:

· 6 days on full pay

· 6 days on three-quarter pay

· 6 days on half pay

· 6 days on quarter pay

· 6 days without pay

(6 + 4½ + 3 + 1½ = 15 days) 


If a sick period covers Sunday to Thursday, then Friday and Saturday
will be included in the total number of sick days.

4.      Unplanned Absences other than personal illness

4.1
All unplanned absences should use the same procedure as for 
sickness absence.

4.2       For all absences other than personal sickness, permission for 
leave of absence needs to be obtained from the Principal.
4.3
Teachers should consult the notes on ‘Leave of Absence’ to see for 
what reasons there is an entitlement to pay and which will be unpaid.

5 Covering for absent colleagues

5.1      All staff must consult the Absence Cover Notice Board in the staff room 
each day.

5.2
The Vice Principal/Principal will have any work for classes.

5.3
All staff should arrive promptly for their cover lessons.  Primary children 
should be collected by their cover from the playground for registration
or the lesson after breaks.

Emergency Evacuation Procedures

In the event of a fire or any other emergency, all staff should follow the procedures. Current details will be issued as they are revised, 

To all Teaching Staff:

EVERYTHING IS DONE IN SILENCE

1. As soon as you hear the emergency alarm take the class you are teaching outside in single file leaving bags etc behind.  

2. Check all students are out of the room and then close the door.

3. Calmly but actively supervise your students to the assembly point – see diagram in the classroom.

4. Go immediately to your registration class – your register will be brought to you by reception staff.
5. Students should line up in their usual places.  Check your register carefully.

6. Keep your class in a straight and silent line.

7. The fire officer in the car park will confirm that all students are accounted for, including those who arrived late, and take your register from you.

8. When all students have been accounted for, and on the instructions of the Principal, you should move to the front of the class you will be teaching.

9. Classes will be dismissed a few at a time by the Management.  Lead your class back to the classroom with no running.

10. If you are free when the alarm goes, go immediately to the assembly point and help control children.

To all Non-Teaching Staff

1. All staff – classroom assistants, office staff, maintenance staff and maids etc – must respond IMMEDIATELY to the alarm.

2. Classroom assistants should help with the supervision of the class to which they are assigned.

3. All non-teaching staff (except for classroom assistants) should go to the assembly point.

Staff with special responsibilities

· The Registrar 

The registrar will take the registers to the playground and give them to the teachers.  

· The Principal 
The principal will take the staff attendance list, and the list of all the ancillary staff – maids, maintenance etc –and check that they are all accounted for.  

· Maid Supervisor 
The maid supervisor will check all the maids – she will have the signing in sheet from the receptionist.  Maids check their toilets and report to their supervisor.

· Receptionist
Receptionist will take the Students Late Book and Exit Book – this will be given to the Principal. She will also take the signing in/out sheets and security book
· Gatekeeper/Security  
The security will close the school gates as soon as the alarm sounds.  No visitors will be allowed in to the school.  Any parents or visitors already in the school will go to the assembly point.

· Head of Arabic 
The Head of Arabic will make sure that all Arabic staff is accounted for at the assembly point
·  Vice Principal

The Vice Principal will make sure that all Education staff is accounted for at the assembly point.

· The Principal

The Principal will give instructions to the students and staff.  No action should be taken until the Principal has given instructions.

Designated staff are to check rooms
First Aid Policy
Student Health and Safety

1. Injuries

1.1
All students and staff who sustain a minor injury should go to the 
school nurse in the sick room.  An adult should always accompany 
students up to Year 4.

.

1.2
For more serious injuries, the nurse should be sent for.

1.3
In the case of a real emergency and the school nurse cannot be found, send a responsible person to find one of the nominated First
Aid teachers whose names are on a list in the staff room. The Principal should be informed.  Stay with the casualty until assistance arrives.

2. Recording and Reporting of First Aid and Accidents

2.1
It is the responsibility of the school nurse to keep a record of all first
aid 
she administers and all accidents she deals with.

3.
Medicines in school

3.1
Any medicines that the students need to take during the day should
be 
handed to the school nurse first thing in the morning. There are 
exceptions for children who have chronic conditions such as asthma or 
epilepsy and where students administer their own medication such as
inhalers.

3.2
Students who are sick, for example with colds, should not be in 

school and therefore should not need the nurse to administer 
medicine.

3.3
No member of staff apart from the nurse or someone deputising for 
her 
if she is absent, may administer any medicines to students.

4.

Medical Records

4.1
We hold a medical file for each child.  The school nurse reads all the 
files and will inform staff of any medical condition that they should be
aware of.

5.
Healthy Eating

5.1
It is the school’s policy that we should encourage healthy eating habits.
Students should be encouraged to bring sandwiches and fruit for their 
breaks.

6.
Head Lice Checks
6.1
The school nurse will check all students’ hair for head lice at the

 beginning of each term.  If head lice are discovered the nurse will 
only inform the class teacher and the parents, and nobody else 
including the child will be told.  The nurse will contact the parents and 
advise them of the special shampoos to use. The class will be re-
checked the following week. 

 7.
Strangers collecting Children

 7.1
Any new person who is sent to pick up any student MUST first have been given permission by the school office. To obtain permission, the parents must inform the office of the name of the new person and that person must present his/her Civil ID at the office.

Teachers should not release a child if the new person does not have permission from the office. They should wait until the end of the supervision duty and then telephone the parents for confirmation.

8. Use of Staircases

8.1
All students should be reminded from time to time that they should go 
up and down stairs in single file, keeping to the right.  In wet weather 
the stairs can become slippery so students and staff should exercise 
care.

9. Review of Procedures

9.1
Health and safety issues are the responsibility of all staff. We must all assess the risks in the areas in which we work – any observations or suggestions regarding health and safety should be given to the Principal who is the Health and Safety Officer for the school.

.Primary Examination Procedures

1. Examination Papers and Timetable

The Vice Principal/Principal organise exam papers in consultation with the teachers.   Work to be examined should be outlined in the term’s subject overview.  An exam timetable should be set that takes into account Arabic and specialist lessons.

All class test and exam papers should have space for the student number.  They should be placed in marked envelopes for each class.  A class list should be stuck on the front of each envelope.

2.   Examination Room


Desks will be set out in rows separating the students as far as possible.


Each student should face the front of the class.  If students are sharing a 
table, they must use a covering book.


Each student should have a reading book for if they finish early.


Students should be told what constitutes cheating.  Students found 
cheating will be quietly told and the teacher will note the time and type of 
cheating on the paper at the point the child reached.  At the teacher’s 
discretion, the child may continue and a decision made later in 
consultation with management.

The teacher should stand in front of the room for the entire exam and 
continuously scan the room.


A hand raised should indicate the need to ask a question and the teacher
should then go to the child and have a quiet word.

3.   Marking Exams


Designations of mark range and final grade boundaries are organised by
the Vice Principal/Principal.


Censorship Policy

The Ministry issues guidelines with regard to what is acceptable here in Kuwait.

· These guidelines must be adhered to in teaching

· Any new books, videos, etc. must be censored in accordance with the guidelines, using black permanent markers to block out any censored areas

· One copy of all new text books and videos must be sent to the Ministry for censorship

· All library books must be censored

· There is a list of banned books in the library for reference. 

· Any plays etc must be cleared by the Ministry before rehearsals start.  The exception is Primary Assembly which must be cleared by the Vice Principal/Principal.
Guidelines issued by the Private School Department with regard to what is acceptable in Foreign Private Schools:

Religion

· Do not speak against Islam.
· Pictures of the Prophets, God or the Angels are forbidden.
· Nothing should be said against the Prophet Mohammed and his family.
· Islam is not against the Christian or Jewish religions.
· Do not identify Muslims with terrorists.
· Mosques and holy places should be treated with respect.
· The religion of Islam does not belong to the Prophet Mohammed.
· The journey from Mecca to Medina should not be described as a flight or 
escape – it is called Al-Hijra.
· The Quran is the law of God, not of the Prophet Mohammed.
· Do not alter the names of the Prophet in any way.
· Islam was not spread by force or war.
· The Prophet Mohammed and the tradition of the Sunna should be treated
with respect.
· No person should use argument to persuade another to change their 
religion.
· Darwinism i.e. the theory that man evolved from apes, is not accepted.
· Islam is one religion – different sects should not be mentioned.
· Belief in fortune tellers, faith healers, magicians, witches and reincarnation 
should not be discussed. 

Politics

· Do not discuss the Arab conflict with Israel from an Israeli point of view.
· Do not use the Holocaust as propaganda for the Jewish religion. The

Holocaust does not justify the present situation in Israel.
· Do not discuss how Arab countries are governed (past or present).

· Do not discuss the government of Kuwait, the GCC or other Arab     countries.              
· The Arabian Gulf is never referred to as the Persian Gulf.
· The three islands belonging to the UAE should never be depicted on a 
map as belonging to Iran.
· Iran has no claim over Bahrain.

· The history of Arab and Islamic countries is not to be discussed.

· Do not discuss the Crusades.

Following Local Customs

· No nudity.

· No interpretation of dreams.
· Do not discuss relationships between men and women.  Anything of a biological nature will be taught in biology lessons.
· Do not mention eating pork or its products.  It is forbidden. 

· The use of alcohol and drugs is forbidden.

· Do not encourage the youth of this country in the ways of popular western culture.  It is unacceptable. 

Display Policy
AIM

To create a stimulating working environment for students and staff and should reflect the progression of learning throughout the school. 
OBJECTIVES

· To display work by every student during the year regardless of their ability or stage of development

· To display work from every subject component taught in the school.

· To improve student motivation by choosing a piece that shows improvement or effort

· To provide stimulating learning opportunities

· To provide opportunities fro discussion i.e. to reinforce lesson objectives, self assessment and evaluation.

· To provide opportunities for sharing opinions and using new terminology

In your classroom, your displays should be interactive and supportive of the teaching and learning process through you short term and long term plans. Producing displays are the responsible of both assistants and teachers.
Displays in the corridor should be maintained and repaired. Students should be encouraged to take care when passing a board and should show respect for the work of others.

MONITORING AND EVALUATION

· As part of the evaluating process you should be asking yourself:

· Are some displays three-dimensional with artefacts that the students can touch?

· Does the display ask or invite questions?

· Is the display too high for the students to see and talk about?

· Does the teacher’s work dominate the display?

· Will students look at it while moving to other classes?

INTERNET ACCESS POLICY
The school computer system is made available to staff to enhance their professional activities including teaching, research, administration and management. This policy is designed to guide and protect students, members of staff and the school.

· The school accepts, and members of staff need to be made aware, that occasionally unsuitable pages containing offensive material may be opened without full awareness of the content.

· The amount of data that can flow into and out of the school network is limited by the system and consequently if a large number of individuals are on-line the response will be slower.

· Computers should be used for work related purposes during the school hours.
· Members of staff should never knowingly view pages that are, or may be perceived to be, defamatory, abusive or offensive, or contrary to the cultural and religious norms of Kuwait. To do so may involve the individual or school in legal proceedings.

· Members of staff should not use the internet for the purpose of financial speculation, gambling, political propaganda or advertising private business.

· Member if staff should not post anonymous messages to news groups or other forums of discussion.

· Members of staff should limit their personal use of the internet to times outside the normal school day.

· The school, reserves the right to examine or delete any files that may be held on school computer system and to monitor the internet sites visited by staff.

· Activity that threatens the integrity of the school computer systems, or that attacks or corrupts other systems is not permitted.

· To protect against viruses, which can destroy systems, software and data in computers, computer programmes, games, animation cards or screen savers or any unchecked data software must not be loaded on to, downloaded to, or distributed via any school system.

· Copyright of material and property rights must be respected.

Staff Agreement (Confidentiality of Records)

I, …………………………………………………………………… accept the above procedures and policies and will not discuss any details about a child or staff member that are deemed to be confidential.

I further understand that it is only the Director, Principal, Vice Principal who may communicate professional information directly with the parent/s or caregivers of a child.

I will not allow anyone whose identity or role I do not know, to view any confidential information.

I accept that any breach of this policy may result in disciplinary action being taken against me.

Signed ……………………………………………  Date: ………………………

I …………………………………………………………………..  have read, understood and will abide by the procedures, information and guidance in the Staff Handbook.

Signed …………………………………………………………………………..

Date ……………………………..

Please detach this page, sign it and give it to
the Secretary for filing in your personal file.
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