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1. |ntroduction

1.1. How to Use this Handbook
This handbook is intended to serve as a guide to the policies, procedures, and the daily operation of
Dome International School. The handbook addresses all the crucial issues related to the teachers and
Department Heads. It is extremely important to read and understand every word in this handbook in order
to know your rights and responsibilities. Every staff member in DIS should abide by the rules and
guidelines mentioned in this handbook. Every teacher should commit him/herself to achieve the school
vision and mission.
We have taken great care to mention the most important details, however it is impossible to cover
everything; any amendments and or addendums will be communicated to you.
If you have any questions or concerns regarding your employment at DIS or about this handbook, please
feel free to direct your inquiries to the HR Department. After carefully reading this handbook, please sign
the Teacher Handbook Acknowledgement (Appendix B). Submit the signed form to the HR Department.

1.2. School Vision and Objectives

We aim to spark intellectual curiosity and love of learning in a family orientated environment and through
a personalized learning approach in which students feel secure by being treated as unique individuals with
different and unique potentials, needs and challenges.

At all stages of the educational journey, students learn from both their teachers and their peers. We strive
to create a talented, yet diverse students’ community in which children thrive in each other’s company and
appreciate different perspectives.

Our Vision

We believe that a happy child is a successful one. Dome International school provides a safe, welcoming,
and nurturing environment that promotes cognitive, social, emotional, and physical growth, as well as a
positive self-image and a love of learning.

Our Mission

Our program is designed to provide students with meaningful and purposeful learning opportunities that
focus on conceptual learning in order to move from learning about topics, to figuring out why and how
things happen. This approach helps students to become critical thinkers and problem solvers through
developing:

The capacity to find, analyze, synthesize, and apply knowledge to novel situations.

The interpersonal skills that allow them to work with each other and engage effectively in cross-
cultural contexts.

The self-directional abilities that allow them to manage their own work and complex projects.
The ability to competently find resources and use tools; and the capacity to communicate
effectively in many ways.

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
that promotes cognitive, social, emotional, and physical growth, as well as a positive self-image and a love of learning.
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Our Values

Our school community adopts a set of values that deeply enforces and embraces perseverance and
resilience in the face of obstacles and uncertainty, the ability to learn independently, curiosity,
inventiveness, and creativity. We encourage our students to become productive citizens within and
beyond the school, by nurturing their positive mindsets about self and school, along with social awareness
and responsibility.

1.3. Our Educational Philosophy

We adopt a “Whole Child” education model that is grounded in the latest theory on educational practice
of the Science of Learning and Development (SoLD)*.

According to the Science of Learning and Development principles of practice; our program is designed to
attune school environment, structures, and practices to students’ learning and developmental needs
through:

Creating a supportive environment:

A caring, culturally responsive learning community, in which students are well-known and valued
and can learn in physical and emotional safety.

Structures that allow for continuity in relationships, consistency in practices, and predictability in
routines that reduce anxiety and support engaged learning.

Relational trust and respect between and among staff, students, and parents.

Developing productive and innovative instructional strategies:

Meaningful work that builds on students’ prior knowledge and experiences and actively engages
them in rich, engaging tasks that help them achieve conceptual understanding and transferable
knowledge and skills.

Inquiry as a major learning strategy, thoughtfully interwoven with explicit instruction and well-
scaffolded opportunities to practice and apply learning.

Well-designed collaborative learning opportunities that encourage students to question, explain,
and elaborate their thoughts and co-construct solutions.

Ongoing diagnostic assessments and opportunities to receive timely and helpful feedback, develop
and exhibit competence, and revise work to improve.

Opportunities to develop metacognitive skills through planning and management of complex tasks,
self- and peer- assessment, and reflection on learning.

Providing social and emotional learning opportunities:

Explicit instruction in social, emotional, and cognitive skills, such as intrapersonal awareness,
interpersonal skills, conflict resolution, and good decision making.

Infusion of opportunities to learn and use social-emotional skills, habits, mindsets throughout all
aspects of the school’s work in and outside of the classroom.

Educative and restorative approaches to classroom management and discipline, so that children
learn responsibility for themselves and their community.

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment

that promotes cognitive, social, emotional, and physical growth, as well as a positive self-image and a love of learning.
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Designing students’ support systems:

e Access to integrated services (including physical and mental health and social service supports)
that enable children’s healthy development.

e Extended learning opportunities that nurture positive relationships, support enrichment and
mastery learning, and close achievement gaps.

e Multi-tiered systems of support to address learning barriers both in and out of the classroom based

on a shared developmental framework uniting a capable and stable staff with families and support
providers.

Whole Child
academic, cognitive, ethical,
physical, psychological,
social-emotional

* Darling-Hammond, L., Flook, L., Cook-Harvey, C., Barron, B., & Osher, D. (2020). Implications for

educational practice of the science of learning and development. Applied Developmental Science, 24(2), 97-
140.

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
that promotes cognitive, social, emotional, and physical growth, as well as a positive self-image and a love of learning.
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DIS Learning Support Program

DIS provides a Learning Support Program (LSP) as a part of our Students Support Services. LSP works
in coordination with all teachers to enhance the academic and social emotional learning of our students.
The program is designed based on a Multi-tiered Response to Intervention model (RTI). RTI is a
preventive model of intervention. It’s three-tiered structure proactively addresses academic and behavioral
deficits before they further develop. It also provides ongoing support within the regular classroom setting.

\

TIER 3
Placement: Special education is likely
Level of support: Intensive
Method: High-quality intensive interventions
Student need: 1-5%
A

f——

-

TIER2
Placement: General education, small-group
instruction, individualized support
Level of support: Moderate
Method: Evidence-based interventions by
specialists; targeted topic.

Student need: 15-20%

b ” o

i\

N

| TIER1

| Placement: General education setting

| Level of support: Mild

. Method: Evidence-based, high-quality
| instruction; ongoing assessment, CBM.
| Student need: 80-90%

—

Learning Support Plan for Academic Support

Our Learning Support Team (LST) includes:

The School Principal and Heads of Stages
School Psychologist

School Social Worker

Class Teachers

Learning Support Teachers

Roles and responsibilities of each member of LST are defined according to the student’s tier support level
and the response to intervention. LSP works as a placement program for prospective students and as a
referral program for the existing school students.

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
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Inclusion, Equity of Access and Pull Out Strategies

Our Learning Support Program provides equitable and inclusive access to all students based on their

individual needs as follows:

e At Tier 1 level, support is provided within the classroom environment. Class teachers, supported by
LST, provides differentiated instruction.

e Inorder to implement this, LST works and plans together with teachers to differentiate the curriculum
and provide the necessary support for students’ success.

e Inindividual circumstances, students may or may not be pulled out of the classroom to receive short-
term one to one support or small group intervention (Tier 2), in order to ensure that every student has
full access to the curriculum.

e Students with more specific learning disabilities are referred to LST for Tier 3 intensive intervention
and support through devising an Individual Educational Plan (IEP) which is usually conducted out of
their regular classroom setting.

e At Tier 2 and 3 levels, students can be returned back to the classroom once their instructional needs
are met.

e The whole process is supported by continuous progress monitoring and data recording and collection
to guarantee the proper placement of students.

1.4. Our Continuous Improvement Process

At DIS, we are committed to a process of continuous improvement that is data-informed, to improve
teaching, learning, and organizational effectiveness. For this purpose, we have been using Cognia’s
formative evidence-gathering instruments for learner engagement, educator practice, school culture, and
stakeholder perceptions to collect data from different sources and use this analyzed data to pinpoint the
areas that need improvement, setting action plans for them, and also sustaining the areas of achievement
and building on them. Students’ performance and class observation data are other data sources we use
to set our improvement plan priorities.

It is imperative that all stakeholders take part in this process. Therefore, we encourage different
stakeholder groups (Families/Parents, Learners and Educators) to become actively involved in the
school’s continuous improvement process through the following:

e Taking our annual surveys. Surveys links are shared with all stakeholder groups through emails,
classes WhatsApp groups, and are posted on the school website regularly
https://dis.edu.eg/stakeholders-feedback/

e Attending orientations, information sessions and parents/teachers’ meetings

e Participating in special focus groups dedicated to certain purposes

The Strategic Plan for our SIP 2021-2023 has been shared on the school’s website. We are currently
working on the coming 3-year phase SIP 2023 — 2026. Stakeholders’ involvement and constructive
feedback are invaluable to our continuous improvement process.

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
that promotes cognitive, social, emotional, and physical growth, as well as a positive self-image and a love of learning.
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2. School policies

DIS has a comprehensive set of policies, which serve the needs of the school and its people, and help meet
our regulatory duties. All school personnel are required to abide by these policies. Failure to do so shall
result in legal consequences. DIS policies are reviewed and updated annually.

2.1. Recruitment & Termination Policy
Recruitment Policy

DIS is committed to promoting equal employment opportunities and a workplace that is free of all forms
of discrimination. Equal opportunity means that all employees experience fairness, impartiality and equal
access to all career initiatives in the workplace. Our commitment to equal opportunity promotes an
inclusive work environment that values and accepts the diverse, cultural and social background of its staff.
Our selection, employment and promotion processes prohibit discrimination based on age, color, disability,
marital status, nationality, race, religion, or sex. Our goal is a harassment-free environment where every
individual can thrive, adhering to applicable laws and individual merits.

Recruitment Process

e An ad is posted on the school website and LinkedIn, detailing the school hiring needs and the required
credentials and experience.
e Job candidates are required to pass a personal interview and a demo lesson.
e Shortlisted candidates are contacted for a final interview with the School Director and the School
Chairman
e An email with the formal job offer is sent to passing candidates
e Each faculty member is offered a contract stating responsibilities, duties, rights, benefits and
expectations.
e Contracts duration is 12 months and is renewed annually based on the mutual desire of the teacher and
the school
e Offered benefits:
o Social Security and National Medical Insurance are provided.
o Transportation is provided free of charge according to the regular school bus trips. For
distant areas teachers are collected and dropped off at main gathering points.
o A free half day permission is granted for all full-time teachers twice a month except on
revision and exams days
o Every teacher has 5 weeks paid summer vacation in addition to the official days off, Term
Breaks, Christmas Break and Spring Break
o The school offers discounted fees for staff members' children.
o Day care service is provided for a marginal charge for staff members' children who are
younger than preschool age.

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
that promotes cognitive, social, emotional, and physical growth, as well as a positive self-image and a love of learning.
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Required Documentation:

o Upon signing the contract, applicant should provide the school with the documents needed
and complete the employment packet.

o Please refer to the HR. Department for detailed list of the required documents. Note that the
teacher’s salary is put on hold until all required documents are received.

Staff Information:

o The staff member’s personal information should be accurate and updated.
o Please inform the HR department with a written application about any changes in address,
phone number, legal issues or any other important information.

Salaries:

o Salary information is a confidential matter and should not be disclosed.

o One-month salary is calculated from the 25th of previous month to the 26th of the salary
month.

o Salary annual increase is determined based on the teacher evaluation. All teachers are
notified with their evaluation and salary raise before the end of June of every year.

Termination Policy

According to the school contract, both the teacher and the school have the right to terminate the
contract before the end of its duration, provided that a two months’ notice is given by the party that
wants to terminate the contract.

If a teacher does not wish to renew his/her contract for another year, he/she should notify the school
administration in April (two months before the end of the contract). Same rule applies to the school
administration in case the school doesn’t wish to renew the teachers’ contract for another year.

2.2. Policy of Absenteeism

Occasional absences are unavoidable. Proper planning will minimize its effect on the students and
staff, so teachers are to report their absences as soon as possible so arrangements can be made.

If you are unable to attend the school due to an emergency or for any valid reason you must notify
your direct supervisor or the Stage Head the day before or at least before 7.30 am. on the day you
will be absent

For any absence, Teachers must coordinate with their HoDs or Subject Coordinator to have a
substitute teacher with the proper material to teach.

Permissions should be approved and signed by the HoD, the Stage Head and the School Director.
Absence on exam days/ proctoring days will be counted as 3 days deduction.

Absence on Sunday and/or Thursday and before vacations or after vacations will be counted as 2
days.

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
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2.3. Retention Policy

DIS has developed several strategies to manage staff turnover and retain good teachers. Our retention
efforts include but are not limited to:

Providing ongoing on-service training through mentoring and coaching to support newly hired
teachers through any challenges

Providing professional development opportunities

Enabling collaboration and peer support

Recognizing distinguished performance through moral and financial incentives

Empowering responsible and dedicated staff members by providing opportunities for career
growth and promotion

2.4. Conflict Resolution Policy

DIS believes in clear and open communication, and encourages staff members to talk directly with their
supervisor and colleagues in case of grievances and/or disputes. All employees are encouraged to bring
forward any complaints or recommendations dealing with safety, health standards, proper working
conditions, performance appraisals, discipline and fair management practices, without fear of reprisal.
DIS Management will act expediently if problems do occur and all individuals, whether staff or
management, will be treated with fairness, respect, and consistency.

Complaint Resolution Procedures:

If an issue or conflict does arise, it is recommended that the individual try to resolve the problem
with those directly involved. The employee may also choose to involve his or her supervisor if
necessary.

If after this discussion the employee or supervisor feels the issue is still not resolved, he/she may
request a meeting with the next level supervisor and the HR Manager. In the event that the employee
prefers an individual meeting with the next level supervisor or any other senior management staff
the supervisor will be notified.

By exploring the issue in a professional and constructive fashion it should be possible to find an
appropriate way to resolve the problem unless it is serious enough to warrant intervention by the next
level supervisor or other member of the senior management team.

A written complaint should be filled the HR Manger office and the School Director should be
notified.

The HR Manager should either proceed with Mediation and/or investigation depending on the
context and nature of the complaint.

Based on the medication or investigation efforts, the School Director issues a written decision for
final resolution and all parties involved are notified.

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
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2.5. Staff Recognition and Career Growth Opportunities

Staff recognition is a crucial aspect of creating a positive and productive school culture that fosters growth,
innovation, and success. At DIS, we are keen that academic and non-academic staff members feel
appreciated and recognized for their dedicated work through moral and financial incentives.

Staff members are regularly recognized through thank you notes, appreciation certificates and social
media posts that exhibit and praise their good work. Financial incentives are also granted through bonuses
and salary increments to reward exceptional performance.

Career Growth Opportunities

DIS is committed to provide career growth opportunities to all staff members who show dedication and
exceptional performance. We believe that school leaders and seniors should come from within the
institution, this is why the school leadership team provides mentoring, support and professional learning
opportunities to any staff member who has potential and desires to grow in his/her career.

2.6. Code of Ethics

The teaching profession has an expectation of high standards of ethical behavior from its members. This
Code of Ethics provides a formal framework of ideals designed to guide and encourage all teachers to
achieve these high standards of ethical behavior and professionalism in their dealings and relationships
with students, families, colleagues, and the broader community.

Members of the teaching profession in DIS should be committed to the following values which underpin
the profession: Integrity, Dignity, Responsibility, Respect, Justice  and Care.

We demonstrate Integrity by:
e creating and maintaining appropriate professional relationships
e acting with impartiality, truthfulness and honesty

We demonstrate Dignity by:

e valuing diversity and treating students equitably and with care and compassion while respecting
the uniqueness of family backgrounds

e valuing the effort and potential, and acknowledging the uniqueness, of each student

We demonstrate Responsibility by:

e giving priority to the education and welfare of all students in our care

e engaging in ongoing professional development and improving teaching and learning strategies

e working collaboratively and cooperatively with colleagues to the best interests of the education
and welfare of our students

We demonstrate Respect by:

e acknowledging that relationships with students and their families must be based on mutual
respect, trust and, when necessary, confidentiality and acknowledging the contribution these
qualities make to students’ wellbeing and learning

e acting with educational colleagues and the wider community in ways which enhance the
profession

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
that promotes cognitive, social, emotional, and physical growth, as well as a positive self-image and a love of learning.
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We demonstrate Justice by:
e being fair and reasonable
e being committed to the wellbeing of individuals and the community and to the common good
e resolving competing claims of different ethical principles and different interest groups through
reflective professional discussion
We demonstrate Care by:
e having empathy for and rapport with students, their families, our colleagues and the wider
community
e committing to students’ wellbeing and learning through the practice of positive influence,
professional judgement and empathy in practice

2.7. Code of Conduct

Education is critical to the future of children. As teachers and education staff, you will play a primary role
in helping to shape the future of students. Your position is one of influence and also one of great
responsibility. Teachers are expected to respect DIS code of ethics and execute their duties accordingly,
more than anybody else engaged in educational activities. Teachers should be role models to their students
and other members of the community. Teachers and other education staff in this school shall have the
following duties:
e Fulfil obligations on attendance, punctuality and lesson preparation. If absent or late for a given
reason, you will immediately notify the principal or other designated person.
e Conscientiously prepare lessons, assess students’ work fairly and promptly and cooperate with
other teachers and education personnel.
e Interact with students, colleagues, parents and community members in an appropriate manner.
e Employ different participatory teaching techniques to make sure that the teaching approach also
includes student-centered approaches.
e Properly use the educational facilities of the school and encourage students to do so.
e Attend and give constructive comments at meetings organized to discuss the teaching-learning
process.
e Rigorously avoid actions or gestures that violate human rights and could harm students, such as:
o Sexual harassment and sexual violence, including suggestive words, gestures or comments as
well as physical and psychological abuse.
o Excessive and inappropriate disciplinary action, including the use or threat of corporal
punishment and demeaning and abusive words or actions.

Failure to adhere to the Code of Conduct may result in disciplinary action including suspension or
termination of employment.

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
that promotes cognitive, social, emotional, and physical growth, as well as a positive self-image and a love of learning.
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2.8. Safeguarding and Child Protection Policy

DIS is fully committed to safeguarding the welfare of all children in its care. It recognizes the responsibility
to promote safe practice and to protect children from harm, abuse and exploitation. For the purposes of
this policy and associated procedures a child is recognized as someone under the age of 18 years. DIS
admins and teaching staff and will work together to embrace difference and diversity and respect the rights
of children and young people. This will be a child-centered approach where the interests of the child are
paramount. We expect all Staff (teachers, administrators, and support staff) and parents to share this
commitment in their attitudes and actions. Parents are made aware of the policy: it is on the School website
and the parents/students handbook
DIS staff abides by the following principles:

e The wellbeing of children is the primary concern. We should always act in the best interest of the

child.

e All children, whatever their age, culture, disability, gender, language, racial origin, socio-economic
status, religious belief and/or sexual identity have the right to protection from all forms of harm and
abuse.

e Child protection is everyone’s responsibility.
e Children have the right to express views on all matters which affect them, should they wish to do so.

e DIS shall work in partnership together with children and parents to promote the welfare, health and
development of children.

DIS will:

e Promote the health and welfare of children by providing opportunities for them to take part in
curricular and extracurricular activities safely.

e Respect and promote the rights, wishes and feelings of children.

e Promote and implement appropriate procedures to safeguard the well-being of children and protect
them from abuse.

e Recruit, train, support and supervise its staff, members and volunteers to adopt best practice to
safeguard and protect children from abuse and to reduce risk to themselves.

e Require staff, members and volunteers to adopt and abide by this Child Protection Policy and these
procedures.

e Respond to any allegations of misconduct or abuse of children in line with this Policy and these
procedures as well as implementing, where appropriate, the relevant disciplinary and appeals
procedures.

e Regularly monitor and evaluate the implementation of this Policy and these procedures.

Reporting:
DIS has zero tolerance for any act of child abuse, exploitation, violence, discrimination, bullying and other
forms of abuse. Adults in our school should take all wellbeing concerns seriously and encourage children

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
that promotes cognitive, social, emotional, and physical growth, as well as a positive self-image and a love of learning.
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and young people to report anything that worries them to their teachers, the School Psychologist, the Stage
Heads or the School Director.

2.9. Anti-Harassment and Non-Discrimination Policy

Anti-Harassment Policy
DIS is committed to providing all its community members with a safe and supportive school environment.
Members of the school community are expected to treat each other with respect. Teachers and other staff
members are expected to teach and to demonstrate by example that all members of the community are
entitled to respect.
Harassment of a student by another student or by a teacher or other staff member is a violation of school
policy. This includes (but is not limited to) harassment based on race, nationality, ethnicity, religion, or
disability.
Punishable harassment is any conduct — including verbal conduct — that:

e creates (or will certainly create) a hostile environment by substantially interfering with a student’s
educational benefits, opportunities, or performance, or with a student's physical, emotional, or
psychological well-being; or

e isthreatening or intimidating.

Sexual harassment is a form of harassment that also violates school policy. Sexual harassment is an any
kind of sexual advance or sexual conduct- including verbal conduct — that:

e creates (or will certainly create) a hostile environment by substantially interfering with a student’s
educational benefits, opportunities, or performance, or with a student’s physical or psychological
well-being; or

e is threatening or intimidating.

In response to any act of harassment, staff members should intervene immediately to stop the harassment
and present an incident report to the School Psychologist, the Stage Head and the School Director for
further investigation. Based on the investigation conducted, the harasser will be reprimanded promptly,
consistently, and proportionately to the seriousness of the act. However, the response should not end there;
rather, staff members should deter future harassment with continuing guidance for tolerance and respect.

Non- Discrimination Policy

DIS is committed to equal opportunity for all students and all staff. It is the school policy that no one shall
be treated differently or exposed to any kind of discrimination on the basis of race, religion, nationality,
ethnicity, or disability where a person is otherwise qualified or could be with reasonable accommodation.
In response to any act of discrimination, staff members should intervene immediately to stop the
discrimination and present an incident report to the School Psychologist, the Stage Head and the School
Director for further investigation. Based on the investigation conducted, certain consequences and
disciplinary actions will be applied to the person(s) involved in any act of discrimination in proportion to
the harm caused as a result of this act.

The immediate remedy for any act of discrimination shall be to end it, treat the individual equally, and, as
much as practically possible, to eradicate any effects of discrimination. Discipline should be imposed when
appropriate.

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
that promotes cognitive, social, emotional, and physical growth, as well as a positive self-image and a love of learning.
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2.10. Internet and Social Media Policy

DIS actively encourages the responsible use of social media. Responsible use of social media can be positive
for learning and teaching. It can also be personally enjoyable and beneficial. This policy will make clear
what standards are expected of anyone who works for the school and uses social media as well as what
actions may be taken when it is considered that a member of staff may have breached this policy. This
policy applies to all staff use of social media, including: on behalf of the school, as part of their work directly
with students, in their wider professional lives; and in their personal lives. We define social media to mean:
‘Websites and applications that enable users to create and share content or to participate in social
networking, such as Facebook, WhatsApp, etc.

When using social media at any time, staff members

must not place a child at risk of harm.

must report all situations in which any child is at potential risk

must not allow their use of social media to affect their ability to do their job in any way

must maintain the reputation of the school, its staff, students, parents, and their employer

must not post or share any social media content which is illegal, discriminatory, sexual, or otherwise
offensive when linked in any way to the school. This link could be for example: by identification
with the school, during the working day, on school premises or when using school computers. Such
behaviors may also result in criminal proceedings.

must recognize that posting or sharing any social media content which is illegal, discriminatory,
sexual or otherwise offensive during personal use could lead to damage to their professional
reputation or damage to the reputation of the school or school community. This damage would
breach the social media policy. And, again, such behaviors may also result in criminal proceedings.
must not use social media to criticize, harass or insult their school, staff, students, parents, or their
employers.

should be aware that there are other, more appropriate, methods of raising valid concerns about
their school and its staff.

must not breach school confidentiality and shall not disclose any private or confidential school
matters when using social media.

are responsible for their actions (and its consequences) whenever they use social media.

must understand that social media offers no guarantee of privacy and that any content they produce
can be shared more widely by others. A member of staff’s professional reputation or the reputation
of the school could be damaged by content, perhaps which was intended to be private, being shared
more widely than intended.

would still be held responsible for any consequential breach of this policy as they were responsible
for producing the original content.

cannot rely on their ignorance or lack of knowledge to defend any breach of this policy.

must use appropriate behavior and language at all times. As a guide, this should be similar to that
which would be used when taking part in a face-to-face meeting with other education professionals.
must take all reasonable steps to ensure the proper separation of their professional and personal
lives.

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
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e must make sure that their personal social media activities take into account who they have social
media relationships with — particularly any other members of school community — and moderate
their social media behavior accordingly.

Please note that:

e When using social media on behalf of the school, staff members must not use it for any personal
discussions or for any individual personal matters even if initiated by other members of the school
community (for example: parents or students).

e The school reserves the right to monitor all staff internet use on any school systems or computers.
Misuse of internet or social media — even personal use — using school computers is a breach of the
school’s policy.

Disciplinary action over Internet and social media use:

e All staff members are required to adhere to this policy.

e Staff should note that any breaches of this policy may lead to disciplinary action. Serious breaches
of this policy, for example incidents of bullying of colleagues or social media activity causing serious
damage to the school or any member of the school community, may constitute gross misconduct and
lead to contract termination and/or criminal proceedings.

e Staff members must raise all doubts, questions and concerns related to social media with school
leaders. Staff must seek advice if they are not sure if any particular use of social media (or a related
action) is appropriate or would potentially breach this policy.

When using social media, you may have concerns about anything posted that might have hazardous
implications, or causes harm to the reputation of the school and/or its community.

If you have any such concerns, you should discuss them with the HR Department or the School Director.
If any staff member becomes aware that a student (or group of students) or parent has made
inappropriate/insulting/threatening comments about them, or other staff members, on a social networking
site or App; he/she should report the incident to the Stage Head, or the School Director so that the
appropriate process can be followed and support can be offered to the employee.

2.11. Mobile Phone Policy

Teachers are not allowed to use mobile phones during classes. Mobile phones should be turned off at all
times during sessions.

Students who bring their mobile phones to school should hand in their phones to the class matron in the
first session and receive them at the dismissal time. In case any student fails to do so, the mobile phone
should be confiscated and handed to the Stage Head to contact the student’s parent.

2.12. No-Smoking Policy

Smoking anywhere by anyone on school premises or during school activities
is forbidden

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
that promotes cognitive, social, emotional, and physical growth, as well as a positive self-image and a love of learning.

15



| Teachers Handbook Dome International School

2.13. Appearance and Dress Code

While there is no specific uniform for DIS staff and faculty, everyone is expected to dress up in a
formal/semi-formal, professional and conservative manner. The following dress items are not allowed:

For female staff members:

Low-cut shirts/tops and tight pants

Slippers, flip-flops or crocs

Toe and nose rings or piercing

Crop tops, garments that contain cutouts or reveal under garments
Eccentric color hair dyes

For male staff members:

Low waist or tight pants and shorts, except knee-length shorts during activities and sports days
Slippers and crocs

Necklaces or chains

A clean shaven or trimmed look for bearded male staff should be observed at all times.

2.14. Personal Business Policy

Dealings that result in personal financial gain are prohibited with DIS
students, DIS parents, between staff members and on DIS campus grounds.

To avoid conflict of interest, suspicions, and embarrassing situations, private
tutoring to school students is totally prohibited

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
that promotes cognitive, social, emotional, and physical growth, as well as a positive self-image and a love of learning.
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3.

T eachers’ Responsibilities

3.1. Teacher’s Job Description

The teacher plans, organizes, and administers the learning processes, which contribute to each and every
student’s optimal development - these experiences may occur within or outside the classroom. The areas of
responsibilities include instruction, administration, extra-curricular activities and supervision and
intervention/ enrichment programs.

Instruction, planning and professional duties:

Managing the teaching process AND_:

Developing course breakdown, weekly plans and daily lesson plans in accordance with the
curriculum framework and guidelines of the school.

Preparing assignments, revision material, projects, assessments, experiments, teaching aids, wall
charts and decorations for their classrooms, etc.

Using audio-visual aids, field trips, and other resources to supplement and reinforce teaching.
Participating in curriculum review and selection process for course books, resources and
instructional aids.

Uploading all the prepared plans, material and resources to the school Google drives on regular
basis. HoDs and Subject Coordinators are responsible for sending lesson plans to the school
resources email by Saturday ahead of each week.

Uploading the students’ material and weekly agendas on Google classroom at the beginning of every
week

Keeping Records: grading sheets of student’s attendance, behavior, classroom participation,
homework, test performances and scores are to be kept up to date using the school shared Google
Sheets.

Students’ Follow-up

Students follow up should be conducted through the following:

1- Correction (Classwork and homework)

e Should be thorough and accurate

e Should be regular and up-to-date

e Should be used to assess students understanding, thereby, inform instruction

e Should involve constructive feedback to students and help them understand their mistakes and
reflect on them.

2- Follow-up Journals

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment

that promotes cognitive, social, emotional, and physical growth, as well as a positive self-image and a love of learning.

17


http://www.ais.sch.ae/aisteacherhandbook.htm#Table of Contents#Table of Contents

Teachers Handbook Dome International School

The teacher should regularly take notes about each student and keep track of the progress or
regression and the reasons that led to regression.
The teacher should reflect on these notes and think of the suitable intervention strategy.

3- Homework Policy

Missing or late homework should not be tolerated

Following up on missing homework is conducted in different ways for each group of stages,
please refer to your Stage Head for the detailed homework follow up procedures.

Marks should be deducted from the Homework marks in case of repeated negligence

Teachers should assign a reasonable amount of homework. Please follow the homework schedule
assigned by your Stage Head.

Teachers of each grade level should coordinate homework assignments given to students so that
there will not be a conflict or over-burdening of students with regards to homework assignments
and quizzes on the same days.

Homework should be explained to students in brief before it is sent home.

Teachers should explain to students that failure to turn in assignments can affect the student’s
GPA.

Teachers should reinforce good work habits and may refuse to accept a completed homework
assignment that is of poor quality.

4- Regular weekly quizzes

A fixed weekly quizzes schedule should be sent to students to study ahead of time

Quizzes should target the important learning objectives, skills and challenging parts for each
week

Quizzes marks should be recorded and analyzed to observe progress or regression in students’
level

Parents should be regularly notified with the quizzes marks, please refer to your Stage Head for
the quizzes marks reporting procedures as it is different for each group of stages.

Students who score less than 70% in 2 consecutive quizzes should be considered as **Students at
Risk™ to be provided with support.

5- Progress Reports:

Using a shared template, teachers should fill a detailed Progress Report for each student, listing
not only the weekly quizzes marks and missing homework, but also describing the students
overall performance and behavior in class.

Progress Reports are sent to parents at least 3 weeks before the summative assessments to give
students the chance to improve their grades and complete any late work.

6- Summative assessment analysis (Term exams — MAP Tests)

Under HoDs’ and Subject Coordinators’ supervision, Students’ assessments should be reviewed
to pinpoint common mistakes and work on the challenging parts after the exam

Students’ summative assessment grades should be analyzed and compared with previous
assessments to monitor students’ growth and provide support or adjust instructional and
curricular plans accordingly

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
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e MARP tests statistical reports should be used to devise action plans for intervention and/or adjust
instructional and curricular plans accordingly

e Intervention plans should be shared with parents during Parents’ meetings and through
progress reports

Involving Parents

School - Parent communication is an essential factor in increasing students’ achievement. However, the
following guidelines should be observed:

e Contact with parents should be conducted formally through the Stage Head office, teachers are
not allowed to provide information to parents on personal terms, except for missing homework
or missing quizzes messages through Google classroom

e Parent/teacher meeting should be in the presence of the HoD, Subject Coordinator or the Stage
Head

Intervention Strategies
The following Intervention Strategies should be used well before each Term exam, targeting students who
are at risk and those can be easily recognized right at the beginning of the Term through:

e Formative assessment data

e Poor participation in class

e Showing no or little interest in the subject and learning in general

e Homework negligence

e Low quizzes scores

So before they are actually categorized as weak students we can use the following intervention strategies
to proactively improve their academic level

e During the daily sessions through:
o Differentiated Instruction and Differentiated Assessments
o Flexible Grouping
o Tiered Assignments/ Scaffolding
e After the session:
o Weekly task sheets / Weekly review packs (can be used for the whole class)
o Extra practice sheets for the challenging parts
e Educating students about each subject studying skills, strategies and making real-life connections
e Uploading videos and narrated Power point presentations on Google classroom for students’ revision
e One toone or small group sessions with the support teacher for one or two weeks followed by a special
assessment to measure the improvement of students' level.

Formative Assessment

e Formative assessment is a process that uses informal assessment strategies to gather information on
student learning.

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
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e Teachers determine what students understand and what they still need to learn to master a goal or
outcome.

e Strategies used to gather formative assessment information take place during regular class
instruction through the activities practiced.

e This information should be used to adjust instruction in the next sessions and set more focus on
weak students and challenging parts of the syllabus. It should even be used to determine whether
or not the teacher gives homework in a certain topic or postpone it.

e HoDs and Subject Coordinators should assist teachers in applying these strategies. This can be done
through:

o Reviewing the lesson plans and assisting in the design and sequence of activities, making sure
that assessments match and target lesson objectives.
o Conducting class observation to monitor the application of what is indicated in the lesson plans

o Providing mentorship and coaching to improve instruction

Awarding Students

e Students should be given regular praise and positive acknowledgement for good work, behavior,
achievements, and improvement.

e Appropriate awards may be offered to students for academic or related progress or contests. They
must be approved by the Stage Heads before they are presented.

Classroom management

All teachers should:
e create safe, healthy, and welcoming classroom environment and around the school in general
e Set class rules at the beginning of the year and follow them consistently
e In case of bullying, conflicts and/or unacceptable misbehavior:

o Confrontations should be avoided, while managing the situation in a calm but firm
manner.

o Students should be reminded of the school Discipline Policy without threatening them with
punishment (Kindly refer to Discipline Policy section and follow the discipline actions
indicated based on the majority of the misbehavior).

o Inall cases, the Stage Head should be notified, and an Incident Report should be written
and handed to the school psychologist or social worker on the same day.

Extra-curricular Activities

All teachers are required to participate in and supervise extra-curricular activities. Teachers should plan,
organize, and supervise these activities which include: morning broadcast, school trips, open days,
exhibitions, activity clubs, annual parties and other special events. Teachers are also required to provide
daily morning, break and dismissal time supervision, as assigned by the administration.

Substitution Sessions

Just as student attendance is essential for academic success, staff is expected to be consistent in attendance.
You may use up to six days per academic year for matters which require absence during school hours.
Otherwise, regular attendance is expected. In case of a teacher’s absence, the Head of Department should
assign his/her session(s) to another teacher from within the department, providing the instructional
material needed for the session(s).

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
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3.2. Grading Policy

The school grades students on a trimester basis. Each trimester is graded out of 100 marks divided as
follows:

For Kindergarten:

o Attendance: 10 Marks

o Behavior: 10 Marks

o Homework: 20 Marks

o Classwork: 20 Marks

o Curricular Activities: 20 Marks

o Term Assessment: 20 Marks

For Grades 1to 12

o Attendance: 10 Marks

o Class Participation: 10 Marks
o Behavior: 10 Marks

o Homework: 10 Marks

o Weekly Quizzes: 20 Marks

o Term Project: 20 Marks

o T erm Assessment: 20 Marks

3.3. Communication Guidelines

With the parents

e Teachers communicate with parents through the school LMS or the school WhatsApp groups

e Telephone calls between the teachers and the parents are totally prohibited during the school day
except through the administration and only when a teacher is not in session.

e Marks and tests results should be disclosed to parents only through the school LMS or in the
students Report Cards

e Parent/ Teacher meetings should be arranged only through the administration and not through
personal contact between the parents and the teachers.

e While communicating with any parent, teachers are not allowed to disclose information about any
students other than the children of this parent

e The school internal affairs are confidential and should not be discussed with the parents

With Colleagues

e Teachers are expected to maintain a friendly and collaborative atmosphere among each other

e Teachers are required to treat each other respectfully and courteously

¢ No chatting is allowed in the hallways or during classes. Discussions should be restricted to the staff
rooms and only during breaks.

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
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Teachers are responsible for the tidiness and neatness of their staff rooms.

Lesson preparation, correction, and other important work are performed in the staff rooms.
Therefore, teachers are required to maintain a quiet and productive atmosphere in these rooms.
Teachers are expected to cooperate among each other to perform daily tasks.

Caution should be exercised when discussing personal information in the school

It is allowed to talk With others but it is not allowed to talk About others.

Please respect the privacy of your colleagues.

With the students

Teachers are expected to maintain a friendly and welcoming atmosphere in their classes

It is imperative that each teacher maintain classroom control for the safety of all and to create an
environment conducive to learning. Careful planning and rich, engaging activities are critical
elements of classroom management.

A good strategy is to post class rules that are reasonable, easy to enforce, and promote a positive
classroom climate.

Inflicting Physical punishment on any student is absolutely prohibited (Please refer to Safequarding
and Child Protection Policy)

The student should be sent to the School Psychologist office in case the teacher is unable to handle
his/her misbehavior. (Kindly refer to Discipline Policy section and follow the discipline actions
indicated based on the majority of the misbehavior).

Consistency in dealing with students is not always easy but is essential in effective teaching. Treat
students in a consistent manner. If you say you are going to do something, follow through and do it.
Students are keenly alert to any signs of inconsistency in treatment or discipline, so never favor a
student over the other for any reason.

With the Administration

Teachers are expected to maintain a friendly and respectful atmosphere with the administrative
staff and their heads.

For any issues, concerns, or problems, please follow the hierarchical order in the organizational
chart when communicating with the administration. You should first refer to your Department
Head for any matter and then if your concerns are not resolved you can discuss them with the Stage
Head and then with the School Director (Please refer to Conflict Resolution Policy in the School
Policies Section).

Please report any damages in the school property to the Stage Head using the Maintenance Request
Form to follow up with maintenance personnel.

For IT supplies, PCs malfunction, Network and Internet issues or LMS issues please refer to the
Technical Support Team for assistance.

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
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4.

School Day

4.1 School Day Procedures

Teachers are expected to be at school around before the morning line (No later than 7:45 am.) to
supervise students in the playground. Tardiness is not accepted except for those who take the bus.
All the teachers should attend the line. Eirst session teachers should be in line with their classes
Teachers are required to ensure that all students abide by the school dress code and the face masks.
Morning uniform inspection is a general duty for all teachers.
Class teachers are responsible for reporting any damage in their classes to the Stage Head.
At the end of your session, do not leave your class until another teacher takes over. If the next
teacher is late, report to the stage matron to take over. Students should NEVER be left
unsupervised.
All teachers should communicate with the students in English, except those who teach other
languages (Arabic, French or Deutsch- they should only use the languages they teach) in addition
to the Social Studies and Religion teachers who teach in Arabic.
Teachers should remain in their classes during the 10 min. lunch break.
Teachers who have sessions before the break, should accompany their students down to the
playground and those who have sessions after the break have to take them from the line back to
their classes.
Teachers are assigned Break supervision on a regular rotating basis throughout the year. During
supervision, teachers should:

o Be always present in the assigned areas during the assigned periods

o Ensure students remain in their assigned areas

o Ensure students are following playground regulations - littering, rough playing, improper

language, or any kind of violence are not permitted.
o Make sure students line up properly and walk quietly to their classes. Students should not
be allowed to run on the stairs or through the hallways.

Do not hesitate to enforce proper movement around the school with all the students even if they are
not in your class.
Eating, drinking, and using the mobile phone should be restricted only to the staff rooms or the
cafeteria. Teachers are not allowed to perform such actions inside the classrooms or in the hallways.
Students should never enter the Library, the Science Lab, the Computer Lab, the Art Room or the
Music Room unless supervised by the Librarian or the Class teacher or the subject teacher.
Never leave your class during sessions except for an emergency. In case you have to leave the class,
ask the stage matron to take over till you come back.
Please be very punctual when correcting students’ copybooks and sheets
It is not allowed to exchange your session with another teacher without permission from the Stage
Head.
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e Last session of the Day — all teachers should make sure that students put their chairs in their desks,
pick up all books, stationaries and papers from the floor and leave the classroom neat and tidy.

e Every teacher in the last session should line up his/her class and go down with the students to the
bus collection areas. Students who leave by car should be directed to move to their designated
pickup areas.

e Teachers who are assigned for the dismissal duty should not leave the dismissal area before 2:30
pm. They should assist the security staff in the pickup process and make sure students who leave by
car are:

o in their designated pickup area,
o wearing their face masks,
o waiting quietly and behaving properly

e The school day ends at 2:15 pm. All the buses should leave by 2:30 pm.

e Bus matrons are the main supervisors inside the school buses. Yet, teachers should administer
discipline rules in the bus as needed and/or report any incident or action that opposes the school
policies and bus rules.

4.2 Teachers’ Resources

Instructional Resources:

e School Library: teachers receive their own copies of text books from the library at the beginning of
each academic year. Extra resources can be obtained from the school library throughout the year
with signed permissions

e Online resources: In addition to the online teachers’ resources provided through the school LMS,
annual subscriptions in educational platforms like IXL, Twinkle, and Schemely are available upon
request from the Department Heads

e Photocopying Center: A photocopying permission slip signed by the Department and Stage Heads
is required to have any instructional material photocopied

Stationary Supplies and Class Resources:

e At the beginning of each academic year, each subject department should present a list of required
resources, including stationary, books, and online resources to the Stage Heads and the School
Director for approval.

e Each class teacher is also responsible for the preparation of his/her classroom. Classroom Logistics
Checklist is filled and for each class and needs are determined accordingly and sent to the Inventory
Department after approval.

e In case of any malfunction, a Maintenance Request Form should be filled and sent to the IT
Department for intervention and to make sure all necessary logistics, resources and digital tools are
present and effectively operating.

All the resources forms are available at the Stage Heads assistants’ office.

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
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4.

3 Managing Students' Behavior

Dome International School

DIS Discipline Policy

Our school objective is to help our students build up responsible, mature and positive personalities capable
of socializing and sharing. We believe that good discipline is administered in a calm, consistent, and fair
manner.

Minors

These behaviors are handled initially by the classroom teacher or supervising teacher but are

referred to the Stage Head if they become chronic.

Behaviors

Actions

Excessive talking

Failure to complete assigned work
Inappropriate behavior

during assemblies/school activities
Dressing out of uniform

Inappropriate hallway behavior
Inappropriate language

Inappropriate use of personal equipment
Lateness

Lying

Non-compliance

Pushing in hallways & staircases

Teasing and/or derogatory remarks
Throwing foreign objects

Unprepared for class

not handing out mobile phone to the class
matron at the beginning of the school day

Step 1:
Verbal reminder to the student of the
expected appropriate behaviors.

Step 2:
Verbal reminder to the student of the
expected appropriate behaviors.
e Consequence applied by teacher.
e Student complies/makes amends.

Step 3:
Verbal reminder to the student of the
expected, appropriate behavior.
e Parents are contacted through the
Stage Head office

Step 4:
Move directly to Step #1 of Majors.

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
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Possession of drugs and/or alcohol

. * In/Out of School Suspension.
Possession of weapons

Majors
These behaviors are immediately referred to the administration.
Behaviors Actions
e Vandalizing school property Step 1:
e Verbal Aggression * Referral to Stage Head.
e Bullying
e Defiance Step 2:
e Endangerment of self/others * Home contact made by Administration.
e Fighting _
© Theft S ;?[p ?;: ith t
e Skipping sessions ceting with parents.
e Smoking Step 4:
[ ]
[ ]
[ ]

The use of inappropriate websites Step 5:

and/or print material « Written apology to offended parties
Inappropriate representation of the before student is permitted to return
school to school.

Overt abusive or sexual behavior
Sexual harassment

NOTE: The school administration reserves the right of expediting the
disciplinary process pending circumstances.

Discipline Policy (DP): Implementation Procedures

In the cases of repeated minors as well as all the majors, the teacher should write an incident report
and present it to the School Psychologist or the Social Worker

The School Psychologist/Social Worker should report the incident to the Stage Head and consult
with her for the best implementation of the DP

Parents should be contacted through the Stage Head office or the School Psychologist/Social
Worker to be informed with the disciplinary action taken. Further meetings and consultations with
specialized therapists might be required from parents for challenging behavioral issues.

Parents are informed with the DP in written in the parents/students’ handbook the at the beginning
of the year

The DP should be applied consistently with no exceptions

It should be explained to students as one of the consequences of their actions

Students should be reminded of the consequences of their actions but shouldn't be threatened by
the DP at any time.

As teachers become more proficient in applying social emotional learning strategies; the discipline
policy will gradually become unnecessary or used only in very limited cases.

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
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The Role of the School Psychologist / Social Worker:

Due to the very complicated nature of students' problems and behavior issues, teachers need to seek
assistance from the School Psychologist/Social Worker and keep her involved at all times.

In case of students' misbehavior, bullying, or conflicts, the School Psychologist/Social Worker
should ask the teacher(s) to write an incident report in the same day and report the issue to the
Stage Head

The School Psychologist/Social Worker will investigate the problem and take the appropriate
measures according to the school DP and under the supervision of the school administration.

The School Psychologist/Social Worker might need to conduct class observations and follow up with
parents to make sure they are informed and involved in the behavior management process
Teachers are expected be cooperative and supportive regarding the measures and procedures taken
with certain students which may include adapting special instructional strategies to deal with
certain learning difficulties, meeting parents regularly, or following a child psychiatrist
recommendation report.

Parents Involvement:

Parents need to be fully and regularly informed with their child misbehavior. Note that they
already know what happens in school in details; through social networks.

They should understand and expect that the school Discipline Policy will be applied in case of their
child misbehavior with no exceptions.

In general, please follow these guidelines for students’ behavior management

Using any of the following forms of conduct with the students is against the school policies and is
absolutely prohibited:

o Humiliation and sarcasm
o Abusive or offensive lanquage
o Threatening & terrifying the students.

Never throw objects at the student or throw the student’s belongings on the floor.

Yelling and shouting at students achieve nothing and are not acceptable.

Inflicting any form of physical punishment on any student is absolutely prohibited.

Students’ property shouldn’t be destroyed, especially with regard to the tearing up of notebooks
or written work.

Make sure that students are aware of your expectations. Set your class rules and make sure all
your students understand what they are expected to do and what is not acceptable.

Many discipline issues can be prevented with careful classroom planning and the use of
consistent norms and expectations.

Active supervision of students is an example of preventative discipline.

Problems often arise when students are not meaningfully engaged or unsupervised.

Delegate responsibilities to the students. Make them feel that they are in control.

Send the misbehaving student out to the School Psychologist/Social Worker office only when you
become unable to deal with him/her.

Cooperate with the parents and the school administration in finding ways to help troubled students.
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4.4 Students Injuries Protocol

In case any student is injured whether it is an accident or deliberate, the following protocol should be
observed:

Those who are present with the students at the injury time whether a teacher, a co teacher or a
matron should immediately take the injured student to the clinic and report to the Head Stage who
should report to the School Director.

After the medical checkup in the clinic, the Stage Head or the School Director should contact the
student’s parents to notify them about the incident

The school doctor should clarify the medical condition to the parents over the phone and they can
speak to their child over the phone to make sure he/she is fine

A written note from the school clinic should be sent home with the student, explaining the medical
checkup/procedures conducted and listing any needed medications

If the doctor suspects any kind of injuries, the student should be taken to the hospital for further
examination. The Stage Head or School Director should take the parents’ permission before taking
the student to hospital and a matron should accompany the student to the hospital.

The Stage Head should investigate the incident to determine the reasons of the accident.
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5. Teachers' Support & Professional Development

5.1 Professional Development Policy

e All teachers need to be fully aware of the school policies and educational philosophy. This is achieved
through a preliminary orientation that is conducted annually in August.

e Teachers professional learning and development should be a continuous process through which
teachers enhance their instructional skills and stay current on teaching trends and best practices.
Therefore, it is mandatory that all teachers earn at least six semester hours of credit or the equivalent
during each five years of employment. This is achieved through the following:

o 2 weeks dedicated for PD session every Summer for all staff
o Departmental workshops throughout the year

e Annual PD Plans are set mainly based on the class observation data and other data sources like the
students’ performance data and stakeholders’ feedback. Observers’ comments and findings determine
the specific areas/topics/strategies that need to be covered in the annual PD sessions, considering the
teachers individual needs and the school improvement plan.

5.2 eleot Observation Tool & Teachers Observation Tool

Improvement is driven by measurement and data. Educators can be more successful when provided with
regular, targeted feedback regarding learner behaviors, actions, and dispositions in the classroom. In order
to support schools and educators in their continuous improvement journey and their manifestation of the
standards, Cognia developed its initial Effective Learning Environments Observation Tool® (eleot®) in
2012. We use eleot Observation Tool to measure and promote a learner-centric environment in which
learners demonstrate active engagement, agency, and self-efficacy.

We also use Cognia’s Teachers’ Observation Tool that focuses on five dimensions, namely; Culture &
Climate, Learning, Essentials. Agency and Relationship dimensions. The five dimensions represent aspects
of a teacher’s responsibilities that promote improved student learning.

e All the leadership team members have received professional training on how to use the eleot tool, so
as to provide evidence -based data that informs our school improvement plans. All teachers are advised
to take the eleot observation course to better understand the requirements and the conditions that are
conducive to a learner-centric learning environment.

e Teachers who are interested in receiving the eleot training course should report to the school
leadership team to reserve a training seat.

e Check out the eleot observation form in the Appendix. For detailed information on eleot tool, please
refer to eleot collection on: https://wakelet.com/wake/P-R7n9MmSDyEerilx7 7t

e Training material and resources for Teachers Observation Tool can be found through this link:
https://wakelet.com/i/invite?code=tjonbplm

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
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5.3 Class Observation Cycle

e HoDs/Subject Coordinators should conduct at least one class observation weekly for each teacher or
as needed. Stage Heads and the School Director also conduct class observations with less frequency or
as needed. Peer observations schedules are set within each department based on teachers’ workload.

e During the class observation visits, observers might use either the Teacher Observation Tool or the
eleot Tool based on the purpose of the visit. Observations should be discussed with teachers and
uploaded on the eprove platform.

e During the first term, the main purpose of class observations should be coaching and support. It should
be used for feedback and formative assessment not summative appraisals.

e In the second and third terms, class observations should be used to assess the teachers’ performance,
towards a final appraisal based on which the teachers’ summative evaluation and annual increase is
determined.

54 Mentoring, Coaching, and Support

Practitioners have indicated that the best strategy for teachers’ follow-up, assessment and coaching is to
conduct clinical observation, reflection and action plans, followed by Informal Visits and multiple
Walkthroughs

This practice results in changing the stereotype of evaluative, inspective class observations, and builds a
relationship of mutual trust and respect between the teacher and the observer (HoD/ Subject
Coordinator/Stage Head/ School Director) who is providing mentoring, coaching and support.

Clinical Observation Approach

e Clinical Observation is divided into three phases:
o Pre-Observation Conference
o Class Observation
o Post-Observation Conference

e The main purpose of this model is to coach and support the teacher in the areas he or she recognizes
as weakness points; this is why the observer should meet the teacher before the class visit to determine
the observation focus.

e Areas of focus may include, but are not limited to, planning, preparation, classroom management,
instruction, and assessment.

e Observation notes should be narrative, descriptive, and non-judgmental.

e After the class visit, the observer should discuss the observation notes with the teacher (Post-
Observation conference).

e During this meeting the teacher is asked to reflect on his/her practice by answering reflective questions.
The observer should highlight points of strength for encouragement and support as well as assist the
teacher in discovering the areas that need improvement and adjusting practices to improve
performance in these areas.

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
that promotes cognitive, social, emotional, and physical growth, as well as a positive self-image and a love of learning.
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e Post —Observation conference should result in an action plan (short or long term) that targets the areas
that need improvement.

e Action plans can be short or long term plans and can vary from adjusting classroom instruction in the
next session, to receiving certain training during the coming vacation.

e This is called a reflective cycle because the HoD should follow-up on the realization of this plan and
then invite the teacher to reflect on the steps taken and assess the effectiveness of these steps

e This strategy should be used at least once with every teacher at the beginning of the year depending
on their experience and competency levels. Novice teachers need more clinical observations to provide
coaching and support.

Informal Visits and Walkthroughs

e In addition to Clinical Observations, observers should conduct several informal, unscheduled class
visits depending on teachers needs and experience.

e Informal visits and walkthroughs do not necessarily have a specific focus, rather they are meant for
follow-up and mentoring as well as collecting data regarding students' learning and participation

e After each informal visit, the observer should give instant feedback to the teacher and discuss ideas to
improve instruction

e Observers should use the data collected to pinpoint the general problems and weaknesses in teaching
and learning in a certain subject area, and devise a corrective action plan for the whole subject
department accordingly

e This plan should also determine the individual and collective training needs of the department teachers

e Department weekly meetings should address the teachers collective coaching and training needs

e Based on the collected formative data, some meetings should be dedicated for certain subject based
training to improve the quality of teaching and learning

5.5 Final Appraisal

An effective system of teacher evaluation should accomplish two things:
o Ensure quality teaching
o Promote continuous professional learning among the teachers.

e Final teachers’ appraisal is based on many things, some of which are the teacher observation tool,
narrative observations of walkthroughs and informal visits as well as the evaluation of teachers’
performance in other non-academic tasks.

e Teachers should be familiar with the evaluation form. HoDs should ask the teachers to use it for self-
assessment by the end of the first term which will help them reflect on their practices and observe the
improvement or regression of their performance levels.

e The evaluation process should be transparent, HoDs/Subject Coordinators should give feedback on

the teacher self-evaluation by the end of the first term to stand on the performance level and

collaboratively reflect on the ways to improve their final summative evaluation by the end of the year.

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
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Appendix A

Instructional Tools

o Madeline Hunter Lesson Plan Template
o KWL Graphic Organizer

eleot Observation Form

Teacher Observation Tool

Summative Evaluation form

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
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Madeline Hunter’s Lesson Plan Format

The research conducted by Dr. Madeline Hunter showed that effective teachers
use a methodology when they are planning and presenting a lesson. She
discoverad that no matter what the teachers style, grade level of students, the
subject matter being taught, or economic background of the students, an
organized lesson consists of eight elements that enhances and maximizes
student leaming. The elements of her lesson plan design/ftemplate have
withstood the test of time and are still being used today. Embedded in each
element of the lesson design are many sub skills, methods, and technigues that
require training, practice, and review in order to achieve mastery of the Hunter
lesson plan model.

The lesson plan template that is included in this Cumiculum Guide is reflective of
this lesson plan design and has been adapted to fit our district’s needs.

Madeline Hunter Lesson Plan Template
Materials/iResources Needed:

1. Anticipatory Set (In what way will you activate their_prior knowledge
and experience to help them relate to today's lesson.) Focus attention,
brief practice on previous/related leaming

2. Objective/Purpose (The object is what students will be able to
know/do by the end of this lesson. The overarching
purposefunderstanding is the broad goal/curriculum standard related
to the discipline.)

3. Instructional Input (What knowledge will you communicate to the
student--tell, lecture, stand wp and deliver so that the student will
understand the objective.) Disseminates new information and activiies to
achieve the stated obhjectives

4. Modeling (How will you show/demonstrate the skill or competence so
the student will also he able to do it?) Demonsiration and/or example of
the acceptable finished product or process

5. Checking for Understanding (How will you check that the students have
understoodileamed the objectives?) Activities which examine the student's
possession of central and essential information to achieve the stated
objective

6. Guided Practice {\What activities will the students perform under your
supernvision to ensure that they are able to practice the matenal. If they
make mistakes, you are able to show them how to do it correctly. ) Close
nronitaring and direction of the students by the instructor as they practice
the whole task for the first time independently of each other

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
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7. Independent Practice (List homework or seatwork assignments the
students will be given to successfully practice the material/skill withouwt
teacher supervision_) Only after you know the students can proceed, the
continued practice of the whole task by the students without the
instructor's monitoring and guidance.

Note: Not all steps are present in every lessomn. In some cases, some of
these steps can occur more than once. It is not a rigid formula. It is intended
to guide thinking about what is necessary in a particular lesson. Sometimes it can
take more than once class session to complete all of the necessarny steps.

hittpohweww svsu edu’~memanusiedis2 2/ hunter im

o5

A Modern Version of Madeline Hunter's Lesson Plan Template:

Class:
Umnit:
Teacher:
Objectives: What the students should be able to do, understand, and care
about as a result of the teaching? Bloom's Taxonomy of Educational Objectives
may be used.
Standards: What standards of performance are o be expected? When will
pupils will be held accountable for what is expected? The students should be
informed about the standards of performance. (Standards are an explanation of
the type of lesson to be presented, procedures to be followed, and behavioral
expectations related to it, what the students are expected to do, what knowledge
or skills are to be demonstrated and in what manner.)
Materials: List the materials needed for this lesson.
Duration: The amount of fime needed to complete this lesson. _
Anticipatory Set: This part of the lesson is to “grab” the students” attention or
relate the experiences of the students to the objectives of the lesson.
This part of the lesson:
1. Focuses the student attention on the lesson.
2. Creates an organizing framework for the ideas, principles, or information
that is to follow
3. Extends the understanding and application of absiract ideas through the
use of an example or an analogy; or may be used when a different activity
or new concept is being introduced.

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
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Teaching:

Input

The teacher provides the information needed for students to gain the knowledge
or skill through lecture, film, tape, video, pictures, etc.

Modeling

The teacher uses the materials to show students’ examples of what is expected
as an end product of their work.

Checking for Understanding
It is important for students to understand what is to be leamed before they
practice it.

This section enables teachers to ask the right questions to probe for higher levels
of thinking. Again, teachers may find the Bloom’s Taxonomy of Educational
Objectives a valuable tool in questioning strategies.
Guided Practice:
This part of the lesson allows students an opportunity to demonstrate their
understanding of the lesson by working through an activity or exercise under the
teacher's supervision. This is the time for the teacher to mowve around the room
and determine the level of mastery and to provide individual remediation, if
nNecessany.
Closure:
These are statements by a teacher that are designed to bring a lesson or
presentation to an appropriate conclusion. Closure is the act of reviewing and
clarifying the key points of a lesson. It is used to:

1. Cue students to the fact that they are at the end of the lesson.

2. Help organize student leaming.

3. Help students form a clearer picture of what the lesson is all about.

Independent Practice:

This section is for reinforcement practice. This may include homework, group
work, or individual work in class. It may also be used for projects or as a way for
students to apply what they have leamed.

hitp-(template aea267 owapages. org/lessonplan/
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Strategy — KWL Charts National Eehaviour Support Service

KWL+

Title:
What you_ KNOW | What you WANT to | What did you + What do you
about the topic? | know about the LEARN about the still want to learn
topic? topic? about the topic?
National Behaviour Support Service frichardsong@nbss.ie

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
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Ooqnld Effective Learning Environments Observation Tool (eleot® 2.0)

The purpose of this tool is to help you identify and document observable evidence of classroom environments that are conducive to
student learning. Cirele the number that corresponds with your abservation of each learning environment item descriptor below. As
needed and appropriate make inguiries with leamers.

Grade
Date School City StatefProvince Courrtry Lewels
Tirme Time Check ALL Lessan Lesson Lessan
In Ot that apply: Beg M End Subject Observed Observer
Wery Somewhat Mot
Evidernt | Evident] Ewident | Observed
A, Equitable Learning Environment:
1. Learners engage in differentiated learning opportunities and/or activities that meet their needs 4 3 2 1
2. Learners have equal acoess to classroom discussions, sctivities, resources, technology, and support 4 3 2 1
3. Learners ane treated in a fair, clear and consistent manner 4 3 2 1
4, Learners demonstrate and for have opportunities to develop empathy/respect fappreci ation for 4 3 F 1
differemnces in abilities, aptitudes, backgrounds, cultures, and/'or other hurman charscteristics, conditions
and digpasitions
B. High Expectations Environment:
1. Learners strive to meet or are able to articulate the high expectations established by themsehes 4 3 2 1
andfor the teacher
2. Learners engage in activities and learning that are challenging but attainable 4 3 2z
3. Learners demonstrate andfor are able o describe high guality work 4 3 z
4. Learners engage in rigorous coursewoark, discussions, and/or tasks that reguire the use of higher 4 3 z 1
order thinking [e.g., analyzing, applying, evaluating, synthesizing)
5. Learners take responsibility for and are self-directed in their learing 4 3 2 1
C. Supportive Learning Environment:
1 Llearners demonstrate 3 sense of community that is positive, cohesive, sngaped, and purposeful L} 3 i 1
I Learners take rigks in leaming (without fear of negative feedback) i 3 2 1
3. Learners ané supported by the teacher, their peers andfor other resources o understand content 4 3 2
and accomplish tacks
4. Learners demonstrate a congéenial and supportive relationship with their teacher 4 3 2 1
D. Active Learning Environment:
1. Learners’ discussions/dialogues/exchanges with each other and the teacher predominate L 3 z 1
I Learners make connections from content to real-life experiences i 3 2 1
3. Learners are actively engaged in the learning activities 4 3 z 1
4. Learners collaborate with their peers to accomplishfcomplete projects, activities, tasks andfor 4 3 i 1
RERATS A T L
E. Progress Monitoring and Feedback Environmeant:
1. Learners monitor their own learming progress or have mechanisms whereby their learning progress 4 3 2 1
s monitored
2. Learners receive/respond to feedback [from teachers/peersfother resources) to improve i 3 2 1
understanding and,or reviee
3. Learners demonstrate and/or verbalize understanding of the lessonfocontent 4
4, Learners understand andfor are able to explain how their work is astessed 4 3 2 1
F. Woell-Managed Learning Emdronment:
1. Learmers spz-ah. and interact respectfully with teacher[s) and each other L 3 2 1
2. Learners demonstrate knowledge of and/or follow dassroom rules and behavioral expectations and 4 3 2 1
work well with others
3. Learners transition smoothly and efficiently from one activity to another L 3 2 1
4. Learners use class ime purposefully with minimal wasted time or disruptions i 3 2 1
G. Dlgital Learning Environment
1. Learners use digital tools/technology to gather, evaluate, andfor use information for learning 4 3 2 1
2. Learners use digital toolsftechnobogy to conduct reseanch, solve problems, andfor create original 4 3 2 1
waorks for learing
3. Learners use digital 'tnnl.!..u’l.cthnnlnﬂ' to communicate and/or work collaboratively for learning 4 k] 2 1
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Teacher Observation Tool

Sdabas Crade
Date Teacher Schoa Prowince Courniry Lewels)
Hame
Time In Time O Lesson Lesson Lesson

Beg. __ Mdde _ Emnd — Subject Coserved Obserser Hame

Cubture/Climate Dimension
The teacher:

1. Fosters an ervironment that embraces all leamers 4 3 2 1

2. Treats each keamer equitably 4 3 2 1

3. Encourages keamers to share their opinions. without fear of 4 3 2 1
negative comments from their peers

4. Creates enthusizsm for the leaming at hand 4 3 2 1
The teacher

1. Communicates clear explanations about the activities or tasks 4 3 2 1

2. Implements lessons andlor aciivities that stimulate leamers to 4 3 3 1
use higher order thinking skills

3. Delivers lessons that are relatable to the leamers or aligned to 4 3 7 i
their interests

4. Monitors keamers’ understanding of the content andfor the 4 3 2 1
acquisition of skills

5. Adapts instruction andfor actvities that meet ndividual 4 3 2 i
leamer’s needs

8. Provides leamers with purposefl feedback about their 4 3 2 1
progress andior neads

Essentials Dimension
The teacher

1. Delivers andfior facilitates the lesson with knowledge and 4 3 2 1
confidence

2. Communicates and wpholds. high expectations for leamers” 4 3 2 1
behaviors to maximize their leaming and well-being

3. Faclitates use of resources that support keamers’ neads 4 3 2 1

4. Implements instmuciional strategies that actively engage 4 3 2 1
leamers

5. Manages the leaming time in an efficient and opmal manner 4 3 2 1

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
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Agency Dimension
The teacher:
1. Empowers leamers to be responsible for the leaming at hand 4 3 2 1
2. Gives leamers choices about the leaming activities or tasks 4 3 2 1
3. Provides assistance for leamers o navigabe and monitor 4 3 2 1
their leaming progress
4. Encowrages leamers to persevere with or seek challenging 4 3 2 1
activiies or tasks
5. Builds leamers’ growth mindset and seff-efficacy 4 3 2 1
Relationship Dimension
The teacher:
1. Promoies respectful and caning interachons toward and 4 3 3 1
between lkeamers
2. Cultivates leamer cooperation, collaboration, and inchusivity 4 3 2 1
3. F'Eridsiruea leamers” dignity while attending to their individual 4 3 2 1
n

Teacher Observation Tool Rating Guide

When obsending in classmooms, consider the following factors as you determine the rating for each item:

= [mplementafion of Prachces refers to the degree a teacher implements each observalble action with quality. Sdelity, and rigor.

o The teacher adjusis actions or praciices to meet leamers’ needs.
o The teacher demonsirates a deep understanding of best practices.

o The teacher demonsirates the ability and wisdom to change actions or pracices based on leamers’ cues.

=  Aufhenbcily of Prachces refers to the degree a teacher embeds each obsenable action in the dassnoom environment.
o The practces appear familiar to the leamers.
o The practces appear to ocar regularty rather than sporadically .

o The pracices are

regular, efiective, and mesat the needs of leamers.

=  Effect om Leamers refers bo the degree a teacher's practice(s) mfluence the leamers in the dassmom.
o The leamers respond positvely.
o The leamers make adjustments.
o The leamers participate’engage in leaming.

Each item on the observation iool s o be assessed aganst each factor on the nubnc and the degree each iem
s Evident during an cbservation. Use this rating guide and your professional knowledge and judgment to determine each item's final

rating.
Factors to consider = - . -
when using this tool: R Evident {3) Somewhat Evident (2) Mot Evident {1)
implementation of | Practices are fully Practices are mostly | Practioes are minimally | ImPlementation of
Practices implemenited. implemented. implemented. m
) Practices are fully Pracfices are Practices are implemented| . .
Authenticity of " | inio the embedded into the but not embedded into e Authenticity of practicas
Practices . classroom n ded into is not evident.
classmom emdironment p——— ¢ clas S environment.
Practices Practices consistently | Practices consistently Effect on leamers is not|
ST effect all leamers. effect most leamers. effect some leamers. evident

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
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1 notice that you camn ... Can you showtall me

rrara?
it"s.nundal'lmlm like: this is a placs that is difficult,

wiolld you like to talk to me about it?”

1 am impressad with how far you have come with

Provides learners with individualized feadback
Gives feedback that is specific to the currant

lesson/activity

Usas many forms of feadback
Leamers are invalved in the feedback procass

Learning Lab August 2021 Teacher Obsenvation Tool Resouncas

feadback about their progreas

B. Provides leamers with purposeful
andior needs

C

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
that promotes cognitive, social, emotional, and physical growth, as well as a positive self-image and a love of learning.

42



Dome International School

SECUNCSHY 100 UORRAKISD) SuDen | |Z0Z sy qu) Bupumen o
*,

(suswubisse jees ‘azpeqeyde ‘Yo unoo
-gpdwexa) Bupdnoul paunwsysp-aad seen JEyses] .

<7l
g AEU i B fusay ) 03 Bunob eue e sy, -
Loy Bunuewas seqnuny ey BaBy NoOA, =

FERLIILL e LGNS 0F SLUG §0 SHO0NG Spejoud/sEENpe] -
pazjuefio ae spaloud dnoub samsug . .

H=E) uD AE]S SISUIES| SEUNSUS JUBLILICIALS WOOISSEE
4O pOUOD SWEIEL SENPeocsd JUSIIWS SEMENT -

SYSEYSSMIAIOE USSM)Sq] SUCISUEL LHOOWS SBINSUT  «|  yp ) awy Buwes) ey sebeusy 'S

suogdnueE)

Juoispap Uy eyew nod Jeyebog pue fpgoe
ey sy gol sypeds e sey dnoul & uy vosued ez, -

I
1= j aasnioul 8q of ssbejegs (euogongsu) dnoub seyddy -

sEes

vironment

fe, welcoming, and nurturing en

ing.

of learni

self-image and a love

43

| Teachers Handbook

epbgeaay
oy aydiog ey esooys pue seuped mod puly, - saifeqens uawssasse j0 QBUBA B 85880 - E Eabus & ol
. 0 sdnoul ) oM I NoL, . sa|fajens Gunues) aagoe sfojdug - EEEE_EEE_ b
EIELLIEE|
Heow oelfoud negy efebue o] syge|EAE pUE B|QIsSeI0E AISEa SEIN0SE) SENEW -

Joy senap ey no 186 oy pesu sdnoulb omg ey 998, =] juewebefue pue BuiwEs) BWES| BEERKL 1B} WOMSEERD

77 InogeE BUJ JO SPISIN0 PUE LIS LWOY SEUN0SE) J0 BUEA B BRINJES -
uoneLLaU) puy of soBjd 58] By} &G PNOM JBLN, - LICHrLIy |
L SEUSEW pue saagosigo Bunwesy of peulie sagnoe Buwes) eousyue speeu siewesy poddns
AL0D B} |[B BABEY NOA JELY] BUNS BYELW NOA Op MoK, - e AN[EU0RUSIUI Uil SIELSIEL PUE SBUNCSE SBE00UT - 1B} SBOUNOSEAI JO0 BSN SEENOE.
EBLUEY
s pue speob [eucsied Lo SIBWES| 0] YOBQPES) SEPIADLY =
uopEussald Jo sepow
LLBUOp pue Buppes) paues yBnoig poddns jo spne) ybiy sepmony -
s 180 ueD nok By 08 uMOp SIU YERUG NOA LB MO, - SISLUES] U] SOUSPYUCE SABALGT - Buag-plam pue Bunues)
) JIBLy BEMUNEW 0} SIOIAELS]
S noge uonsatbne pooS e eyEwi nos, - LS| o
o 5 Bues nod Jesy | 1EYAL - o puodsa pus puesissepun o s|Ms Buusys) eagae S88M - yb RTE:FEE«E...-EEU__.
{uogepunsse) sys
Lmou of | Burpuiy [Enpuupu) sajeubequ {uogeondde) =) e Buriuiyg

PINOUS Sdes Jng = 8as |, Spnofe-yulLp sesn euysea)l - seydde ‘(uogisinboe) IsIUOO IS MeU SSjENsUOWe] -

JTAOU UED | | UBUA. = S| aau
A ey ab nod pue ‘odwe) ‘euo} speudosdde yim pue Apesp sxeeds - PRI
USdy) "SUSLLSAOLL MY T B S]ENSUOLISD BLU e, sapew palgns geyy jo Bupueysspun deap sy B SEJENEOE) JOPUE SeARe L

Juswuoasua Bunues) sy jo wewsbeusw pue ‘eBpeywouy wsuoo ‘ebpeywouy |e0ifobeped ‘vonsodsip pue eauesaud e Yans
SIMIUSEdLIoS SU0D SSIENSUDIUSD JSUDSE] BANIEHS Uy "SISUIO LM HIOM PUE WES| 0} ANOE IS Ul S0USpYUI0D PUE JUSWSABLIE “JOMES] JOLLES] 1D8E SIBUD8a|
JapEw sway eseu Auny

UOTSUSUII(] S[ETIUaSSH

e. Dome International School provides a sa
| growth, as well as a positive

sful on
ial, emotional, and physica

that promotes cognitive, soci

We believe that a happy child is a succes



Dome International School

1]

SRIUNOSHH |00 UOMRASSGD SUoes )] |20 snbmy g fuwmeen o
L]

L0m 138q N0k Juesasdal BIE S8O(, -
L7 U djSLy o) U0 JUncD nok UED oUA, -
LASHED S BYELL B8 LIED M0 H =

YEryes saneod sabrincous pue s&8 -

EMWAPEIE puokaq BunEIL-UDISIDER Paj-ISLUIES| ‘IBUBE|
o Buuojuedw aage Buiues) peseq-sybuags segddy

‘| pue jespuny ymouB siswes) sping g

foBoya-yes

- Bupjuiy
Inof yojans of o) moy inoge sewgebo) yuig s ja

yBnoue nok Bumgnens pu ae seod Buwes) inoy, -

fem

IBjoue y Ag 538, 00 pesjsul femsng p A se. -
B PEM S8EN JBYDER] »

B deay o) 4o pyssecons &g o) souspinb wswesy) saas -
gjffnge wwwes) uayw uawebeinoows sepirdl -

Buwyos-wejgqousd 104 s JUSIDWNS SM0|Y

*| =masewad o siewes| safemoouy

S¥5E} IO
sagingoe BuBusyeyo yees 10 yum

SiBuped B yps yiom Inof noge yjE} pUB BIBYS,
JLbupuesapun nok Bugoaye - s|moH, -
oL Buunp am juem By, -

JELEa| BU} yns suoqnos sejesush pue sweyqoud seyguep|] -

eabua ey 1o supbuans jo seale Jeay

Moy suswes oF eseaod Bunpeg-ssabond B ssEppRey -

Bupyes [eof 10 uoposya) Joj seqiunpoddo SepIALY

| o suswesy sy souEsiEsE SepIMd E

s=auboud
Buiures) 58y Jojjuow pue ajebixeu

.....-E

EEEEE:&E.:F:_E:HM:U? .
LIMOGE WES| 0} JUEM NOA 0P JEUAY, -
27 4oy uo Bunpiom eq [ nok jBym BpRe, -

sBulpuUEIRISPUN UMD 1|5y S]EEE

pUE sjdeucD [BUDONEEU| JO S5USS eYBL swes sdEH -

Bupyew-ucisizep jo

SI0U BU} YHM SORARDE Of PUSHE Of A U} ISWES| SOND -

“su0ssa) 4o ubisep Bug o) SNGUILDD O} EIBLUES| SMOIY -

SSE) J0 SaqARoE Bunues
BUj INOGE SE0I0YD RIBUER] SBND  Z

< BuIBLR joafoud

pue g|e0b Guea) INOA MBIABS O] JGqQUISILEY, -
4 SBUN0SE] [BLONPPE puly nok UBD sy, -

o LON|os
B puy ||,nof ‘Bupjuig pue Guppiom dess nok g mouy |

wswabebus

pue Gujwes) ey} jo efEya syE] 0] SBWES| SBPIND

| puey 18 Bunues) suy 1oy eyqsucdses
« | Jaynes) ey pou ‘swepgoud su Bunpom e SSWES| SAINEUT -

SYsElEaADE pesag-Lynbu) ssiEy0e

B 0] welwes| semodug |

vironment

fe, welcoming, and nurturing en

e. Dome International School provides a sa

sful on

ing.

of learni

self-image and a love

al growth, as well as a positive

ial, emotional, and physic

44

| Teachers Handbook

[ suopovjosedwexy | suopoyeapduoseg ] 0 wey ]
{gd ‘ge61 “pueveq) weiwndo pue fwoucine ‘Ajeye-jes weeyse

-J|gs 0 s)EY} BousISal [EDquD ey Budojaaep ‘seumn) sL W PUE SBABSIUEY] Ul BABIE] O] WES|, SIBIUES| ‘SuonEdadye yBiy AeAunD SIBUIBE] UBLAN JUBLBASILIE
Jewes| wo pedw vaacud B sey fousbe sewes) Buippng jo sseocud ey syebee) prema ssasboud Guissesse pue “yoegpeey ejeudodde Buueys “sequnoe paubie
Buprasd ‘sebuey Buwes) Bunesununucs pue Bumes 'se yans seibeens Buisn Aq Bunwes) yey; sienbes-jes pue paap-j1es o) AIpQe SISLUES| 8|S0y SIBUJ8a )
Jepew sway esau AUy

uoIsuswyJ Ausdy

that promotes cognitive, soci

We believe that a happy child is a succes



Dome International School

| Teachers Handbook

1]

SEOUNOSRY |00 | LojEASEGD) Synea) | Z0Z nboy qe Bupuesry o
¥,

“EISLUES] ||E PUEMD] DUE

“Rjepeaud pue Apajnb sesa)

Ljias BUUNEON PUE BU0Y UShe UE Ul sYesds syoese] .«

B LM LONDEL0D J0/DUE BGNES| BOESRIPPE JISYoBa]
A7 INDOE SUU & NOA UBD, -

Burampas

sl Buspnpu) ‘s |2 18 Smess) o0 _a_-.-ﬁ.wnmmh.m__m_mnﬁ .
SIS0 10} UONEISMEU0D PUE UM SSIESUNS] -
ShElliEs] SSaAppe O USRs|p Basn

EpEEU [ENpIMPU| Jjsy 03 Bupuage
slyw Agufip sisumes) ssaesald g

Jdnosf nof ypw sESp Nos aBys, -
<7 0 U0 yoes disy o) sAEmM o) yoo, .
77 EL) BEN 0] WN) B pEY SU0AISAS BBH, -

aouEs|ese igad ssgowosd pue sebbng -

ednouf patebus

Ui SESSIEI| UBLY ISUE] I0)E)IDE) J0 Sj0l S spoydny -
ednoub ype pafebtus usys suonsenb sssodoly -

ANNIENIOU| PUE UOHESOQERCTD
‘uopEssdong JSWes| SSEMIND  E

Cluswssubesp mok yBnong yje) pus wiEs A81g, -
o7 INOGE [BSULA BB NoK Op JEYAY, -
JTUHUILG ok AL SEE BD ), s

Mo suonoekE aagefieu p sslles) speupEy -
suswes| iym anboEp yBnong Apedws esmoys -
sselUEs| piemo) fayeod pue AUOULBY SEOWNL] -

SIBLIED

LSS PUE PUEAND] BUOEISIL
Duuen pus yoedes) BEOWN0L |

‘Buieq-fiem [EU0HOLE-|EI008 SISUIES| Of [EUCIEDUNG) SJE SJALUES|
PUE JBUDET] BL] UEaWiE SUDRDauund m___.mmmn__n_ L_m.__-m._m_._ B0} [EY) SUDIEDY TJUSLUSABIYOE IBLUES| UD Sj08Y8 S|QEISUCLLIED BABLY wn__._-m__._n——m__m._ JAWES| PUR JBUDES ]

aqEw swayl eseau) A
MOTSU= I &Em uone —mﬁ

vironme

fe, welcoming, and nurturing en

e. Dome International School provides a sa

sful on
cial, emotional, and physical growth, as well as

that a happy child is a succes

believe

We

ing.

of learni

elf-image and a love

sitive s

apo

nitive, so

8

that promotes co,

45



| Teachers Handbook Dome International School

|  Summative Evaluation Form for Teachers

2022/2023 °°""E
SCHOOL

Name: Grade:
Evaluation Item Score | Max | Comments

Inside the classroom

Class observations 30
Coherent lesson plan 10
Using differentiated instruction to 10
support all learners

Applying student centered learning 5
strategies

Outside the classroom

Quality of work (Lesson plans — 5
Assessments - Course breakdown)

Students’ support and follow up 5
Accuracy of correction and grading 5
sheets

Abiding by deadlines and 10
administration instructions in general

Contributing positively to the school 10
culture and climate through a

professional and positive attitude

Students’ supervision and 5
safeguarding

Attendance 5
Self-learning abilities and

professional growth efforts (Bonus)

Total 100

Recommendations:
Stage Head School Director

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
that promotes cognitive, social, emotional, and physical growth, as well as a positive self-image and a love of learning.

46



Teachers Handbook Dome International School

Appendix B

e Internal Policies & Penalties

e Teacher Handbook Acknowledgement Form

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
that promotes cognitive, social, emotional, and physical growth, as well as a positive self-image and a love of learning.
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We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
that promotes cognitive, social, emotional, and physical growth, as well as a positive self-image and a love of learning.
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We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
that promotes cognitive, social, emotional, and physical growth, as well as a positive self-image and a love of learning.
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We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
that promotes cognitive, social, emotional, and physical growth, as well as a positive self-image and a love of learning.
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We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
that promotes cognitive, social, emotional, and physical growth, as well as a positive self-image and a love of learning.
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We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
that promotes cognitive, social, emotional, and physical growth, as well as a positive self-image and a love of learning.
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We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
that promotes cognitive, social, emotional, and physical growth, as well as a positive self-image and a love of learning.
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Teachers Handbook Acknowledgement Form

Name: .. Position: ...
Department: ... ...

| acknowledge that | have received a copy of the DIS Teachers
Handbook 2023-2024.

| have read and understood the contents of this handbook; I accept
them and will act in accordance with these policies and procedures
as a condition of my employment with DIS.

| understand that if | have questions or concerns at any time about
the handbook, | will consult the HR Department or the School
Director.

Teacher’s Signature: ...

September, 2023

We believe that a happy child is a successful one. Dome International School provides a safe, welcoming, and nurturing environment
that promotes cognitive, social, emotional, and physical growth, as well as a positive self-image and a love of learning.
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