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“The purpose of learning is growth, and our minds, 

unlike our bodies, can continue growing as long as 
we live.” —Mortimer Adler , an American philosopher 
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1. INTRODUCTION 

 

This handbook serves as a guide to all students 
in the performance of their roles as part of the academic 

community. It contains, among others the general 

background of the school, policies on admission, policies 

on academics, facts about support services, daily 

routines and standard operating procedures, behavioral 

norms and measures of discipline, as well as other 
matters pertinent to, as student’s life in the school.  

  

Students are expected to read this handbook 

thoroughly upon receipt, discuss its contents in class 

with the class adviser, asks questions when necessary 
and present to their parents for their perusal. Each 

student shall be required to return the signed  Consent 

of Agreement to their class adviser as a proof of the 

student and parent’s understanding and compliance of 

the contents and consequences for non-fulfillment of the 

terms and conditions herein stated in this student 
handbook. 

  

Other policies and information which are subject to 

change every year shall be given to students and parents 

through bulletin of information during the school year. 
These should also be read well by both the parents and 

students. Queries regarding this matter should be 

directed to the Academic Director office. 

 

 

 
 

 

 

 

 
 

  

This Student Handbook belongs to: 

Name               : _________________________________ 

     _________________________________ 

Grade Level    :_________________ 

Home Address :_________________________________ 

       _______________________________ 

Phone Number : ___________________________ 
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2. SCHOOL PHILOSOPHY 

 

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

 

VISION 

 

Yanbu Elite International School envisions to produce 
lifelong learners and global thinkers, to become 

responsible citizens with leadership qualities founded 

on universal values while instilling pride in one’s 

cultural identity. 

 

CORE VALUES  
To commit ourselves to Excellence in every step 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 Inspiring 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 an institution and as an individual. 

 

To provide students and educators the Empowerment 

needed for the improvement of their performances.
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3. SCHOOL OFFICES, FACILITIES  AND OFFICIALS 

 
3.1 SCHOOL  OFFICES: 

 

Academic Directress /Director’s Office - Supervises 

the basic educational formation of the students. The 

office is also in charge of the following: 

Approves or disapproves the enrollment, transfer, 
promotion, withdrawal and dismissal of students. 

Establishes, implements, and evaluates the policies and 

procedures of the grading system, scholastic honors and 

promotion in the unit.  

 
Administrative Office - In-charge of the following: 

Accepts queries from Arabic speaking visitors. 

Receives guests such as representative from the ministry 

of Education. 

Checks the status of school facilities. 

 
Registrar’s Office-Is the repository of highly important 

and delicate documents involving credentials, evaluation 

of subjects, academic placements and eligibility of 

students. As such, it is important to note that students 

should submit authentic credentials and information to 
avoid inconsistencies of records that might create further 

problems in the future. The office is also in charge of the 

enrollment both for regular school year and summer 

classes. 
 

 

Guidance Office-As an integral part of the school’s total 

education program, the Guidance Office works with 

students, teachers, parents, administrators, and local 

businesses to help students become responsible and 

productive citizens. The office promotes educational 
success, interpersonal skills, and self-understanding. 

Students are educated in decision-making, problem-
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solving, goal setting, self-esteem, and education and 

career opportunities. The office gives entrance tests, 

diagnostic tests, post-tests, and aptitude tests which act 
as aide for the instruction of students and the 

implementation of lessons of the teachers. It also 

administers psychological evaluation of students 

 

Cashier’s Office- Receives all cash/check collections for 

the school and other allied services. 
 

Canteen Services- Food and refreshment may be 

purchased at the canteen during break time. 

 

School Clinic-The school provides medical services for 
any untoward accidents that the students may incur 

while on the school premises. 

 

Bus Services- The school provides optional bus services 

to students. Students are picked up on designated 

locations according to scheduled time. 
 

SCHOOL FACILITIES: 

 

Science Laboratory - YEIS is equipped with built-in 

laboratory cabinets and tools. The science lab is designed 
to provide the students an advanced experience and 

knowledge in their world of science through their hands-

on experiments.  

Computer Laboratory- The school is equipped with 

computer laboratories that provide the students with the 

latest software and hardware to teach them to be efficient 

users of the modern technology ahead of them. 

 

Library - The school library has a wide variety of 

informative and comprehensive reference books, from 
Encyclopedias, story books, and books of different 
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languages. Books are available for reading, research and 

information purposes. 

 
Playground - This is the busiest area during break time 

where pupils in the lower grades enjoy the swing, slides 

and sand. A watcher is assigned to monitor the small 

students using these areas. 

 

Basketball and Volleyball Courts - The school provides 
sports development area to support the Physical 

Education activities of the students both in the girls and 

boys sections. 

 

Audio Visual Room - The school AVR allows showing of 
informative audios, videos or films of various categories 

related to student lessons, to support the student’s e-

Learning Programs. 

 

Speech Laboratory - The speech lab aims to improve the 

student’s communication and    speaking skills. 
 

Home Economics and Livelihood Room - YEIS 

provides a model house composed of a mini kitchen, a 

receiving room and a bedroom, where students can learn 

basic household needs and chores in line with their 
subjects on HELE and TLE (Technology and livelihood 

Program.
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3.2 SCHOOL OFFICIALS 

 

Abdulmohsen Al-Hossaini 
School Chairman 

 

Rateeba Al-Ghoufi 

Board Member 

 

Ahmad Al-Ahmadi 
School Director 

 

Muhammad Gherfa 

Senior Accountant 

 
Maithri Jagadeesh 

Academic Director 

 

Abrar Al-Hujaili 

Girls Section Admin Leader 

Lyla Payen 

Preschool Admin Leader 

 
  

Julie Ministros 

General Secretary 

Sohaila Aboessa 

Deputy Leader 

  

Francie Albino 
Academic Coordinator 

(Preschool Dept) 

Glaiza Menor 
Academic Coordinator 

(Girls Section) 

  

Haroun Ali Haroun 

Human Resources Manager 

Victor Canasa 

Academic Coordinator 

(Boys Section) 
 

Hassan Abdullah 

Junior Accountant 

Lou Ernest Cabrera 

ICT Coordinator 

  

Wafa Toukan 

Guidance Counselor 

Jean Ministros 

Registrar 
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3.3 ORGANIZATIONAL CHART 
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4. ACADEMIC CURRICULUM 

 
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: 

 
 
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, Earth Science, 

Chemistry, Geometry, and Algebra. This ensures a 

mastery of knowledge and skills after each level. For 
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example, In the previous High School curriculum, Biology 

was taught in 2nd year, chemistry in 3rd year, and 

physics in 4th year. However, in the K to 12 curriculum, 
these subjects are connected and integrated from Grades 

7 to 10. 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. 

 

 
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 and 

Algebra,  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 
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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. 

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 
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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. 

 

Civics/Social Studies:  

The aim of the Social Studies curriculum is to develop 

and form learners with specific identities and role as a 
citizen who are participative and productive in the 

society, country, and the rest of the world. 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 changing 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. 
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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 life skills. 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 
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learner is 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 
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upper year levels to serve as a foundation in developing 

desirable health attitudes, habits and practices. 

 
Values Education (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 n 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: Understanding, reflection, 

seeking advice, decision making, and proper conduct. 

 
Islamic Studies: 

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 Language: 
To provide students with sets of words, structures, and 

methods of linguistic eloquence that will enable them to 

understand and read the Holy Qur’an, the Hadith, the 

Islamic heritage, and developments in modern life. 

To improve students’ language abilities that help them to 

understand, analyze, and evaluate language events that 
face them, in order to produce language structures 

characterized 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 
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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. 

 

Note: Teachers are allowed to use other references 

beside from the prescribed books. Alternative 
reference materials are used as a supplement of 

teachers in making the lessons; handouts will be 

given to the students for the completion of the lesson 

when it is deemed necessary  

  
 

K to 12 INTERNATIONAL BASIC EDUCATION 

CURRICULUM GRADING SYSTEM: 

 

The K to 12 Basic Education Program uses a 

standard and competency based grading system. All 
grades will be based on the weighed raw score of the 

learner’s summative assessments. The minimum grade 

needed to pass a specific learning area is 60, which is 

transmuted to 75 in the report card. The lowest rank that 

can appear on the report card is 60 for Quarterly Grades 
and Final Grades. 

 

Learners from Grades 1 to 10 are graded on 

Written Work, Performance Tasks, and Quarterly 

Assessment every quarter. These three are given specific 

percentage weights that vary according to the nature of 
the learning area.  
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COMPONENTS OF SUMMATIVE ASSESSMENT

 

COMPONENTS PURPOSE WHEN GIVEN 

Written Work 

(WW) 

 Assess the learner’s 

understanding of concepts 
and application of skills in 
written form.  

 Prepare learners for 
quarterly assessments 

At the end of the 
topic or unit 

Performance 
Tasks (P) 

 Involve the students with 
the learning process 
individually or in 
collaboration with 
teammates over a period of 
time. 

 Give students opportunities 

to demonstrate and 
integrate their knowledge, 
understanding, and skills 
about topics or lessons 
learned in a specific real-life 
situation by performing 
and/or producing evidence 
of their learning.  

 Give students the freedom 

to express their learning in 
appropriate and diverse 
ways. 

 Encourage the student 

inquiry, integration of 
knowledge, understanding, 

and skills in various 
contexts beyond the 
assessment period. 

 

At the end of a 
lesson focusing 
on topic/skill 
lesson 
 
Several times 
during the 
quarter 

Quarterly  
Assessment 

(QA) 

Synthesize all the learning 
skills, concepts, and values 
learned in an entire quarter 

Once, at the end 
of the quarter 
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5. ACADEMIC POLICIES: 
 

5.1 Admission: 

Admission of students is open throughout 

summer classes and ends before the start of the 

third quarter period of the school year. Any 

transferee students, looking to be admitted 
after the said period, need to provide the 

school with complete report cards of the 

previous grading period from the transferring 

school.  

 
5.2 New Students:  

New students are required to take the 

entrance exam before being officially admitted to 

the school. The student should pass the exam 

with at least 50% score to be admitted. If the 

student applicant fails to pass the exam, he/she 
may not be admitted to YEIS. All entrance exams 

used by the school are tested and standardized. 

Purpose of these exams is for the school to ensure 

the standard of quality education of its students. 

 
Students that passed the exam may 

proceed to completing their official enrollment. 

Entrance test results will be documented together 

with the student’s official school records and 

documents.   

 
Appendix E for the complete admission requirements. 

 

5.3 Transfer Students: 

Transfer students are required to take the 

entrance exam and pass the interview with the 
Academic Coordinator.  Once passed the exam 

and interview he or she may proceed to the official 
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school admission requirements.  

 

Appendix E for the complete admission requirements. 
 

5.4 Continuing Students: 

Students from YEIS wishing to continue 

with the school should make sure to clear all 

obligations from previous year before registering 

for the new school year. In order to confirm a 
reservation parents need to secure 50% of the 

student’s tuition fees. 

 

5.5 Grading System: 

Grades from all student work are added 
up. This results in the total score for each 

component, namely Written Work, Performance 

Tasks, and Quarterly Assessment. Raw score 

from each component have to be converted to a 

Percentage Score, to ensure that values are 

parallel to each other. Please see appendix B for 
the grading system weighted percentage. 

 

5.6 Graduation:  

No candidate for graduation will be 

permitted to graduate or participate in the 
commencement exercise unless the following 

requirements have been satisfactorily fulfilled: 

 

5.6.1 Academic Requirements:  

A candidate for graduation must have 

completed all the needed academic requirements 
for graduation and must have achieved a passing 

general average. 

  

5.6.2  Financial Requirements: 

A candidate for graduation must have 
settled all financial obligations with the school 

during or before taking the final quarterly exams.  



 

26 | P a g e  

 

 

 

5.7 Promotion and Retention:  
Passing all the enrolled subjects is 

required for promotion to the next year level. A 

student who failed any of his subjects is required 

to enroll in the failed subject/s in the summer 

program before he/she is allowed to enroll in a 

regular load in the next year level. 
 

5.8 Summer Program:  

Summer program is available for those 

new and transferee students who are willing to 

enroll in the several programs offered by the 
school in which the students will be engaged 

upon.  Summer consists of 45 days and 3 hours 

a day. 

 

5.9 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.  

 

Appendix G for the Annual School Calendar. 

 
6. STUDENT INSTRUCTIONS: 

 

6.1 Classrooms Instruction: 

Conduct inside the Classroom: 

1. Students should always observe proper behavior 
in the classroom whether the teacher is present 

or not. 
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2. Students are not allowed to leave the classroom 

during class hours. For urgent matters the 

student(s) will be granted a pass to go out. 
3. Orderliness and cleanliness must be maintained 

in the classroom at all times. Before leaving the 

room, the students must see to it that their chairs 

and tables are in order and the surroundings are 

clean, electric appliances i.e. lights and air 

condition units are turned off.  
4. Students will be assigned a permanent seat. Any 

damage on the desks and chairs will be the sole 

responsibility of the user. Writing and damaging 

tables are considered violation of school rules 

under the penalties of "damaging property and 
vandalism”. 

5. The warning bell shall be heard at 7:15 in the 

morning during Sundays to Thursdays 

accordingly, which signals lining up for General 

Assembly and Mass Demo. When lining up, 

students must maintain strict silence and order. 
6. Politeness and respect for teachers and everyone 

shall be observed at all times. 

7. When an administrative staff or a visitor enters 

the class room, the students of the class may 

remain seated and greet the visitor then continue 
with their lessons. This includes saying "Good 

morning” and "Thank you" and "Good bye" to the 

teacher before and after each class. 

8. Politeness also requires the students to listen 

attentively when a classmate is called upon to 

recite or when he/she is addressing a question to 
the teacher. 

9. Student who is called upon to recite should speak 

distinctively and loud enough to be heard by 

everybody in the classroom. Laughing at 

somebody’s mistake, giving uncalled comments 
and the like are not tolerated in the classroom and 

considered unethical behavior which might cause 
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disciplinary action. 

10. Students should refrain from sitting on the 

writing ledge of the chairs. 
11. Birthday parties and blowouts are not allowed 

inside the classroom without a written consent 

approved by the administration office. The 

approval or consent must be obtained one week 

before the said occasion. 

12. Use of glue, staple wires and other adhesives that 
would damage the wall and white boards should 

be avoided when decorating the classroom. 

13. Students shall not be allowed to chew gums 

inside the campus at all times. 

14. Spitting anywhere inside the campus shall not be 
tolerated. 

15. Bathrooms inside the classrooms should be kept 

clean at all times. 

16. Students shall be assigned as cleaners in the 

grounds, and classrooms as a part of their 

training on healthy habits. 
17. Students are prohibited to enter any other 

classrooms that are not assigned to them. Any 

reported vandalism or damage of classroom's 

structural materials, damaging classroom 

properties are considered major violation and will 
be acted upon even on its first offense. 

18. In the event of damages of any school property on 

school premises, shall be calculated and charged 

to the culprit/s and a promissory note shall be 

executed by the parents and student, and regular 

monitoring of the progress of the student shall be 
conducted by the Guidance Counselor until the 

student develop a positive attitude. 

19. We encourage all the students to provide 

themselves their own set of classroom materials 

(notebooks, pencils and crayons) to avoid 
borrowing or damaging properties of their 

classmates. 
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20. Wearing of Abaya of students in the classroom 

and the school campus is discouraged and even 

not allowed. Abaya is to be worn only outside the 
school campus e.g. riding on the bus or private 

vehicle. Girls are considered absent even for the 

first time violation of this rule. 

21. Girls are expected to observe Good Grooming, 

cleanliness and readiness and dress 

appropriately and ready to attend classes. Only 
white veil (tarha) shall be allowed to be worn by 

Muslim girls. 

 

6.2 Change of Classes: 

Five minutes before the end of each 
period, subject teachers are to summarize the 

day’s lessons and give assignments when 

necessary. The students are expected to stand up 

as a sign of respect while the teacher leaves the 

classroom. 

While waiting for the next teacher, 
students should remain silent. No student is 

allowed to leave or peep out of the classroom in 

between periods. Students must stand and greet 

upon the arrival of the next subject teacher. 

 
6.3 During Examination: 

The Students should: 

1. Place school bags and notebooks in an area 

designated by the proctor. 

2. Present the exam permit to the proctor. 

3. Refrain from making noise, borrowing of writing 
materials and glancing at other’s paper. 

4. Exams should be taken inside classrooms with 

the presence of the teacher or proctor. 

5. Ask the proctors for clarifications regarding the 

exams. 
6. Leave the room quietly after finishing the exams. 
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6.4 Use of Technology Laboratories: Computer 

Laboratory: 

1. Student is to walk quietly when coming into the 

computer lab. 

2. The students must wait for the instructions 

before and after entering and leaving the 
computer lab.  

3. If a student encounters any technical problems, 

he/she must call the attention of the teacher.  

4. The student must remain seated on his/her seat 

for the whole duration of the class. 
5. If a student needs help, he/she needs to raise 

his/her hand to signal the teacher.  

6. Patience is needed. 

7. Students must always get permission from the 

person in charge before printing a document. 

8. Students must make sure that they save their 
work often while working. 

9. Students are to leave the lab neat and clean for 

the next class. 

 

6.5 Guidelines for Inappropriate Use of Computer 
Networks - It is impossible to document all inappropriate 

conduct and use of computer facilities. The following 

guidelines are the school regulations which all students 

should read and understand.  

 

6.5.1 Inappropriate Use of computer Account, shall 
be defined as:  

1. Using the network for something other than 

educational purposes. 

2. Using the network for illegal activities. 

3. Using the network for advertising, chain letters, 
or non-educational games. 

4. Accessing chat rooms and instant messaging. 
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5. Downloading and installing software. 

6. Allowing someone else to use your accoun 

6.5.2 Inappropriate Communication shall be defined 
as follows:  

1. Using obscene, vulgar, abusive, or inappropriate 

language, pictures or other material. 

2. Deliberately interfering with other computer 

users 

3. Attempting to libel, slander, or harass other 
users. 

4. Forging or attempting to forge e-mail; trying to 

send mail that looks like it has come from another 

person. 

 
6.5.3 Computer Vandalism:  

 Tampering with the system, software or the 
network to try and harm them. 

 Intentionally introduced viruses 

 Vandalizing (damaging) computer equipment, 
software, or someone’s data. 

 Stealing computer equipment. 
 

6.6 Science, Speech and TLE Labs: 

1. These rooms are exclusive for classes with 
laboratory and hands on activities only. 

2. Allotted time for laboratory use should be strictly 

followed. 

3. Materials to be used for laboratory activity should 

be prepared ahead of time. 

4. All materials should be used and handled with 
utmost care. 

5. Laboratory equipment and apparatus should not 

be brought outside the laboratory premises 

without permission from the teacher. 

6. The individual or group responsible for the 
damages or breakages of any apparatus will be 

held liable for the replacement of the apparatus 

or its equivalent. 
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7. Any damages or breakages must be reported at 

once to the teacher and has to be replaced within 

a month. 
8. Eating is strictly prohibited inside the 

laboratories except for the TLE Room. 

9. Students are only allowed to stay inside the 

laboratory during the scheduled use of the facility 

with the presence of the teacher or authorized 

personnel. 
 

 

6.7 Around the School Premises or Campus: 

1. Students are allowed to eat inside the classroom 

provided the adviser is also in the classroom. 
Teacher acting as ground monitors are assigned 

to oversee the actions of the students during 

break time. 

2. The playground with the rides area is limited for 

use in a certain time provided the teacher in 

charge or assigned monitors are present with the 
children. 

3. The playground covered area with rides is not a 

place for eating. No one is allowed to eat in this 

area. 

4. It is expected that school grounds are to be used 
during the students/ pupils Physical Education 

Time and the break time. 

5. Students should observe cleanliness. Garbage 

should be thrown to its proper garbage bins 

placed in the areas. 

6. Students are not allowed take photographs of 
other students and upload it on social websites 

without his/her consent. 

7. Students are required to maintain the cleanliness 

of the school campus at all times. 

8. Student behavior outside the campus. 
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6.7.1 Canteen Cafeteria and (Eating Areas) 

1. Students follow the schedule of mid-morning 

break and the lunch break. 
2. Students line up orderly at the canteen counter 

for their food. Each one will take her/ his turn, 

No pushing is allowed while in the line. 

3. Food bought in the canteen should not be littered 

anywhere, they should be consumed on the 

dining area. 
 

6.7.2 Corridors: 

1. During the Homeroom period in the morning, 

after recess, and before the first period in the 

afternoon, students should wait for their teachers 
outside the classroom by forming two lines. This 

is the time for the teacher to see to it that only the 

students in proper uniform are allowed to enter 

the classroom. 

2. Students should walk along the corridors quietly 

so as not to disturb other classes that are on-
going in any of the rooms. 

3. Running, jumping, pushing, kicking, playing 

balls, along the corridors (and inside the 

classrooms are absolutely prohibited. 

4. No one is allowed to play or loiter along the 
corridors. 

 

6.7.3 Student Behavior Outside Campus: 

Students wearing the school’s official 

uniform outside the campus should observe 

proper poise and attitude anywhere and at all 
times. They must not represent or use the name 

of the school in any off-campus activity without 

prior approval from the school authority, nor 

participate in any manner in any unauthorized 

situation that may cause humiliation, 
embarrassment or dishonor to the school. 
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6.8 Requirements on School Premise: 
 

6.8.1 Identification Card: 

Student should wear their Identification 

Cards (ID) issued and validate at the start of the 

new school year at all times. Students who have 

lost their ID cards must report to the officer-in-
charge to secure a temporary ID. On days when 

students are allowed to come to school on casual 

wear, they are still required to wear their IDs 

properly to gain acceptance into the campus 

grounds. During school days, students with no ID 
cards should see the officer-in-charge 

immediately. 

 

6.9 Textbooks:  

All students are required to obtain a 

complete set of the prescribed textbooks, the lists 
of which are provided during enrolment and are 

posted at the administrative office. 

 

6.10 School Stationeries:  

All students need to provide themselves 
with complete school stationaries and supplies 

(Appendix F , for complete List of School 

Supplies needed). If a student lacks the 

necessary items, he or she may purchase/avail 

them from the school store.  

 
6.11 School Uniform and Dress code: 

Students should secure enough sets of 

complete uniforms to last four (4) days (Sunday-

Wednesday). Students are to wear civilian outfit 

(casual wear) on Thursday, since this day is 
considered as “wash day”. Upon enrollment every 

student are to be sized and measured and will be 
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provided with two (2) sets of complete uniform.  

Those who are not in their proper uniform 

will be considered a violation on school rules and 
will be recorded in their deportment record of 
violations. 

Elementary and High School (Grade 1 – Grade 

12) 

For males the standard uniform is dirty 

white short sleeves polo with patch on the pocket 
and long pants. Boys are required to wear black 

shoes with white socks. Students are allowed to 

wear black leather shoes or rubber shoes. Black 

sandals are not allowed.  

 

Hats and Head Coverings. Students are 
not to wear any head coverings in the building 

unless it is for religious purposes. If a student 

requires this exception, he/she must present a 

letter that can be verified stating the religious 

reason. All other students must remove head 
coverings when they come into the building. 

 

The female uniform is a long sleeve blouse 

with the patch on the right side of the chest with 

a tie and black shoes (leather or rubber shoes). 

They are required to wear blue checked pleated 
long skirts. For students on hijab, they may wear 

white tarha/veil.  

 

 

Students scheduled for PE classes are to 
wear the school’s physical education uniform 

which is a white T-shirt with sky blue jogging 

pants and rubber shoes 

 

6.12 Policy on Male Haircuts: 

 
YEIS students should be neat and well-
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groomed at all times. For the haircut, they should 

sport either the crew cut or the barber’s cut. 

Fancy and trending hairstyles / dying / highlights 
of hair are not acceptable. 

 

The class advisers conduct a haircut 

inspection every first Sunday of the month during 

homeroom period. Students who fail to comply 

with the following guidelines on haircut will be 
given disciplinary actions. 

 

Hair on top must not go beyond the 

eyebrows when pulled down. 

 
All male students are required to show the 

ears and napes for proper haircut. Hair should 

not touch the collar of the school uniform. 

 

Violation on Haircut and School uniform: 

1stOffense – Verbal warning 
2ndOffense -Final warning with parent conference 

3rdOffense -Considered absent + 1% less in 

behavior 

 

6.13 Personal Belongings: 
Each student must take care of their 

belongings for whole duration in school. The 

school strictly follows “No handheld electronics 

for student’s policy”. The school won’t be liable for 

any lost devices in the campus.  

6.14 Use of Electronic Devices: 
Cellular phones must be kept in school 

bags and not be used during the regular school 

hours. Students who do not follow this rule might 

cause the confiscation of the device until the end 

of the school hours. 
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6.15 Guidelines on Attendance: 
6.15.1 Attendance: 

Punctual and continuous attendance in 

all classes shall be required for all students. All 

class activities organized by the school are treated 

as part of regular class period. Attendance in 

general assembly, school activities ceremonies, 
and field trips shall be considered attendance of 

classes which otherwise would have been held. 

The education of each student is the joint 

responsibility of the home and the school. The 

following shall be considered integral part of the 
educational programs at YEIS, student 

participation in class activities, listening to 

presentations, clarification and explanations and 

attendance at school assembly programs. It is 

impossible to gain the full significance of any 

class experience thorough make-up work. 
 

6.15.2 Tardiness: 

Students who come to class later than five 

minutes after the bell rings of the first period will 

be considered as late. 
Students coming later than five minutes 

should secure an admission slip coming from the 

office of the director/principal. 

Those who do not have admission slips 

whenever they are late, or who are habitually 

tardy or absent with no valid reason or excuse, 
will be subjected to school discipline. 

A student who accumulates three (3) 

tardiness shall be called for by the school’s 

director’s/principal’s office and will be warned 

that another offense would mean suspension 
from attending classes. In case of succeeding 

offenses, the following sanctions are imposed: 
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1st Offense – Verbal warning 

2nd Offense – Parent/Guardian conference 
3rdOffense – 1 day suspension 

4thOffense – 2 days suspension 

 

6.15.3 Absences: 

The parent should inform the school class 

adviser by phone or note when a student is absent 
for a day or two. 

When a student returns from an absence, 

he/she is required to submit a signed parent 

excuse letter, explaining the reason why the 

student was absent. No student shall be allowed 
to attend a class without this letter. Please use 

the excuse letter template in the student DAILY 

Guide). 

 

6.15.4 Excuse Letter and Excuse Slip: 

A student who incurred one or two 
consecutive absences is required to present an 

excuse slips from the parent/guardian together 

with his/her signature. 

The school should be promptly notified if 

the student is sick and/or unable to attend 
classes. 

For student who is absent for three or 

more days, written excuse must be submitted to 

the Principal or to the Assistant Principal for 

approval before the issuance of the official excuse 

slip. 
 

6.15.5  Vacation and Leave of Absence: 

Students going on a vacation should 

inform the Academic Office at least seven (7) 

working days before date of departure. The 
student then is required to fill up the 

vacation/leave form available at the 
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administration office. 

The student then will receive lesson 

instructions and worksheet to be taken with 
him/her during her time of vacation.   

 

Please refer to Appendix C for the official vacation 

request form. 

 

If it occurs that the student is to leave 
during a periodic exam, he/she may take the test 

ahead of time. 

 

6.16 Dismissal: Basic Education (Elementary and 

High School): 
Arrival time for student should be as early 

as 7am – 7:30 am, just in time for the General 

Assembly and homeroom time. Dismissal Time is 

right after the end of the last period of the day 

which normally is 2:00pm. 

Students are not allowed to leave school 
campus during class hours or during recess time. 

Students going to the other section either boys 

section or to the girls section vice versa will be 

considered a violation of school rules. 

 
6.17 Parents-Teacher Conference: 

Parents who wished to see their children 

during class hours are required to secure 

permission from the office of the Academic 

Head. Parent who wished to see a teacher should 

make an appointment with the teacher 
concerned. No teacher shall entertain a parent 

especially while classes are going on. Parent-

teacher dialogues are to be held after class 

hours. (After the last period in the afternoon) 
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6.17.1 Protocol for Parent-Teacher Conference: 

 
A. Set up a meeting by acquiring an appointment 

slip from director’s office/ Principal’s office 

B. Specify the date of meeting IT MUST BE A DAY 

BEFORE THE SAID MEETING 

C. You must secure approved slip by the director 

D. Submit the slip to the academic coordinator/ 
supervisor for approval 

E. Director will give the slip to the concerned teacher 

F. Parents must come ON THE APPOINTED DATE. 

G. Meeting with the teacher must be in the presence 

of either the school director/ principal or 
academic coordinator, or both. 

H. Return the approved slip to the director’s office 

 

Note: Failure to follow the steps or protocol will result 

to the cancelation and invalidity of the meeting. 

 
The administrative office lobby and area are off limits to 

any students not unless inquiries are to be made. 

 

6.17.2 Letter to Parents: 

Letters or notices are sent to the parents 
through the students. Students must make sure 

that they deliver these letters/ notices to their 

parents. Return slips or acknowledgement slip 

must be submitted to the adviser the following 

day or before the deadline indicated on the letter. 

Change of dismissal time during school 
activities-students may be dismissed earlier than 

schedule. Parents will be informed earlier. During 

official school activities on Wednesdays students 

will be dismissed earlier than the normal 

dismissal time. This will be up to 12:30 Noon. 
This is also the time the teachers can meet and 

discuss concerns in academics and other topics. 
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7. Policies and Rules on Discipline: 

 

7.1 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. 

 

7.2 Respect for Persons in Authority:  

Students are expected to show respect to 

the administrators, faculty and staff, and elected 
leaders of student organizations. Listed below are 

individuals who are vested with authority in their 

respective area of services and should therefore 

be given due respect: 

A. School Director 

B. Academic Director 
C. Administrative Director 

D. Faculty/Staff 

E. Student Leaders 

F. Maintenance Personnel 

G. Security Guard 
 

7.3 Types of offenses: 

 

7.3.1 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: 

 

1. Involvement in fistfights, threatening or inflicting 

physical injuries upon another within the campus 

premises or during official off-campus activities. 
2. Vandalism or destruction of school property or 
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property belonging to any student, teacher and 

other school officials 

3. Any form of cheating. 
4. Any form of extortion or stealing/theft whether or 

not the purpose or objective is accomplished. 

5. Deliberate disruption of school activities which 

tends to create disorder, breach of peace or 

serious disturbance not necessarily connected 

with any academic function. 
6. Leaving the school premises without proper 

authorization. 

7. Gross acts of disrespect, in words or in deeds, 

which tend to put any School officer, employee or 

visitor in ridicule or contempt. 
8. Commission of a third minor offense. 

9. Any form of bullying. 

10. Any form of racism. 

11. Bringing any inappropriate materials (e.g. 

pornographic, sharp objects, combustibles and 

explosives, questionable ideological articles and 
the likes, prohibited drugs, cigarettes, and 

gambling materials) 

 

7.3.2 Minor Offenses: 

All offenses not included in the foregoing enumeration 
shall be considered a minor offense, including but not 

limited to: 

1. Eating inside the classroom, the library, and the 

laboratories (Computer, Science, and TLE) during 

class hours 

2. Littering 
3. Loitering during class hours 

4. Not wearing student I.D. inside the campus and 

during official off-campus activities 

5. Not wearing the prescribed uniform 

6. Disruption of one’s class or that of another 
7. Saying and shouting bad words 

8. Sitting on the tables, windowsills, stairs and 
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railings 

9. Use of any form of electronic device without the 

permission from the school 
10. Tardiness 

 

7.4 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. 

7.5 Disciplinary sanctions are handed down in order 

to: 
1. Impress on the student the importance of rules 

and regulations in one’s life. 

2. Inculcate the value of respect for law and 

authority and the state. 

3. Develop sense of justice. 
4. Correct an unpleasant behavior and in the 

process, strengthen the character of the student. 

5. Avoid committing violations in the future after 

realizing his mistake and learning positively from 

them. 

6. Protect the student body and the good name of 
the school from the influence of the offender. 

 

7.6 Disciplinary sanctions maybe in the form of: 

 

I. WARNING (verbal and written) - Prior to warning 
slip, a student may be given an advise slip as a 

reminder. A student who is given an advise slip 
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or a warning is required to return the warning 

slip issued by the Academic Head duly signed by 

the student and the parent. 
 

II. 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. 

 
III. 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. 

 

IV. 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. 

 

V. 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. 

 
 

VI. DISMISSAL-Dismissed students due to improper 
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behavior cannot be readmitted. 

 

VII. 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 

7.7 Damages:  

A student who is found to have been 
directly responsible for damages to school 

property/property of others or inflicting physical 

injuries to another person while within the 

campus or during an official off-campus activity 

is liable to make financial compensations on the 
damages caused as determined by the 

disciplinary committee (Office of the Students 

Affairs) and the Principal. 
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7.8 Liability of Students:  

There are two types of sanctions, those of 
a financial nature, and those of an academic 

nature. The financial compensation involves the 

payment by the erring student of the cost of the 

damaged property, whether or not done 

deliberately, and involves the determination of 

replacement cost. A student may also be required 
to shoulder expenses incurred as a result of 

physical damage against one’s victim from a 

fistfight or any act of misbehavior. In any case, 

the amount of the fine is commensurate to the 

offense committed. 
The second concerns additional 

disciplinary measures, should it appear that the 

student’s acts approximate that of vandalism, 

and may involve academic sanctions. 

 

7.8.1 Procedure for Payment: 
Once the cost of the damages has been 

established by the disciplinary committee and the 

cost has been approved by the Principal, the 

student (through his parents/guardian) will be 

required to settle the cost as soon as possible.  
 

 

8.0 GENERAL STUDENT POLICIES: 

 

8.1 ACADEMIC POLICIES 

 
8.1.1 STUDENT HONORS AND AWARDS: 

8.1.1.1 Honor Roll 

Students who obtain a final general average of 

93% and above, with no quarterly and final grade lower 

than 85% in any subject are considered qualified for 
inclusion in the honors list. 
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8.1.1.2 Awards: 

Honors: To encourage deserving students in each 

grade level, certificates of recognition are given to 
students obtaining first and second honors. Subject 

honors awards are also given to students who obtained 

the highest grade at the end of the quarter in the common 

academic subjects. 

 

Special Awards: Special awards are also given to 
students who excelled in different areas of learning.  

 

Graduation with honors: A graduating student 

with normal study load who obtains a final general 

average of 90% or above, with no quarterly and final 
grade lower than 85% in any subject is considered 

qualified for inclusion in the honors’ list. A student who 

is aspiring to become a valedictorian or salutatorian 

should not obtain any quarterly grade lower than 90% in 

any subject during their school year. 

 
8.1.2 Student Records: 

 

8.1.2.1 Academic Records:  

The following aspects of academic student 

records are given below, with particular reference 
to the role of the administration office. 

8.1.2.2 Transfer Credential and transcript:  

Upon submission and acceptance of the 

transfer credential, the school shall request in 

writing for the complete school records: Form 137 

or Official Transcript of Records (OTR) of the 
student from the school last attended. 

 

8.1.2.3 Graduation:  

The academic coordinator evaluates the 

subjects taken by the graduating students in 
preparation for the final list of candidates for 

graduation and subsequently the printing of 



 

48 | P a g e  

 

diploma and transcript. 

 

8.1.3 Request of Academic Records and Clearances:  
Before any student is to receive any 

academic documents, he/she is to secure a 

clearance form that clears the student from any 

financial and academic obligations. The clearance 

needs to be signed by the different school 

departments in which the student was involved. 
The clearance form may be obtained from the 

administration office. Requested documents will 

be released 3-5 working days upon date of 

request. Student request form can be found in 

appendix E. 
 

8.1.3.1 Student Accounts and Finances: 

Tuition and other School Fees:  

The tuition fees for the school year are 

charged on the basis of the curriculum year. 

Tuition fees on the standard installment basis are 
payable on the basis of about 50% upon 

enrollment with the balance payable in two (2) 

periods. Tuition fees are inclusive of the following 

items: 

 Full set of books for one (1) school year 

 Two (2) sets of uniform 
A student is not considered enrolled 

unless the tuition fee or the first installment and 
all pertinent miscellaneous fees have been paid, 

in addition to the other requirements for 

enrollment. 

 

8.1.4 Tutoring Policies: 
I. Parents who wish their child to get tutored by 

school teachers need to abide to the following 

rules and regulations. 

II. Parents requesting for tutorials should go and 

arrange at the office of the Academic Head. 
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III. The Academic Head will interview the parent and 

will agree on certain conditions. 

IV. No teacher is allowed to start with their tutorials 
not unless having a written contract with the 

parent, teacher, and the academic head. 

V. Teachers are not allowed to tutor students under 

them. This is to avoid bias in the classroom. 

VI. No teacher will conduct tutorial lessons during 

their class periods, free periods. However, 
teachers can utilize their tutorials during breaks 

– Mid Morning, and Lunch Break.  

VII. 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. 

 

 
8.2 MISCELLENEOUS POLICIES 

 

8.2.1 Field Trips: 

Field trips are an exciting, enriching part 

of an early childhood program. Teachers plan 
trips appropriate for their class that will provide a 

well-rounded experience. A release for field trips 

form needs to be signed prior to participating in 

field trips. Destinations and dates will be 

announced in advance of such trips. The teachers 

will take the Attendance Sheet and the 
Emergency Information with them to account for 

each child present during all off-campus events. 

Roll call will be done by name and sight. At no 

time will the children be left in the vehicle 

unattended.  
Children may participate in fieldtrips 

arranged through YEIS if the child has a signed 
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field trip permission form on file. YEIS 

Administrator and assigned staff will have a copy 

of the children’s scheduled attendance sheet 
during the duration of each field trip. School staff 

will take attendance by both name and sight at all 

points of transition when on a field trip. The 

school teachers, staff and bus driver will work 

together to ensure safety and accountability for 

all children scheduled for attendance with proper 
field trip permission forms on file.  

YEIS discourages parents from joining 

field trips in progress or picking up your child 

during an arranged field trip. However, if a parent 

must intercede during a field trip, a written note 
must be presented to the school staff in charge of 

the field trip and the administrator must be 

notified. Parents must also inform the school staff 

at the time the child is leaving with the parent to 

ensure proper dismissal procedures.   

 
8.2.2 Bus Transportation and Services: 

Bus Rules and Regulations: 

New bus Riders: New riders should provide a 

drawn sketch of the location of their house to the 

administration office. Same procedure goes to 
riders who transferred their address. 

1. Students must obey the bus driver promptly. 

2. Female bus riders are to sit at the rear area of the 

bus. Male riders are to sit in the front area of the 

bus. 

3. Students must arrive at the bus stop before the 
bus is scheduled to arrive. The bus driver will not 

wait for tardy students. 

4. Students must wait in a safe place for the bus to 

arrive, clear of traffic and away from where the 

bus stops. 
5. Students are prohibited from fighting, engaging in 

bullying, harassment or horseplay. 
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6. Students must enter the bus without crowding or 

disturbing others and go directly to their assigned 

seats. 
7. Students must remain seated and keep aisles and 

exits clear while the bus is moving. 

8. Students are prohibited from throwing or passing 

objects on, from, or into buses. 

9. Students may not use profane language, obscene 

gestures, tobacco, alcohol, drugs or any other 
controlled substance on the bus. 

10. Students may not carry weapons, look-a-like 

weapons, hazardous materials, nuisance items or 

animals onto the bus. 

11. Students may carry on conversations in ordinary 
tones, but may not be loud or boisterous and 

should avoid talking to the driver while the bus is 

in motion. Students must be absolutely quiet 

when the bus approaches a railroad crossing and 

any time the bus driver calls for silence. 

12. Students may not open bus windows without 
permission from the bus driver. Students may not 

dangle any item or extend outside any part of the 

body (e.g. legs, arms, backpacks) out of bus 

windows. 

13. Student must secure any item or items that could 
break or produce injury if tossed about the inside 

of the bus if it was involved in an accident. 

14. Student must respect the rights and safety of 

others at all times. 

15. Students must help keep the bus clean, sanitary 

and orderly. Students must remove all personal 
items and trash upon exiting the bus. 

16. Students may not leave or board the bus at 

locations other than the assigned stops at home 

or school. 
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8.2.3 Parents Complaint and grievances: 

A quality educational program for 
students in Yanbu Elite International School 

(YEIS) can be achieved by all individuals working 

together harmoniously. There will be times, 

however, when an individual may need to make 

an inquiry of school-system employees or to file a 

complaint. (please see appendix F for detailed 
procedure) 

Complaints and concerns are best 

addressed and resolved at the local school or at 

the lowest possible administrative level through 

an informal process of cooperative agreement 
among the affected individuals. Nevertheless, 

when the informal process fails to provide 

resolution, an individual is entitled to file a formal 

complaint and seek a review of any administrative 

decisions made by school-system staff members.  

 
For placing a complaint or any grievances, parents or 

complainant must follow the protocol stated at 

appendix H 

 

8.2.4 Emergency Drills: 
This shall be compulsory to all school 

employees and students once every quarter. All 

emergency announcements must be taken 

seriously. During an emergency, students and 

staff must walk quickly and quietly to designated 

assembly areas and follow directions of teaching 
staff.  

 

8.2.4.1 Fire Drills:  

This shall be compulsory to all school 

employees and students once every quarter. 
The rules for emergency exiting are posted 

in each room and will be reviewed with the 
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students by the teacher.  

When the alarm bell rings, each student is 

to leave the building quickly, quietly, and orderly. 
No student is permitted to make any stops en 

route while leaving the building during a fire drill. 

All students are to report to a prearranged area 

designated by their classroom instructor and 

check in with the instructor for attendance and 

accountability. 
 

8.2.4.2 Assembly  Point:  

This are area for students and school staff 

assembly during an emergency evacuation. These 

areas are: Boy Section Basketball Court; Female 
Recreation Area by the school stage and Pre-

School Playground.  

During evacuation, the switchboard 

operator or an assigned individual shall 

announce 3 times the evacuation on the overhead 

paging system. 
Students shall form a strategic student 

line inside each classroom with the supervision of 

the teacher present and walks in orderly manner 

towards the Assembly Point. 

 
The Principal or Safety Officer shall make 

an announcement on the evacuation procedures 

which shall be implemented in a given situation. 

The “Birkenhead Drill” procedure of 

evacuation shall be followed in this manner. 

Birkenhead Drill means that children and women 
shall be evacuated first. In this situation, the 

smaller children shall be handled by women for 

evacuation. 

 

8.2.4.3 Emergency Exits:  
Emergency exits are only to be used 

during fire drills and emergency situation only.  
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Any student who use this exit, other than for 

emergency purposes, will penalize under one (1) 

count as a major offense. 
 

8.2.4.4 Fire Hydrants and Fire Extinguishers:  

Fire extinguishers are only to be used 

during fire drills and emergency situation only. In 

case of emergency situations adults only are to 

use the extinguisher. However, in times of 
emergency when no adults or teachers are 

around, students may use this, but only when 

necessary.  If any student are to use this or 

tamper the fire extinguisher other than for 

emergency purposes, it will be considered as one 
(1) count as a minor offense. 

 

8.2.4.5 First Aid Supplies:  

First Aid Equipment Supplies checked on 

a regular monthly basis. The first aid boxes are 

located in all school offices and Science lab. 
Supply of kit is regularly checked at the beginning 

of each quarter by the director and restocked by 

Yanbu Elite International School Nurse. First aid 

kit is taken on playground, gym and any field 

trips.  First aid administered by any staff trained 
in first aid/ CPR (supervising lead teacher 

preferred).  

 

Contents of First Aid Kit:  

 Gauze Bandages  

 Scissors 

 Band-Aids  

 Triangular Bandage 

 Cotton 

 Thermometer 

 Rubber Gloves (Next to Box)  

 Instant Ice Packs (Freezer) 
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 Tweezers  

 CPR Face Mask  
 

Note: Refer to Safety Manual for complete policies and 

procedures. 

 
8.2.5 Use of School Telephone:  

Students will not be called out of class to answer 

the telephone except in cases of emergency. Students 

should use the telephone only when absolutely necessary 

and only if they have permission from the secretary or the 
teacher in charge. 

 

8.2.6 Birthdays and Class Celebrations: 

Birthday meals may be provided by parents to 

recognize children’s birthdays. Please set a date with the 

teacher one week in advance. Less notice may result in a 
date other than your first choice. This time is necessary 

to assess the safety of all children who use your child’s 

classroom, primarily with regard to life-threatening 

allergies. Be prepared to tell the teacher the meal that 

you would like to serve so that other parents can send a 
safe alternate treat, if needed.  

Each class will have its own distinct way, 

determined by the teacher, to honor birthdays. We advise 

the parents to prepare packed meals that would be easy 

to distribute among the students.  We ask that parents 

not distribute favors, goody bags, or paper goods. 
Advance planning is vital to the safety of our children and 

to smooth daily classroom procedures. 

 

8.2.7 Student Visitors: No student may bring visitors in 

to the school for class visitations without permission of 
the School Director at least two days in advance of the 

visit. 

 



 

56 | P a g e  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

APPENDIX 
 

 
 

 

 

 

 

 

 

 

 

 

 

 



 

57 | P a g e  

 

APPENDIX A - Sample of Consent of Agreement 

 

CONSENT  OF  AGREEMENT 

 

We/I, _________________________________parent/ 

guardian of _________________________, with ID No. 

___________, do hereby attest my/our 
signature/s below with full understanding of 

all the contents of this Handbook and promise to let 

our/my child understand the consequences for not 

abiding the rules and regulations herein stated. 

 

We/I further promise to assist my/our child 

in his academic endeavors at 

Yanbu Elite International School. 
Signed this _____ day of ______________ 20_____, at 

Yanbu, Saudi Arabia. 

 

 

_____________________  

 ________________________ 

Parent(s)/Guardian                              Student 

 

Note: A formal copy of this Agreement shall be provided 

in a separate sheet 

and to be submitted to the class adviser. This is just a 

sample of the formal Consent of Agreement.  
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APPENDIX B - GRADING SYSTEM 

 

 

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 C 

Admission Requirements 

  
New Student: 

At least 50% grade on YEIS entrance exam. 

One (1) copy of Parent Iqama 

One (1) copy of Birth certificate 

One (1) copy of student passport 

One (1) copy of Father’s passport 
Four (4) passport size pictures of enrolling 

student 

Medical Certificate 

Duly filled up registration form 

One (1) copy of previous school year report card 
attended 

Transcript of Records – Summary of Previous 

Grades  

Letter of Good moral character 

Letter of honorable dismissal from the head. 

Transfer Student 
At least 50% grade on YEIS entrance exam. 

One (1) copy of Parent Iqama 

One (1) copy of Birth certificate 

One (1) copy of student passport 

One (1) copy of Father’s passport 
Four (4) passport size pictures of enrolling 

student 

Medical Certificate 

Duly filled up registration form 

One (1) copy of previous school year report card 

attended 
Transcript of Records – Summary of Previous 

Grades  

Letter of Good moral character 

Letter of honorable dismissal from the head. 
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APPENDIX  D 

 
List of School Stationaries and Supplies 

Stationaries for Grade 1 - 3  

  

 

# Quantity Item Description 

1 6 copies 40 leaves of standard notebook 

2 2 copies 40 leaves of Arabic standard notebook 

3 1copy 40 leaves graph notebook – (Math) 

  
4 

  
6 copies 

Portfolios – Red, Blue, yellow, green, 

cream and white 

  

5 

  

2 pieces 

Jumbo writing pencils or HB2 good 

quality of pencils/ rubber eraser 

6 2 pieces 6 inches/12 inches rulers 

7 1 set Colored pencils 

8 1 set Water color 

9 1 pad Sketch or drawing pad 

10 10 pieces Manila folders (cream color) 

11 1 rim 100 pieces of A4 sized bond paper 

12 1 pad Colored papers 

13 2 pieces Journal notebook (1 for English, 1 for Filipino) 
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 Stationeries for Grade 4 - 6  
  

 

# Quantity Item Description 

1 6 copies 40 leaves of standard notebook 

2 2 copies 40 leaves of Arabic standard notebook 

3 2 pieces Pens. Blue and black 

  
4 

  
6 pieces 

Portfolios red – blue – yellow- green, 

cream and white 

5 1 piece HB 2 good quality Pencils with eraser 

6 2 pieces 6 inches/12 inches rulers 

7 1 set Colored pencils 

8 1 set Water color 

9 1 pad Sketch or drawing pad 

10 10 pieces Manila folders (cream color) 

11 1 rim 100 pieces of A4 sized bond paper 

12 1 pad` Colored papers 

13 1  set Sewing kit 

14 1 copy 20 sheet of clear file or display book 

15 2 pieces Journal notebook (1 for English, 
1 for Filipino) 

 

Stationaries for Grade 7-10  
  

 

# Quantity Item Description 

1 5 copies Spring notebook (80 leaves) 
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2 1 copies Graphing notebook (40 leaves) 

3 1copy Arabic standard notebook 

4 2 pieces Color black/blue pen 

  
5 

  
6 pieces 

 Portfolios – red, blue, yellow , green, 

cream and white 

6 1 piece HB 2 good quality pencil with eraser 

7 1 set Geometry set 

8 1 piece Scientific calculator (Grade 9 and 10) 

9 1 pad Graphing paper 

10 1 set Periodic Table (Grade 9) 

11 1 copy 20 sheets clear file (display book) 

12 2 pieces Theme writing notebook (1 for English, 

1 for Filipino) 

 

Personal Effects for Grade 1 – 10 Students: 

1. Face towel. 

2. Extra pair of shirt. To be kept in 

student’s school bags or designated container 

or place inside the classroom 
3. An appropriate school bag/ lunch box and 

water jug 

4. Each pupil/student cover the complete set of 

classroom materials. This is to ensure of the smo

oth excellent performance off the student day-to-
day activities in school. 

5. All personal school materials that 

are brought to school should be labeled properly 

with full name, level and address. 

6. School will not be responsible for any losses of 

item without labels or names printed. 
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APPENDIX E: SCHOOL FORMS & CALENDAR 

Please visit the school’s official website at 

yeischool.com to avail all the school’s official forms. 

Link: yeischool.com/resources/ 

 
The latest school calendar 

will be available under the “RESOURCES" link located 

at the bottom of the homepage.  

 

Please visit the website and the school’s social 

media accounts for all the latest 
updates and news of the school. 

 

 

 

INSTAGRAM: instagram.com/yanbu_yeis/ 
 

FACEBOOK: facebook.com/yanbuyeis.yanbuyeis 

 

TWITTER : twitter.com/Yeis_school 

 

 
 

 

 

 

 
 

 

 

 

 

 
 

 

 

 

https://www.instagram.com/yanbu_yeis/
https://www.facebook.com/yanbuyeis.yanbuyeis
https://twitter.com/Yeis_school
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APPENDIX F:   

Grievances and Complaint Protocol 
 

YANBU ELITE INTERNATIONAL SCHOOL welcomes 

suggestions and comments from parents and takes very 

seriously any complaints and concerns that they may 

raise. We encourage parents to bring these to our 

attention as early as possible in order that we have the 

opportunity to rectify a problem or explain the school's 

position before a concern becomes more serious. 

A complaint will be treated as an expression of genuine 

dissatisfaction; to which we will respond. 

 

We will to ensure that: 

• Parents who wish to make a complaint know 

how to do so. 

• We respond to complaints within a reasonable 

time and in a courteous and efficient way. 

• Parents realize that we will listen and take all 

complaints seriously. 

• We take appropriate action where necessary. 

 

How should I complain? 

1. First parents should raise their first concerns to 

the child’s class teacher, by letter, email, 

telephone or by a verbally requesting a meeting 

2. After completing the first step and parent is not 

satisfied with the response of the class teacher or 

feel the matter is sufficiently sensitive or serious 

they should contact the Academic Director who 

will then be able to liaise with relevant staff. 

3. If the parents still feel dissatisfied with the 

response of the Academic Director, the parent 
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may report the complaint directly to the school 

General Director, only upon completing steps one 

and two.  

What will happen next? 

 If a parent raises an issue face to face or by 

telephone or email, it will hopefully be possible to 

resolve the matter immediately and to their 

satisfaction. 

 If the parent has made a complaint or suggestion 

in writing, they will receive a response within 

three working days, acknowledging their letter 

and explaining how they/the school propose to 

proceed. 

 In many circumstances, the person contacted 

may need to discuss the issue with one or more 

colleagues and consider further before a response 

can be made.  

 The parent will be given a date by which they will 

receive a further response.  

 If a detailed explanation of the issues is needed, a 

letter or report will be sent to the parent as 

quickly as possible informing them of the 

outcome of their complaint and will explain any 

action taken or proposed.  

 Alternatively, the parent may be invited to a 

meeting at the school. 

The School director will keep a written record of all 

significant parental complaints and their outcome. 
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CONTRACT 
  

The success of Yanbu Elite International School Student 

Handbook depends on the support of each member of the school 

community. Working together, faculty and staff, parents, and students 

can promote academic achievement and good character, and ensure the 

success of students at the school and throughout life. On behalf of the 

administration, management, faculty, and staff of Yanbu Elite 

International School, I pledge to fulfill the responsibilities and uphold the 

expectations outlined in the Student Handbook 

  

Yanbu Elite International School is dedicated to ensuring that 

communication between the school and parents is continual, on-going, 

and uniform.  

  

  

Ahmed Almahdi Idriss     
School Director 

  

Your signature in the appropriate space below will indicate your 

commitment to helping fulfill the school’s primary mission.  
  

As the parent of  _____________                                                    _   _ I 

pledge:                                   (Student’s Name) 

   to maintain high expectations for my child and the school 

to demonstrate consistent interest in my child’s progress at 
school 

to support my child’s best efforts 

to model school expectations and encourage their use as 
described in the Student Handbook 

to support and work with school staff to promote my 
child’s learning 
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 I have read the Student Handbook and support the rules 
and expectations outlined herein. 

  

  

Signed:       Date:  ____/_____/  

   (Parent’s Signature over Printed Name) 

 
As a student at Yanbu Elite International School, I pledge: 
 

To project a positive attitude in all I do 
 
To be responsible for my achievements and 
my mistakes 
 
To make smart choices 
 
To stay on task at all times 
 
To respect myself and others in the school community 

 
I have Read the Student Handbook and follow the rules and 
expectations outlined herein. 
 
Signed: _________________________________________  
 (Student’s Signature over Printed Name) 
 
Date: __________`/__________/___________ 
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School Directory 

 
Office and Services Contact Office 

Absent Students Academic 
Coordinators 

 Academic office 

Academic Information Academic 
Coordinators 

 Academic office 

Admission Registrar’s office  Admin office 

Business Office Administrators Admin office 

Change of Address or 

Phone 

Secretary & 
registrars 

Admin office 

Complaints School director  Admin office 

Discipline Matters Guidance 
Councilor 

 Guidance office  

Graduation Academic 
coordinators 

 Academic office 

Guidance Guidance 
Councilor 

 Guidance office 

Illness and Injuries  Safety & Health 
Coordinator 

School Clinic 

Library Services  Librarian Library 

School Cafeteria and 

Meals 

 Cafeteria 
Manager 

Canteen 

School policies and 

procedures 

Administration  Admin office 

Report Cards  Accountant Accounting office 

Special Activities  Activity 
Coordinator 

 Guidance office 

Summer School  Administration Admin office 

Transportation  School bus driver Admin office 

Tuition School 
Accountant 

Accounting office 

 


