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Vision 

  

Yanbu Elite International School envisions producing lifelong learners and 

global thinkers, to become responsible citizens with leadership qualities 

founded on universal values while instilling pride in one’s cultural identity. 

Mission 

Yanbu Elite International School aims to provide students with a challenging 

educational environment within an International Community focusing on a 

curriculum with a global perspective, integrated with technology and a variety 

of extra-curricular activities that caters the student’s individual needs 

 

CORE VALUES OF YEIS 

To commit ourselves to Excellence in every steps we take until it becomes our 

embedded direction for success. 

To produce Learned individuals that could contribute for the progress of their 

country. 

To succeed in employing Impregnable educators that could mold the moral 

attitudes, academic statures, and positively direct students in their individual 

ambitions. 

To make sure that through patience and diligence, our educators and students 

have the great Tenacity in reaching our goals as institution and individuals. 

To provide students and educators the Empowerment needed for improvement 

of their performances. 
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1.0    Introduction 

 

The Faculty Handbook is a source that contains information 

relevant to faculty and academic administrators. This handbook sets forth 

policies, procedures, and information that, by common consent, are those 

governing YEIS faculty as a whole. The Faculty Handbook is not a 

comprehensive compilation of all policies and documents that apply to 

faculty. Nor is it a repository of all information that could potentially be 

useful to faculty. Rather, the Faculty Handbook is intended to be simply a 

helpful collection of materials most commonly of interest to faculty and 

academic administrators. 

 

We wish for every faculty and staff member of YEIS to find this 

handbook useful and use it as a guide in being effective members of our 

organization. 

 

1.1 Professional Responsibilities: 

 

1.1 General Responsibilities of a teacher: 

a) Professionalism is observed and maintained at all times. 

b) Make sure that no unnecessary writings and posts are displayed on 

the board. 

c) Reporting to work and leaving the school on time. 

d) Observance of appropriate dress code. 

e) Assists in the implementation of the Vision and Mission of YEIS. 

f) Teaches the class in conjunction with the course outline, policies and 

goals, accepted grading policies, as well as other regulations of the 

school. 

g) Handles routine discipline problems within the classroom and refers 

to immediate supervisor for serious infractions in accordance with 

school policies. 

h) Ensures that the classrooms are neat, clean, and orderly. 



 

7 | P a g e  
 

i) Interacts with students and colleagues in a professional level. 

j) Attends faculty meetings, in-service trainings, and performs other 

services for the department as requested by the head. 

k) Is punctual at all class meetings, parent conferences, faculty 

meetings, supervisory assignments, and student assemblies as 

required. 

l) Faculty members are to snack/lunch during the given time. They 

may eat in their classroom or faculty room if provided. For safety 

purposes, staff are not allowed to walk around with hot beverages 

around the hall as it may cause accident and severely injure at 

student or teacher. 

m) Follows to all institutional policies and procedures as specified in this 

handbook, the student handbook, and with other directives issued 

by the administration. 

n) Faculty staff is to adhere to the rules and regulations of the kingdom. 

They are not to share personal matters with the student and to keep 

a professional atmosphere at all times when dealing with students.  

1.2 Arrival at School and Departure:  

a) Start of workdays is from 7:00 AM 

b) Teachers with first period must be in their classroom by 7:30 AM 

c) Dismissal time (Sunday-Wednesday) for teachers is 2:15 PM and 

1:30pm on Thursday. In-charge ground monitors are not allowed to 

leave not until the school is cleared from students 

 

1.3 Absences for teachers: 

A teacher may be absent from work due to illness, personal leave, or 

authorized school business. Teachers, who know they will be absent in 

advance and would require a substitute teacher, are required to do 

the following: 

 Each teacher must submit an instructional plan before hand (e.g. 

activities, seat works, quizzes, etc.) 

 The teacher must call the school to report the absence from work 

and receive confirmation 
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 The teacher must submit their his/her absence report to their 

respective Academic Coordinator, and School Director for 

signature and verification 

 If absence is not planned or predicted (e.g. illness, or emergency) 

and requires a substitute teacher, the teacher is advised to follow 

the procedures stated above 

 

2.0 Instructional Procedures: 

 

2.1 Class Schedule: 

Schedule for Sunday to Wednesday 

  7:30 – 8:15    First Period 

  8:15 – 9:00   Second Period 

  9:00 – 9:45   Third Period 

  9:45 – 10:05  Morning Break 

  10:05 – 10:50  Fourth Period 

  10:50 – 11:35  Fifth Period 

  11:35 – 11:55  Lunch Break 

  11:55 – 12:40  Sixth Period 

  12:40 – 1:00  Prayer Time 

  1:00 – 1:45   Last Period 

Schedule for Thursdays 

  7:30 – 8:10    First Period 

  8:10 – 8:50   Second Period 

  8:50 – 9:30   Third Period 

  9:30 – 9:55   Morning Break 

  9:55 – 10:35  Fourth Period 

  10:35 – 11:15  Fifth Period 

  11:15 – 11:40  Lunch Break 

  11:40 – 12:20  Sixth Period 

  12:20 – 1:00  Last Period 

  1:00 – 1:15   Homeroom 

 

2.2  The K-12  Program: 

The K to 12 Program covers Kindergarten and 12 years of basic 

education to provide sufficient time for mastery of concepts and skills, 

develop lifelong learners, and prepare graduates for tertiary education, 

middle-level skills development, employment, and entrepreneurship.  

 

The following are the salient feature of the K to 12 Program 
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Strengthening early childhood education (Universal 

Kindergarten) 

 

At 5 years old, children start schooling and are given the means to 

slowly adjust to formal education. Research shows that children who 

underwent Kindergarten have better completion rates than those who 

did not. Children who complete a standards-based Kindergarten 

program are better prepared, for primary education. Education for 

children in the early years lays the foundation for lifelong learning and 

for the total development of the child. The early years of a human being, 

from 0 to 6 years, are the most crucial period when the brain grows at 

least 60-70 percent of adult size. 

 

Making the curriculum relevant to learners (Contextualization 

and Enhancement) 

 

Examples, activities, songs, poems, stories, and illustrations are based 

on local culture, history, and reality. This makes the lessons relevant 

to the learners and easy to understand. Students acquire in-depth 

knowledge, skills, values, and attitudes through continuity and 

consistency across all levels and subjects. Discussions on issues such 

as Disaster Risk Reduction (DRR), Climate Change Adaptation, and 

Information & Communication Technology (ICT) are included in the 

enhanced curriculum. 

 

 

Ensuring integrated and seamless learning (Spiral Progression) 

 

Subjects are taught from the simplest concepts to more complicated 

concepts through grade levels in spiral progression. As early as 

elementary, students gain knowledge in areas such as Biology, 

Geometry, Earth Science, Chemistry, and Algebra. This ensures a 

mastery of knowledge and skills after each level. For example, currently 

in High School, Biology is taught in 2nd Year, Chemistry in 3rd Year, 

and Physics in 4th Year. In K to 12, these subjects are connected and 

integrated from Grades 7 to 10. This same method is used in other 

Learning Areas like Math. 
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2.3 YEIS Academic Curriculum Guiding Principles: 

 

English:   

 

Language acquisition and learning is an active process that begins 

at birth and continues throughout life. It is continuous and recursive 

throughout students’ lives. Students enhance their language abilities 

by using what they know in new and more complex contexts and with 

increasing sophistication (spiral progression). They reflect on and use 

prior knowledge to extend and enhance their language and 

understanding. By learning and incorporating new language structures 

into their repertoire and using them in a variety of contexts, students 

develop language fluency and proficiency. Positive learning experiences 

in language-rich environments enable students to leave school with a 

desire to continue to extend their knowledge, skills and interests. 

 

Math: 

 

The contents of mathematics include Numbers and Number Sense, 

Measurement, Geometry, Patterns & Algebra and Statistics and 

Probability. Numbers and Number Sense as a strand include concepts 

of numbers, properties, operations, estimation, and their applications. 

Measurement as a strand includes the use of numbers and measures 

to describe, understand, and compare mathematical and concrete 

objects. It focuses on attributes such as length, mass and weight, 

capacity, time, money, and temperature, as well as applications 

involving perimeter, area, surface area, volume, and angle measure. 

Geometry as a strand includes properties of two- and three-

dimensional figures and their relationships, spatial visualization, 

reasoning, and geometric modeling and proofs. Patterns and Algebra as 

a strand studies patterns, relationships, and changes among shapes 

and quantities. It includes the use of algebraic notations and symbols, 

equations, and most importantly, functions, to represent and analyze 

relationships. Statistics and Probability as a strand is all about 

developing skills in collecting and organizing data using charts, tables, 

and graphs; understanding, analyzing and interpreting data; dealing 

with uncertainty; and making predictions about outcomes. 
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Science: 

 

The science curriculum will provide learners with a repertoire of 

competencies important in the world of work and in a knowledge-based 

society. It envisions the development of scientifically, technologically, 

and environmentally literate and productive members of society who 

are critical problem solvers, responsible stewards of nature, innovative 

and creative citizens, informed decision makers, and effective 

communicators. This curriculum is designed around the three domains 

of learning science: understanding and applying scientific knowledge in 

local setting as well as global context whenever possible, performing 

scientific processes and skills, and developing and demonstrating 

scientific attitudes and values. The acquisition of these domains is 

facilitated using the following approaches: multi/interdisciplinary 

approach, science-technology-society approach, contextual learning, 

problem/issue-based learning, and inquiry-based approach. The 

approaches are based on sound educational pedagogy namely, 

constructivism, social cognition learning model, learning style theory, 

and brain-based learning. 

 

Computer:  

 

Recognizing that technology is multi-disciplinary by nature and has 

applications in any environment, our curriculum seeks to promote 

academic success by embedding technology tools and applications into 

the teaching and learning process rather than attempting to teach skills 

in isolation. This will enable all students to develop technology skills in 

a wide-range of contexts while simultaneously strengthening 

understanding of essential academic knowledge and skills. This real-

world approach allows classroom teachers to enhance the learning 

process, enrich the academic experience, and bestow students with the 

skills necessary to succeed throughout life. Students become active 

participants in the learning process and learn to efficiently access, 

explore, apply, and synthesize information in our digital world. 

 

Social Studies:  

  

The aim of the Social Studies curriculum is to develop and form 

youths with specific identities and role as a citizen who are participative 

and productive in the society, country, and the rest of the world. 
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Together with the developing of identity and social capability, is the 

ability to understand the past and the present and its connection within 

the community or society, between the society and nature, and how 

they are changed and continuously changes in order to mold the 

individual towards a collective future. In order to achieve these 

objectives, it is important to give emphasis on the interconnected skills 

in Social Studies: Research, Analysis and Interpretation of information, 

Communication, Essay writing, and following ethical or moral 

standards of a society. 

 

HELE/TLE: 

 

HELE/TLE is geared toward the development of technological 

proficiency and is anchored on knowledge and information, 

entrepreneurial concepts, process and delivery, work values, and 

lifeskills. This means that the HELE/TLE that works is one which is 

built on adequate mastery of knowledge and information, skills and 

processes, and the acquisition of right work values and life skills. The 

HELE/TLE that is functional is one which equips students with skills 

for lifelong learning. HELE/TLE that is concerned only with mere 

definition of terms is meaningless and shallow. HELE/TLE that is 

focused on mastery of skills and processes without right work values is 

anemic and dangerous. An effective HELE/TLE is one that is founded 

on the cognitive, behavioral, or psychomotor and affective dimensions 

of human development. Therefore teaching HELE/TLE means teaching 

facts, concepts, skills, and values in their entirety. 

 

MAPEH: 

Music: Music is both an aural and a temporal art. All its elements, 

when interwoven in the highest artistic order, are likened into a -- 

tapestry moving in time. The global weavings of this tapestry in 

historical and cultural contexts are diverse -- having spurred a 

continued metamorphosis to include a full range of purposes, 

functions, and identities, from the utilitarian to aesthetic. 

 

Arts:  Both the Music and the Arts curricula focus on the learner as 

recipient of the knowledge, skills, and values necessary for artistic 

expression and cultural literacy. The design of the curricula is student-

centered, based on spiral progression of processes, concepts and skills 

and grounded in performance-based learning. Thus, the learner is 
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empowered, through active involvement and participation, to effectively 

correlate music and art to the development of his/her own cultural 

identity and the expansion of his/her vision of the world. 

 

Physical Education:  Fitness and movement education content is the 

core of the K to 12 PE Curriculum. It includes value, knowledge, skills 

and experiences in physical activity participation in order to (1) achieve 

and maintain health-related fitness (HRF), as well as (2) optimize 

health. In particular, it hopes to instill an understanding of why HRF 

is important so that the learner can translate HRF knowledge into 

action. Thus, self-management is an important skill. In addition, this 

curriculum recognizes the view that fitness and healthy physical 

activity (PA) behaviors must take the family and other environmental 

settings (e.g. school, community and larger society) into consideration. 

This curricular orientation is a paradigm shift from the previous sports-

dominated PE curriculum aimed at athletic achievement. 

 

Health: Health Education from Kindergarten to Grade 10 focuses on 

the physical, mental, emotional, as well as the social, moral and 

spiritual dimensions of holistic health. It enables the learners to acquire 

essential knowledge, attitudes, and skills that are necessary to promote 

good nutrition; to prevent and control diseases; to prevent substance 

misuse and abuse; to reduce health-related risk behaviors; to prevent 

and control injuries with the end-view of maintaining and improving 

personal, family, community, as well as global health. Health Education 

emphasizes the development of positive heath attitudes and relevant 

skills in order to achieve a good quality of living. Thus, the focus on 

skills development is explicitly demonstrated in the primary grade 

levels. Meanwhile, a comprehensive body of knowledge is provided in 

the upper year levels to serve as a foundation in developing desirable 

health attitudes, habits and practices. 

 

GMRC/ Values:  

 

The goal of GMRC and Values education is to mold and advance the 

ethical mindset of the student. These subjects aims to guide the 

students in seeking or find the meaning of their own lives, their role in 

the society in order to partake in the establishment of a community 

where truth, freedom, justice, and love reigns. Also, for these qualities 

to be made manifest, the student needs to have five major macro skills: 



 

14 | P a g e  
 

Understanding, reflection, seeking advice, decision making, and proper 

conduct. 

 

Islamic:  

 

The source of every Islamic educational program should be the 

“Revelation” as opposed to pure “reason”, as reason without the light 

of the Revelation is misguided and limited. The goal of the program 

should be the development of an Islamic personality through 

inculcation of Islamic values and nurturing of Islamic behavior. The 

emphasis should be on the development of Islamic concept and 

acquisition of Islamic practices 

 

Arabic: 

 

1. To provide students with sets of words, structures, and methods 

of linguistic eloquence that will enable them to understand the Holy 

Qur’an, the Hadith, the Islamic heritage, and developments in 

modern life. 

 

2. To improve students’ language abilities that help them to 

understand, analyse, and evaluate language events that face them, 

in order to produce language structures characterised by accuracy, 

fluency, and quality. 

 

Filipino: The universal goal of the K to 12 curricula is to develop a 

whole and fulfilled Filipino who has meaningful and productive literacy. 

In line with this, the aim of teaching Filipino is to develop the 

communication skills, reflective and critical thinking, literary 

appreciation of the students through the means of reading materials 

and technology with the purpose of having a nationalistic identity, 

cultural literacy,  and continuing education in order to cope up with 

the fast paced movement of global events. 
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2.4 Classroom Management: 

 

The purpose of classroom management is to develop proactive ways in 

preventing problems from happening while creating a positive learning 

environment.  

 

2.4.1 Class rules and regulations: 

1. Students are allowed to enter class in the first 5 minutes.  

2. If students are late for more than 5 minutes, they will be considered 

as late. 

3. Students who are late for more than 3 times, they will be marked as 

“absent”. 

4. Regardless of the situation, students must be in class unless they 

are excused by the teacher. 

5. Students are provided with hallway passes when they are permitted 

to leave the classroom for short bathroom breaks. 

6. If a student causes problems in the classroom, the teacher will file 

an incident report to the Prefect of Discipline, Academic 

Coordinator, and to the School Director. 

7. The accepted official excuses are the following: 

A. A sick leave 

B. An appointment in the hospital with the prescription and the 

appointment slip 

C. Appointment in the hospital with appointment letter and 

prescription or medication slip 

D. Death of a close family member, i.e. parent, sibling, grandparent.  

E. An important issue that can only be scheduled during school 

hours 

8. The excuse documents must be submitted within one week of the 

absence to the adviser. 

9. On the attendance sheet, the adviser will put P if the student is 

Present, L for late, A for absent, and E for excused. 

 

2.4.2. Policy Statement on Discipline:  

Whenever a student commits or is accused of a serious offense or 

irregularity, his/her parents are immediately informed by phone, or in 

extreme cases by visits of the school personnel. Since parents are part of 

the academic community, they should assist the school in all matters 

concerning the discipline of their children. 
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2.4.3 Types of offenses: 

I. Major Offenses:  

A Major Offense is one which merits after due process, suspension, 

exclusion (dismissal/ forced transfer), or expulsion. The following are 

considered major offenses. 

 Involvement in fistfights, threatening or inflicting  

 Physical injuries upon another within the campus premises or 
during official off-campus activities. 

 Vandalism or destruction of school property or property belonging 
to any student, teacher and other school officials 

 Any form of cheating. 

 Any form of extortion or stealing/theft whether or not the purpose 

or objective is accomplished. 

 Deliberate disruption of school activities which tends to create 

disorder, breach of peace or serious disturbance not necessarily 
connected with any academic function. 

 Leaving the school premises without proper authorization. 

 Gross acts of disrespect, in words or in deeds, which tend to put any 

School officer, employee or visitor in ridicule or contempt. 

 Commission of a third minor offense. 

 Any form of bullying. 

 Any form of racism. 

 Bringing any inappropriate materials (e.g. pornographic, sharp 

objects, combustibles and explosives, questionable ideological 
articles and the likes, prohibited drugs, cigarettes, and gambling 

materials) 
 

Minor Offenses: 

All offenses not included in the foregoing enumeration shall be considered 

a minor offense, including but not limited to: 

 Eating inside the classroom, the library, and the laboratories 

(Computer, Science, and TLE) during class hours 

 Littering 

 Loitering during class hours 

 Not wearing student I.D. inside the campus and during official off-

campus activities 

 Not wearing the prescribed uniform 

 Disruption of one’s class or that of another 

 Saying and shouting bad words 



 

17 | P a g e  
 

 Sitting on the tables, windowsills, stairs and railings 

 Use of any form of electronic device without the permission from the 
school 

 Tardiness 
 

2.4.4 Disciplinary Sanctions:  

A student will be subject to disciplinary action when found guilty of 

misconduct, not only within the school premises but also outside 

the school if such misconduct involves his/her status as a student 

or affect the good name of the school. 

Disciplinary measures are handed down not to punish, but to help 

the student grow and mature. DISCIPLINARY TECHNIQUES and 

MEANS must lead the child to an understanding of herself/himself 

and the realization of the consequence/s of his or her action. 

Disciplinary sanctions are handed down in order to: 

 Impress on the student the importance of rules and regulations in 

one’s life. 

 Inculcate the value of respect for law and authority and the state. 

 Develop sense of justice. 

 Correct an unpleasant behavior and in the process, strengthen the 

character of the student. 

 Avoid committing violations in the future after realizing his mistake 

and learning positively from them. 

 Protect the student body and the good name of the school from the 

influence of the offender. 
 

2.4.5 Disciplinary sanctions maybe in the form of: 

WARNING (verbal and written) - Prior to warning slip, a student may be 

given an advice slip as a reminder. A student who is given an advice slip 

or a warning is required to return the warning slip issued by the 

Academic Head duly signed by the student and the parent. 

FINAL Warning with parents’ conference - A written notice of conference 

schedule is sent to parents/guardian. This notice has a reply slip which 

must be properly filled out and signed by the parent or guardian concerned 

and must be sent back to the issuing school authority. As a partner in the 

total development of children, the school expects the parents to give 

priority to this conference. 
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Special Task and School Service- Special community work may be given 

to erring students as a form of correction. These tasks may be assigned 

during or after class hours. 

Disciplinary Probation- is imposed to see to it that the student improves 

his conduct. A student who received a conduct grade below 80% in any 

subject in any grading period will be put under the disciplinary probation. 

Behavioral contract will be drafted to set special conditions for the 

probation agreement. The student on probation will be monitored by the 

class adviser, guidance counselor and the academic head. 

Suspension-When the student is suspended, he/she is excluded from 

classes and other school activities for the duration of his suspension. 

He/she is not entitled to any make up work for the activities/examinations 

he will miss during the period of suspension. 

DISMISSAL-Dismissed students due to improper behavior cannot be 

readmitted. 

EXCLUSION - Exclusion is a penalty in which the school is authorized to 

exclude or drop the name of the erring student from the school rolls and 

his transfer credentials are immediately to be processed and issued.  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

FREQUENCY 
MAJOR  

OFFENSE 

MINOR  

OFFENSE 

First Offense 
1 Day  

Suspension 
Warning 

Second Offense 
3 Days  

Suspension 

Parent  

Conference 

  

Third Offense 

  

5 Days  

Suspension 

1 Day  

Suspension 

(Considered as 

Major Offense 
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2.5 Classroom Instructions 

 

Instruction (the purposeful guidance of the learning process) is 

complex and can take many forms. It is a vitally important 

classroom activity, but must be considered in the context of such 

factors as measures of desired student learning (including 

overlapping objectives taught to objectives tested), controlling 

student behavior (classroom management activities), individual 

differences among students, and school processes and 

characteristics. 

 

2.5.1 The Use of WORKSHEETS 

 

Worksheets serve as a formative assessment after the 

Teaching-learning process. This is usually administered at the end 

of every lesson discussed. The purpose of giving worksheets will 

provide an immediate result of pupil’s learning. This will enable the 

teacher to assess the level of comprehension of the pupils/students 

per topic. Worksheets may be announced or unannounced. 

 

Grade Level Schedules 

I,II & and III Worksheets/ Exercises will be given every topic discussed. 

IV,V & VI It is upon teacher’s distinction to set a day to administer 
Worksheets/Exercises 

VII,VIII,IX and 
X 

It is upon teacher’s distinction to set a day to administer 
Worksheets/ Exercises. 

 

2.5.2 Textbooks 

 

Textbooks are selected for every subject offered by the school, 

and the textbook content are parallel to the course content. As a 

general rule, no changes in the selection of textbooks may be made, 

except under the following conditions: (1) where the textbook has 

been in use for at least four school years; (2) where the textbook is 

no longer available in good quality or is out of print; (3) where the 

textbook has been supplanted due to a substantial price differential 

in favor of a new and equally acceptable textbook; and (4) where the 

textbook has been used for one year and found to be grossly 

inadequate. 
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As in the case for official syllabi, faculty members are 

welcome, and in fact encouraged, to comment upon and criticize the 

selected textbooks and to offer alternative options in their stead. 

Such suggestions should be addressed to the head teacher, for 

subsequent discussion in a later appropriate date. 

 

2.5.3 Weekly Learning Map 

Weekly Learning Maps are schedules of Topics/Lessons to be 

covered in the following week. Teachers are to give students a weekly 

learning map. The purpose of the weekly learning map is to provide 

both the student and parent the topic of the following week.  This is 

given every Thursday to the pupils/students for them to have an 

advance study and prepare for next week’s lessons. A sample of the 

weekly map can be seen on the appendix 

 

2.5.4 Quizzes, Mastery Tests, and   Examinations 

Quizzes are scheduled regularly during the week. This is given 

once a lesson is discussed and before proceeding with the next 

lesson. The teacher will remind students to study or to be prepared. 

Tests are written or should be copied in their Daily Student Guide. 

Quizzes can only be conducted to the student once and no retest will 

be given with the same lesson or topic. The subject teacher must 

change the questions before giving it to the student. Quizzes will be 

given again as Mastery Test which is done on a weekly basis. 

 

2.5.4.1 The Administration of Mastery Tests 

Mastery Tests measure the learning of the pupils/students 

within the week. Through this method of assessment, the teachers 

can measure the effectiveness of the teaching-learning process. The 

teacher can closely monitor and assess the performance of the 

learners. The outcomes in the examination may serve as the basis 

to help the pupils/students in learning the topics that need 

remediation or follow-up teaching. 

 

SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY 

 
Minor 
Subjects 
 

SCIENCE 
(Major) 

MATHEMATICS 
(Major) 

Minor Subjects ENGLISH 
(Major) 

Minor 
Subjects 

Minor Subjects Minor Subjects Minor Subjects 
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Mastery Test for Minor and Major subjects can be administered 

provided that there will be a maximum of Two (2) Mastery Tests 

per day. Teachers holding minor subject loads such as GMRC 

(Elementary Level)/ Values Education (Secondary Level), Civics 

(Elementary Level)/ Social Studies (Secondary Level),  T.L.E., 

Filipino, Islamic, Arabic and MAPEH need to give prior notice to the 

adviser the schedule for their Mastery Test. This is for the adviser to 

check on the schedules of Mastery Tests for the week. 

 

2.5.4.2 Quarter Examinations 

 

Examinations are given every quarter; two weeks before the 

examinations, the students are provided with a schedule indicating 

the day, the subject, and the duration of the test.  

 

2.5.4.2.1 Procedure in securing exam permits for students 

 

A week prior to the quarterly exam, each class advisor should 

secure blank permit cards from the accounting office and fill the 

cards with the names of active students. The teacher is to return the 

exam permits to the accounting office for validation. After validation 

the accounting office will stamp and return the permit cards to those 

legible to take the exams 

 

Faculty members will be strictly and actively monitoring 

students throughout the exam. 

 

 In addition, the following procedures will be followed: 

a. No cell phones on person. Cell phones may not be used as 

calculators 

b. Bags will be put in the front of the room 

c. Jackets, sweatshirts, especially those with hoods and/or 

pockets, should be removed when possible 

d. No student prepared notes will be used 

e. Observe silence during the examination period 
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2.5.6 Collaborative Learning Technique 

 

Collaborative learning techniques - is organizing students into 

collaborative groups that yields a positive effect on overall learning. 

When applying collaborative learning strategies, the groups should 

be kept small and this strategy must never be overused. The teacher 

must be systematic and consistent in his approach. 

 

 
Applications: 

 When grouping students, consider a variety of criteria, such 
as common experiences or interests. 

 Vary group sizes and objectives. 

 Design group work around the core components of 

collaborative learning-positive interdependence, group 
processing, appropriate use of social skills, face-to-face 

interaction, and individual and group accountability. 
 

 

2.6 Grades and Report Cards 

 

A grading sheet will be provided for the teachers. The said grading 

sheet is based on the revised K-12 grading system. The purpose of the 

grade book is to act as a legal document. It will also function as the 

student’s attendance record. Also, this is where the teacher is going to 

write or post the grades of the student in a systematic, accurate, and 

orderly manner. The grade book will be the basis of the teacher’s 

evaluation for the report card grades. Please see appendix for the latest 

grading system applied. 

 

 

2.6.1 Parent School Communication, reporting and grading: 

 

We believe that it is important to keep the channels of 

communication between home and school open and continuous.  Below 

are the ways in which a teacher can make communication with the 

parents: 

 

 Parent/Teacher conferences as scheduled 

 Telephones contacts as necessary 

 Notes to individual parents as needed 
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 Progress Reports 

 Updates of web page or Facebook account of the school if possible 

 

It is required for teachers to record and maintain phone logs, emails 

and other communication documenting the exchange between home 

and school. Documentation of communication is crucial in recording 

the number of exchanges and validating your efforts to inform parents 

of student progress. 

 

We are also encouraging the parents to contact teachers with any 

questions, concerns, clarifications, or needs during the school year. As 

teachers, we should encourage parents to do so in any of the following 

ways: 

 A note sent in with a student 

  A call to the school. If the teacher is in class, a voice message 

may be left asking the teacher to return the call at a time 

convenient to them 

 A parent/teacher conference to discuss concerns 

 

2.6.2 Reporting and Grading 

 

The purpose of grades is to communicate to the students and 

parents the progress made. The teachers are to: 

 Promptly return the papers and projects of the student and 

have the student place their graded work in their respective 

portfolio. 

 Grading policies must be communicated with parents at the 

start of the school and/ or when a new student enrolls in 

class. 

 Inform the parents and students about the rubrics or any 

other evaluation method that will be used in grading a work 

 Use the daily guide book as a means to communicate with 

parents regarding the progress of their children. 

 Check and grade homework for content and completion. 

 Subject teachers are to submit the quarterly grades to their 

academic coordinators 3 days after the last examination date. 
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3.0 Co-curricular Activities 

3.1 Adviserships 

It is the policy of the school to foster properly organized and 

supervised co-curricular student activities, to develop leadership 

qualities, a sense of responsibility, and social sense among students. 

For these reasons, faculty Adviserships are considered to be 

significant functions. 

3.2 Objectives 

The appointment of a faculty member as an adviser is made 

through a written advice by the Principal, and usually at the specific 

request of the student group. No additional remuneration attaches 

to an advisership, however, such duties are taken into account in 

the annual review of faculty performance. 

3.3 Duties of Adviserships 

The duties of advisership involve classroom decoration and 

posting of informative and useful content .Faculty members are not 

expected to dictate the activities of the organization, but rather to 

stimulate student activity. As faculty adviser, the faculty member is 

expected to attend all meetings and activities of the student 

organization, specially the organizational meeting during which 

elections are usually held, and the induction affair, if there be one. 

 

4.0 PERSONNEL POLICIES 

4.1 Faculty Benefits 

4.1.1 Tuition for Dependents 

Dependents of employees are eligible for a 10% discount of the 

full tuition fee while the student is enrolled in Yanbu Elite 

International School and when the employee is employed full time 

by the school.  
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4.1.2 Medical Care 

The school will provide medical and health benefits to its full-time 

sponsored employees only.  

 4.2 Faculty Leaves and Absences in General 

For school faculty, the grace period for excused absences in a school 

year is a maximum of five (5) working days. 

Absences in excess of the above limits are noted on the faculty 

personnel records, and taken in or consideration in the annual 

performance review of individual faculty members. In addition, 

payroll deductions may be made. 

 4.2.1 Sick Leave 

Sick Leave is for the purpose of withdrawing from teaching 

assignment due to temporary disability caused by actual sickness. 

The faculty needs to write a letter explain their sickness and to be 

submitted to the General School Directors office. Sickness for more 

than 3 days is required to secure a medical certificate from the 

hospital in order to be excused for the days absent 

Sick leave for a day will not require a medical certification provided 

that they are not taken on (a) Thursday or Sunday of any week, or 

(b) any day before or after a regular or special holiday.  

Sick faculty members need to inform the Academic Director and 

prepare activities for their class and not to leave the class 

unattended.  

4.2.2 Vacation Leave 

Visa Staff  

Sponsored faculty is entitled to a vacation leave with pay. Vacation 

leave for visa faculty consists of twenty-one (21) days. Unused 

vacation leaves maybe accumulated and converted to cash. 

Dependent Staff 

Dependent faculty are allowed to go on a vacation given that they 

would find a replacement on their behalf or someone to take over 
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during their absence. Vacation shall be with no pay as agreed in the 

contract. 

 4.2.3 Maternity Leave 

Under the Labor Law of Saudi Arabia, working mothers are entitled 

to ten weeks off work as maternity leave. This leave is divided into 

two periods: four weeks prior to delivery and six weeks after it. 

Working during this period is prohibited, even if the mother is 

working by her own consent. This is to protect her during this 

crucial period of time and to allow for a full recovery after giving 

birth. 

The faculty/staff member must have worked for the same employer 

for more than a year to be entitled for paid maternity leave. If a 

woman is benefiting from fully paid maternity leave, her annual 

leave becomes unpaid. 

4.3 Prohibited activities 

4.3.1 Collection of Monies 

Faculty members are prohibited from collecting money from 

students at any time for any purpose whatsoever. This prohibition 

is all the more binding if the student involved are students of the 

faculty member. The only exceptions are the instances when the 

School, through the Principal, gives written instructions to collect 

for such purposes and under such conditions as may be specified in 

the written communication. 

4.3.2 Sales to student 

No classroom sales of any kind shall be permitted by faculty 

members. Such a prohibition shall cover the  classroom sales of 

such instructional materials as workbooks, texts, examination, their 

reproduction or portions thereof, paper, equipment and other items 

that involves selling. All such materials as may be required for any 

class should be referred to the Principal for approval, and who shall 

notify the School Bookstore to obtain the needed materials.  

 

 



 

27 | P a g e  
 

4.3.3 Tutorial with Remuneration 

Faculty members may not provide tutorials services to their 

students, not shall they require their student to attend tutorials 

elsewhere, especially if money consideration is involved. 

4.4 Contractual Policies 

 4.4.1 Terms of Employment 

Nothing  in this handbook nor in the teacher’s contract 

shall in any way be deemed to affect or limit the right of the Board 

of Directors to withhold the offer of a contract to any teacher for the 

coming academic year. The Board of Directors of Yanbu Elite 

International School does not recognize tenure and no contract shall 

be deemed to imply any obligation of renewal, either on the part of 

the teacher or the Board. A contract is for a period of two year, 

unless terminated earlier, and shall not be construed either by its 

terms or implied to be for a period longer than one year.  

4.4.2 Responsibilities 

All faculty members are accepting employment at Yanbu Elite 

International Schools and thus agreeing to fulfill and maintain all 

the rules, regulations, policies, and directives which are or may be 

thereafter enacted by the Board of Directors, and the school 

directors for the good order and government of this school. They also 

agree to and accept the specific terms set forth in their AGREEMENT 

OF EMPLOYMENT (Teacher’s Contract).  

Every faculty and staff of YEIS is to secure a copy of their job 

description and sign the acknowledgement form upon the beginning 

of the school year. ( copy of job description available at appendix) 

4.4.3 Issuance of Contract 

Contracts are issued upon the start of employment in the 

school. When contracts are prepared to be signed and returned to 

the school director within ten days from the date of the offer. Any 

teacher, offered such a contract who decides to decline is to submit 

a statement in writing that it is by his/her own choice that the/she 

is terminating that teaching position and state the reason for 

declining. 
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4.4.4 Personnel Files 

The admin offices will maintain personnel files on each 

teacher. The academic director and the administration have access 

to the files. The files may be found in the academic or the Business 

Office. Each teacher cooperates by providing the following for 

his/her files: 

 Application Form 

 Copies of official Transcript, degrees, credential 

 Copy of teaching license 

 Summative Evaluation Forms 

 Copy of Passports, Iqama or other identification 

 Copy of Signed Contract 

4.4.5 School Day and School term 

A school term within the scholastic year will include 

approximately 36-38 instructional weeks. If at any time the 

Education Code of Ministry of Education modifies either the 

minimum number of weeks and/or days, the definition at YEIS will 

automatically adjust to the new policy statement.  The Academic 

Head will establish the scholastic year annually and the length of 

the school day.   

4.4.6 Outside Employment 

Dependent faculty members of the school may engage in part-

time outside activities provided such business activities do not 

interfere with their school duties. They must inform the school 

administration of such activity in writing, and consent of the School 

is required. Full-time faculty are not permitted to outside 

employment.  

4.5  Dress Code 

Faculty and school staff will dress in professional manner at 

all times, which includes the regular school day, field trips, and 

extracurricular activities. Professional dress for men shall include 

long sleeves polo shirt with tie, dark colored slacks and leather 

shoes.  
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According to the Code of Conduct/ Dress Code. Staff are 

only allowed to wear the following clothing 

Female Teachers and Staff 

1. Long skirts that will fully cover the lower extremities (legs) 

until the ankle 

2. Long sleeves or 3/4th blouses that will cover arms, abdomen 

and the buttocks 

3. Skirts or blouses should be loose and preferable cotton. 

4. Each teachers should observe proper hygiene and be dressed 

appropriately 

5. Foot wears wear flat comfortable shoes 

6. Wearing of short sleeves blouses, should match with a 

cardigan or blazer. 

7. Female teachers will wear lab coats; Dark blue for the 

teachers along with non skinny denim; Light gray for admin 

staff along with formal black trousers 

Not allowed in school 

1. Short sleeved blouses 

2. Blouses or tops with deep neckline 

3. Tight heeled shoes 

4. Open foot wears 

Male Teachers and staff 

1. Presentable short or long sleeves polo with necktie 

2. Dark colored slacks/ no denims allowed  

3. Black shoes with socks/sleepers, sandals are not allowed 

4.6 Unpaid leaves of Absence 

For unnoticed absences and leaves the employee will be deducted 

two (2) days for absences on a Sunday and Thursday. Absences 

from Monday to Wednesday will be deducted only for one (1) day. 

Absences prior to mid-school year break will count as three ( 3) 

days. 
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5.0 MISCELLENEOUS POLICIES 

5.1 DEPORTMENT 

Faculty members should strive to maintain harmonious relations 

among themselves and should avoid personal conflicts as this is 

indicative of poor character. 

To merit reasonable social recognition, it is the duty of faculty 

members to keep themselves socially accepted and normally 

upright, as by avoiding slovenly dress, and other undesirable 

visually manifested practices. 

5.1.1 Identification Cards 

All faculty members will be required to wear ID cards at all 

times around their necks while within the school premises. 

5.1.2 Care of school property 

Faculty members should maintain the school property in good 

operational condition. They should endeavor to exercise due 

diligence in this respect and to encourage others under their 

supervision, whether School staff or students, to do likewise. There 

are two dimensions involved. The first is the need for ensuring that 

school property, particularly specialized equipment used by them, 

should be carefully handled and stored. The second is the obverse, 

namely that school equipment under their acknowledged 

responsibility must be treated with similar care and security, and 

that they are responsible for any damage or loss for such property.  

Faculty members and advisership teachers should keep the 

classrooms arranged and to turn off all the equipment and lightings. 

Class advisership or last period teacher should make sure to turn 

off air conditioners right after the end of classes, those teachers who 

fail to do so will face deduction to their salary. 

5.2 Use of Personal Electronic Devices 

Faculty members are not allowed to use personal electronic 

devices when handling a class. However, it may only be used as a 

medium to support the lessons and improve the learning experience 

of the class.  
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5.3 Classroom Discipline 

Classroom behavior expected of all student is listed in the 

Student Handbook. Students are expected to adhere to both the 

standard classroom policies and the teacher’s special rules 

throughout the academic year. 

5.4 Faculty Meetings  

General meetings are set once every quarter. Every faculty 

member is obliged to attend the meetings.  

5.5 Bulletin Boards 

With the approval of the principal, faculty members may post 

notices in the bulletin boards located in various sites in the campus 

on matters which they feel to be of general interest to the student 

body. 

 

5.6 School Activities and Field Trips 

 All field trips and school activities must schedule through 

appropriate administrator(s) before any actions is taken. 

 In order to have the calendar of events ready to be distributed on 

time, all field trips and school activities should be scheduled at 

least ONE MONTH in advance of the day of the event. 

 Scheduling conflicts for time or locations will be resolved will be 

resolved on a first come, first serve basis. 

 All students must have signed permission before a student will be 

permitted to go on any school trip. NO EXCEPTIONS! 

 Updated/revised participant list shall be submitted to Attendance 

and Cafeteria on the morning of the Fieldtrip. 

 Parents are to be well informed of all field trip plans 

 

5.7 DUPLICATING AND REPRODUCTION SERVICES 

 

The school has available for faculty members’ various forms of 

duplicating services, including printing from computer files submitted on 

usb drive and photocopying. Each faculty office is provided with a printer 
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for their use. Mass producing of books and test papers needs to be 

submitted to the office for copying. 

 

5.8 Crisis Management Plan and Child Protection Policy 

 

YEIS is furnished with a Crisis Management Plan and Procedures 

that is available in the office of the Safety Officers. Every staff member 

in YEIS should secure a copy in their department/section. 

 

Every staff member of YEIS is required to know the school’s child 

protection policy. Each staff member should be aware of the school’s 

definition of child abuse and the procedures regarding this matter. A 

copy of the handbook is available with the safety officer and guidance 

coordinator. 

 

 

 5.8.1 First Aid 

  

Safe practices and healthy choices at work, school, home, and play can 

prevent many injuries, illnesses, diseases, and deaths. However, once 

injury or sudden illness has occurred, providing effective first aid can 

make the difference between life and death; rapid versus prolonged 

recovery; and temporary versus permanent disability. 

 

 5.8.2 Roles and Responsibilities of the First Aid Provider: 

 

 The basic role of a first aid provider is to recognize a medical emergency 

and make a decision to help. Your personal safety is your highest initial 

priority, followed by the safety of the victim and any bystanders. 

 

5.8.3 Responsibilities: 

 Maintain composure 

 Maintain personal health and safety 

 Maintain caring attitude 

 Maintain up-to-date knowledge and skills 

 Without putting yourself in danger, make the victim’s needs your 

main concern 

 Do no further harm 
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5.8.4 Fire Drill: 

It is expected that all personnel are familiar or acquainted with the 

escape plan for the rooms they use. Each classroom is provided with a 

drawing of the evacuation route during a fire. 

 

UPON HEARING THE ALARM SIGNAL: 

1. Children must stop anything that they are doing and leave 

immediately without any books, bags, etc. 

2. Everyone is to move quickly, without running 

3. The last person leaving the room is to close the door and turn 

off the lights 

4. NO TALKING during the fire drill 

5. Teachers are to assemble the students in their designated area 

and immediately take the attendance of the students to ensure 

that all students have evacuated before handing back their class 

to the adviser 

6. Remain in the designated area until the “All Clear” 

announcement is given 

7. NEVER ASSUME IT IS A DRILL! 

8. All staff and students are to leave the premises at the fire signal 

 

 

5.9 Tutorial Policy 

 

In order to have a smooth, organized, and professional flow of 

conducting tutorials, the following are to be observed: 

 

1) No teacher will conduct tutorial lessons during their class 

periods, free periods. 

2) Teachers can utilize their tutorials during breaks – Mid Morning, 

and Lunch Break 

3) Parents requesting for tutorials should go and arrange at the 

office of the Academic Head 

4) The Academic Head will interview the parent and will agree on 

certain conditions 

5) No teacher is allowed to start with their tutorials not unless 

having a written contract with the parent, teacher, and the 

academic head 
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Since the visa teachers are under the responsibility of the sponsor 

being the host in their legal stay in the Kingdom, it is but appropriate 

to always follow policies and regulations 

 

Tutorials at houses are strictly prohibited. Parents must seek first 

the approval of the owner of the school, or from the Administration 

in order to have outside tutorial services. This is to protect the 

teacher’s safety. If the school approves the request, the teacher must 

make sure that he or she always carries their iqama. 

6) Teachers are not allowed to accept personal service, gifts, or other 

favors from any of his pupils or their parents that would tend to 

influence his professional relations with them. 

 

5.10 Classroom Observations 

 

 Part of the school’s development is to conduct regular classroom 

observation with the Effective Learning Environment Observation Tool 

(eleot) devised by AdvancEd. The observation is to focus on the several 

learning environment of the children ( please see appendix F for a detailed 

description on the environment) 

 

Schedule According to subjects of the Observation for all levels 

First 
Quarter 

Second 
Quarter 

Third Quarter Fourth 
Quarter  

 

All Major Subjects* Minor 
Subjects** 

Minor 
Subjects 

 

 

 

 

 * schedule of observation will be announced at the beginning of the 

school year 

 ** schedule of observation will be announced during the school year  
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5.11 Teacher Evaluation 

The school is to conduct two types of evaluation of faculty 

staff. First, will be the MoE evaluation format and secondly is the 

official YEIS evaluation format. 

After conducting any evaluation, the evaluator and teacher 

are to hold a post-conference on the results of the evaluation. They 

are to share what was observed in the classroom and have the 

teacher sign at the bottom of the evaluation sheet. 

The teacher may view the copy anytime at the academic or 

admin office. A copy of the evaluation sheet can be viewed which is 

available with admin leader. 
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Appendix A: JOB DESCRIPTIONS: 

 

Job Description 

Job Title :  Classroom Teacher 

Reports to  :   Principal and Academic Directress 

Supervises :  Students 

THE ROLE:  Our teachers in YEIS are quite multifaceted with several 

responsibilities but their main role to counsel students, help them learn how to 

use their knowledge and integrate it into their lives so they will be valuable 

member of society. 

Classroom Responsibilities  

 Plan, prepare and deliver lesson plans and instructional materials 

that facilitate active learning. 

 Develops schemes of work, lesson plans and tests that are in 

accordance with established procedures.  

 Instruct and monitor students in the use of learning materials and 

equipment. 

 Use relevant technology to support and differentiate instruction. 

 Manage student behavior in the classroom by establishing and 

enforcing rules and procedures.  

 Maintain discipline in accordance with the rules and disciplinary 

systems of the school. 

 Provide appropriate feedback on work. 

 Encourage and monitor the progress of individual students and use 

information to adjust teaching strategies.  

 Maintain accurate and complete records of students' progress and 

development.  

 Update all necessary records accurately and completely as required by 

laws, district policies and school regulations. 

 Prepare required reports on students and activities. 

 Participate in department, school, district and parent meetings.  

 Communicate necessary information regularly to students, colleagues 

and parents regarding student progress and student needs.  

 Establish and communicate clear objectives for all learning activities.  

 Prepare classroom for class activities.  
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 Provide a variety of learning materials and resources for use in 

educational activities. 

 Observe and evaluate student's performance and development. 

 Assign and grade class work, homework, tests and assignments 

 

Other function and responsibilities include but are not limited to the following: 

 Demonstrate preparation and skill in working with students from diverse 

cultural, economic and ability backgrounds.  

 Encourage parent and community involvement, obtain information for 

parents when requested, promptly return phone calls and answer emails. 

 Participate in appropriate professional activities.  

 Participate in extracurricular activities such as social activities, sporting 

activities, clubs and student organizations as directed. 

 Other duties as assigned by the School Director that fits their job 

description and skills 

 

Job Description 

Job Title : Academic Coordinators 

Reports to  :   General Manager 

Supervises :  Teachers, Monitors, Assistant teachers, Sanitation attendants 

THE ROLE: The General Admin Leader directly reports to the General 

Manager. In addition to duties shared by the administrators, the General 

admin leader has overall responsibilities for the quality of the academic 

program and especially the following: 

1. Essential Responsibilities  

 Is responsible for the day to day coordination of all administrative 

functions and support for the operations of the school. 

 Monitor and support instructional activities, participate in and 

provide staff development, have knowledge of curriculum and 

standards, evaluate the instructional practices of pre school teachers. 

 Implementation of all the MoE requirements. 
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 Assist other administration staff with difficult and complex situations. 

 Coordination of school owner and director in attaining school goals. 

 Appointed signatory for all reports cards and general memos given to 

the public 

 Manage budget - prepare, administer, and oversee the department 

budget 

2. Record keeping 

 Filing all the papers from the MoE and to provide and inform the 

school chairman. 

 Inform the school director with all the needs of the school needed to 

run the school smoothly and well. 

 Organizing student files and updating files with accounting. 

 Keep contacts of all the parents of the students on an accessible 

directory. 

3. Personnel management 

 Organizing the teacher’s vacation. 

 Taking care any absences of staff. 

 Proposal for encouraging the teachers with gift. 

 

4. Public relations 

 Participate in parent communications. 

 Communicate the vision of the school to all stakeholders, 

5. Other responsibilities may include but not limited to 

 Inform staff members with up-coming seminars regarding total 

development that’s occurring within the city. 

 Plan for improving academic related resources in the school (eg. 

Developing the arts room, classroom and etc.) 

 Organize and plan for activities related to the school curriculum for 

the development of the students. 
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Job Description 

Job Title :  Academic Directress 

Reports to  :   General Manager 

Supervises :  Academic Coordinators, Teachers 

The Role 

The Academic Director is directly responsible to the General Manager. In 

addition to duties shared by all teachers, the Academic Director has overall 

responsibilities for the quality of the academic program and especially the 

following: 

1. Academic Excellence 

 To promote and enhance the quality of the student experience 

within the school and ensure effective implementation of school 

policies in relation to teaching, learning, supervision, whilst taking 

into account the views of students including those put forward by 

students’ representatives. 

 Works with and engages staff in shared vision for effective teaching 

and learning by implementing a standards based curriculum, 

relevant to students needs and interests, research-based effective 

practice, and high expectations for student learning in every 

classroom 

 Responsibility for the annual academic plan  

 Allocation of teaching staff. 

 Ensures that the instructional objectives for a given subject and/or 

classroom are developed, and involves the faculty and other sin the 

development of specific curricular objectives to meet the needs of 

the school program. 

 

2. Evaluation of the Academic Program 

a. Follow up on student performance (both in term of final attainment 

and attendance 

b. Develops, implements and monitors outcomes of school 

improvement  

c. Establish procedures for evaluation and selection of instructional 

materials and equipment, approving all recommendations. 
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3. Staff Professional Development  

a. Reviews instructional practices 

b. Evaluates the effectiveness of teaching and holds teachers 

accountable 

c. Ensures professional learning for teachers that enhance student 

learning 

d. Responsibility for supervision & evaluation and setting of 

professional development targets for teaching faculty, staff, 

registrar & assistant teachers and any other potential position in 

the academic area; 

4. Accreditation 

a. Works on keeping the school program updated with the DepEd 

accreditation and MoE requirements 

b. To form a team and supervise them in completing the tasks and 

requirement in acquiring or updating existing accreditations 

 

Job Title : Assistant teachers (Teacher Aides) 

Reports to  :  Class teacher, Department head 

Supervises :  Students 

THE ROLE: Perform duties that are instructional in nature or deliver direct 

services to students or parents. Serve in a position for which a teacher or 

another professional has ultimate responsibility for the design and 

implementation of educational programs and services. 

1. Classroom responsibilities 

 Assists the teacher in planning and maintaining a safe, clean, 

learning environment and in assuring the well-being and safety of 

the children in his/her care 

 Assist the teacher with their lesson  

 Discipline the kids while the teacher is holding the lesson 

 Maintains a positive, calm attitude and a soft voice, and encourage 

this attitude and voice in others working in the classroom. 

 Maintains a cooperative attitude of working together with the 

teacher, parents, and program coordinators in implementing 

activities. 
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 Assists teacher to implement the developmental assessment for 

each child to determine the child’s strengths and areas in which 

each child may need help. 

 Plans with and assists the teacher in preparing materials and 

supplies in advance for activities. 

 Assists the teacher in maintaining confidential child classroom 

folders, by collecting monthly samples of children’s work. 

 Assists the teacher in maintaining a confidential assessment 

binder, consisting of developmental assessments, individual goals, 

and observations of progress toward meeting goals. 
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Appendix B : School Organizational Chart 
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School Organizational Chart 
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Appendix C: 

SCHOOL CLINIC POLICIES 

 
 
 

Accidents 
 

1) Anyone who witnesses the accident must accompany the student to the school 
clinic. The one who witnesses the event or the patient himself/herself must be 
interviewed to determine the brief description of the case, and to know the 

medical assistance that can be provided. 
 

2) The case must be documented on the health record of the student, giving a 
copy to the adviser and the parents.  

 

3) The parents must be contacted immediately by phoned, advised them about 
the incident, and either instructed to pick up the child or given any other 
necessary instructions. 

 
Illness 

 
1) When a student feels any signs or symptoms of illness, the teacher must 

accompany him/her to the clinic to receive the first aid measures and 

medications. 
 

2) Isolation is needed for the student to prevent the spread of disease in the 
school. 

 

3) All observed symptoms and treatment done to the student must be 
documented on the health record. 

 

4) The parents must be contacted to pick up their child in the school, and they 
must be given the necessary information about the child’s condition. Thus, 

the parents know what to answer during the physician’s interview in the 
hospital. 

 

First Aid 
 
1) Any injury that the student gets in any event that involves supervised or 

unsupervised physical activities must be sent to the clinic to receive the 
appropriated first aid intervention. 

 
2) An emergency kit must be available in all classrooms. Thus, in case that the 

student cannot be immediately brought to the clinic, the one who is trained to 

do the emergency treatment can have easy access to the first aid materials. 
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Medications 

 
1) All medications must be kept in a cabinet in the clinic and must not be 

accessible to the students. 
 
2) Authorized personnel must indicate the name of the medicine, time 

administered, and the dosage given, and sign a medication form. 
 
3) An inventory of all the medicines must be periodically done to check their 

integrity and to maintain their supply. 
 

Note: All cases that cannot be managed in the clinic must be transferred 
immediately to the  

          nearest hospital. 
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APPENDIX D:  Sample of a Weekly Learning Map 

 
YANBU ELITE INTERNATIONAL SCHOOL 

 

Saudi MOE License No. 340/s 

Yanbu Al Bahar, KSA 

WEEKLY LEARNING MAP 
FIRST QUARTER 

Grade 3 

October 15– October 20, 2017 
 

SUBJECTS/ 

TIMELINE 

LESSON / ACTIVITIES / MATERIALS PAGES 

Math  Continuation- Lesson 2- Solving Problems 
Lesson 3- Finding Differences 
Worksheet # 4 – Lesson 1: Finding Sums (Sunday) 

Worksheet # 5- Lesson 2 – Solving Problems 
Involving Addition 

Mastery Test # 3 – Lesson 1 and 2 

49-64 
65-73 
73-82 

English  Reading 
Topics: Lesson 2 – Which Loved Best? 

a. Identifying Rhyming Words in a Poem 
b. Recognizing Double Consonant Letters 

c. Listening to the Vowel Sound /oo/ 
Language 

Topics: Lesson 3 – Family to Treasure 

a. Learning About Kinds of Sentences 
b. Classifying Questions as Information 

Questions or Yes/No Questions 

Worksheets will also be given 
MASTERY TEST ( Thursday) 

   Coverage: All topics discussed 
 

 
12-14 

15-17 
 

 
 
 

22-23 
23-30 
30-32 

Science   Ecosystem 

The Eyes 
Mastery Test Every Tuesday 

62-84 

MAPEH Health- Mastery Test #2  

Coverage – Lesson 2 
P.E. Lesson – 3  

 

 
 

Filipino MASTERY TEST ( Sunday) 
Coverage: All topics discussed 
 

Topic: Lesson 2- Nanaginip si Isko 
a. Mga Direksiyon 

4-16 
 
 

17-25 
26 
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b. Pagpapantig ng Salita 28-31 

Computer  To be Posted on Schoology  

Islamic Lesson IV  

Arabic  Unit II  

Civics Topics 
a. Interaktibong Mapa 

Lesson 2: Ang Populasyon sa Aking Lalawigan at 

Rehiyon 
a. Resulta ng Census noong Mayo 1, 2010 

b. Ang Populasyon ng mga Lalawigan at 

Rehiyon sa Luzon 

 
18-27 

 
34 

35-38 

GMRC Worksheet #3- Lesson 3 ( Sunday) 
Lesson 4- Treasuring My Family 

37-46 
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Weekly Planner Sample B 

Day  
Date  

1st period 2nd 
period 

3rd  4th  5th  6th  7th  8th  

Sunday 
19/11/17 

English 1 
 
CW: P.29 Ex. 
1,2,3(Reader) 
HW: P.31 Ex. 
4,5,6 
 

       

Monday          

Tuesday          

Wednesday          

Thursday          

 

Remarks  

There will be reading practice every day. 
 
Please specify only the books the kids have to carry to school as their bags are too heavy. (This is an 
instruction for teachers) 
 
Worksheet (English) – 22nd November – pg: 24 and 25 
 
Quiz (Science) – 20th November – pg 27 
 
Mastery test (Math) – 23rd November – lessons 4,5,6  

  

Signatories  
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APPENDIX E: Grading system  

 

GRADING SYSTEM 

last revised September 2017 

 

Subject/ Level of 
assessment 

Mathematics, 
Science 

English, Filipino, 
Social studies, 

civics/GMRC/Value, 
Islamic studies, 
Arabic language 

MAPEH 
TLE 

Computer 

Knowledge 30% 
quarter exam 

30% 
quarter exam 

30%  
quarter exam 

Process 20% 
Recitation group 

Individual Activity 

20% 
Recitation group 

Individual Activity 

10% 
Recitation group 

Individual Activity 
Behavior 

 

Understanding 25% 
Quizzes 

Mastery tests 
Seatwork 

25% 
Quizzes 

Mastery tests 
Seatwork 

20% 
Quizzes 

Mastery tests 
Seatwork 

Product 
performance 

15% 
Project 

Experiment 
Behavior 

15% 
Project 

Experiment 
Behavior 

30% 
Project 

Homework 
Hands-on 

Laboratory 
activities 

Schoology 10% 
 
 

10% 10% 
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APPENDIX F: The Effective Learning Environments Observation 
Tool® (eleot®) 

Experience the power of a learner-centric observation tool that measures and 

quantifies active student engagement by taking a look at classroom 

expectations, feedback and learning support. 

The eleot focuses on seven key learning environments that promote effective 

learning and student success: 

 Equitable learning 

 High expectations 

 Supportive learning 

 Active learning 

 Progress monitoring and feedback 

 Well-managed learning 

 Digital learning 

 

eProve eleot empowers you to, 

 Evaluate classroom environments by focusing on students 

 Reveal strengths and weaknesses using measurable data 

 Analyze formative trends by comparing observations across subjects, 

grade levels and other filters 

 Ensure quality and reliability in an intuitive and easy-to-use tool 

 Implement a powerful tool for professional development, peer learning 

and ongoing improvement 

 


