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Mission, Vision and Core Values

PNS Mission

We provide our students a unique learning environment
to excel and grow as Happy, Innovative, Compassionate,
and Responsible Citizens of the world.

PNS Vision

To be the finest national education ecosystem in Egypt,
providing a progressive, positive, safe, and enabling
learning experience in which each student enjoys
learning, achieves full potential, and becomes an
independent lifelong learner.

PNS Core Values

Always
Care Learning

Values-Based
Education

One ~ Excellence
Team
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Section 1

Conditions of employment

Contracting Procedures

If a candidate manages successfully to pass through all phases of the
hiring process an offer letter is

initially signed to ensure the agreement that both parties have reached.
Each staff member signs an

employment contract, which states the terms and conditions applicable
to employment.

If any change is made to the contract after the employment has
commenced, the concerned employee will be notified in writing.
Thereafter, the employee will be asked to sign a copy to acknowledge
acceptance of the change.

Probation

The first three months from the date of the commencement of the
contract are considered as a probationary period. In which the employer
has the right to terminate the Contract during the probationary period
without being bound by the provisions of the termination of the
Employment Contract.

Financial Entitlements

Salaries are paid in local currency (EGP pounds).

Salaries are payable by the end of each month via bank transfer.
School is responsible for opening bank accounts for each new hired
employee.

While the paperwork is in process, the newly appointees will receive
their salaries in cash at the end of the month.

Any deductions from an employee’s salary will be in case that the
employee fails to abide to the school's regulations.

Staff Handbook
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School Working Hours
Teaching/Non-Teaching Staff: 7:30 AM to 3:00 PM Sunday to Thursday
Support Staff:
Security: (Males) 12-hours shifts, 5 days per week
(Females) 7:00 AM to 3:30 PM Saturday to Thursday
Housekeeping: 8-hours shifts, 6 days per week starting at 6:30 AM

Bus Matrons:  According to their bus route to ensure that students arrive daily
on time and arrive home safely after school

Ramadan Schedule: Ramadan Timings will be announced by the Human Resources
Department

Days Off: Normally, Fridays and Saturdays will be off for Teaching/Non-Teaching
Staff except when asked to attend for school events, field trips, exam
supervision, or for training/continuing education.

Events Schedule: Timings will be announced by the school administration.
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Attendance/Punctuality

Regular attendance and punctuality are essential for satisfactory job performance.
All employees will sign in and out by using attendance machine.
-In case there is no (Sign-In) a quarter a day will be deducted.
-In case there is no (Sign-In) or (Sign-Out) on the same day a full day will be
deducted.
When A staff member is unable to show to school or get delayed, he/she should
report to Section Head before 6:30 AM through a phone call; WhatsApp and SMS
messages will not be considered.
Failure to report absence by 6:30 AM will be considered an unexcused absence even
if a medical certificate is presented.
Work should be prepared/assigned for the day by the teacher if she/he is going to be
absent.
There is no facility for early or half-day leave except in case of an emergency (at the
discretion of the management). Only one excuse for early leave per term is allowed.
If the employee leaves school early without getting approval from the Section Head,
the employee will be subjected to disciplinary actions.
Extending holidays by taking extra day(s) prior or following weekend and official or
school holiday will result in double penalty.
Any absence or unpaid leave during the year will affect his/her annual appraisal &
evaluation.
Attendance at all school meetings/workshops/training sessions is compulsory.
Absence will be marked as one day deduction penalty.
Being late for official working hours is calculated according to the Disciplinary
Penalties Regulation as per the Labor law.
An accumulation of morning lateness (after 7:30 am) for Teaching and Non-Teaching
will result in a written warning after the 3rd lateness.
Attending morning assembly is obligatory.

School Hierarchy

POSs
report to

Teachers HODs

report to
POSs

report to
HOD

School
Director

1 2 3

All staff are expected to follow the school hierarchy as described above.
Failure to do so may result in disciplinary actions.
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Appraisal and Evaluation Procedures

Written evaluation of employees will be performed twice
per year using the 360 degrees appraisal tool. The appraisal
policies and procedures, as well as the evaluation criteria will
be shared with you during Orientation. The evaluation reports
will be maintained in the personal files of each employee and
will be instrumental in determining any future promotion/
increment/award for the employee.

Dress Code
You are expected to adhere to the following dress code:

MALE
EMPLOYEES

Should wear trousers, shirt, and tie.

No tight trousers or jeans are allowed.

Neat haircut with a tidy hair style.

Clean shaven or beard neatly kept.

Personal hygiene should be given top priority.

FEMALE
EMPLOYEES

Should dress professionally, in conformity with
the cultural norms and values of society.

No tights/tight jeans/short pants /low necks/
sleeveless/transparent blouses or shirts are
allowed.

Foot attire should be comfortable and formal

(low heels). Please avoid wearing slippers or \ %
flip/flops as they are not allowed.

Perfume should be subtle and not
overpowering.

Jewelry and accessories should not be flashy
or chunky, facial piercing [other than one in
each ear] is not allowed.

Hair should be neat and tidy, preferably tied if
long.

Personal hygiene should be given top priority

All employees are expected to strictly follow the Dress Code
provided or they can be subject to disciplinary actions.
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Section 2

Legal Requirements & Personnel Records

The Human Resources Department in PNS Schools

maintains employee's necessary information to support ‘INTEGRITY -

payroll, and general employment administration.

HONESTY

Resignhation/Separation - Terms and Conditions

Leavers must return all the school belongings, student’'s marks and work, resource
materials, office materials, books, computers, etc..

The employment discharge notification form should be signed by the relevant
head of department, IT manager, store manager, and financial manager, so that
the employee’s final dues are released by the Human Resources Department.
Leavers must sign a Social Insurance Form 6 to be released from their social
insurance.

The employee will be requested to sign that he/she has received all his
entitlements.

He/she receives their basic salary and allowances up to the last day of service
subject to completing the relevant clearance forms that are available in the
Human Resources Department & settling any outstanding payments and
deductions, offset by loan recovery and other expense deductions.

Code of Conduct

All staff members are required to:
Be considerate and respect the opinions of others.
Respect authority.
Be polite, cooperative, and patient.
Be honest and trustworthy.
Be responsible, alert, and active.
Have the ability to solve problems without aggression.
Be punctual and committed to their job and students.

All staff members are committed to:
Carrying out the employer’s instructions concerning the execution of their duties
within the scope of work assigned to him/her.
Maintaining the tools, equipment, documents, or any other objects delivered to
him/her by the employer.
Respecting his/her managers and colleagues at work and cooperating with them
towards realizing the best interests of the school & students.
Observing the system set for maintaining the safety and security of the school.
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Complaints

Employees are expected to maintain good relations with colleagues, students, and
parents through mutual respect and consideration. Complaints on conduct will be
investigated by the Human Resources Department based upon an incident report
handed in to the School Director for approval. The School Director redirects it to the
attention of the Human Resources Department requesting a thorough investigation.
An appropriate action will be taken in accordance with the school's internal
regulations chart & Labour Law

Private Tutoring

Teachers are not allowed to give private lessons to any enrolled PNS students. The
school reserves the right to terminate the employability of a teacher if he/she is found
guilty of tutoring any of the PNS students.

Confidentiality

Sharing confidential information such as salary/allowances of employees, student’s
personal information, and information about administrative issues such as exam
marks with parents, colleagues, or outsiders is strictly forbidden. Any confirmed
breach of School Confidentiality policy will result in termination of the staff member.

Gift Acceptance

Employees are not permitted to accept any gift or favour from the parents/students
under any circumstances.

School Visitors

Receiving visitors at school without the permission of the school administration is
strictly forbidden.

Disciplinary Actions
As per the disciplinary chart of Egyptian Labour Law, a report of any disciplinary

action and a full incident report will be filed in the HR office & kept in the teacher's
personal file. A copy of the report will be submitted to the School Director’s office.

Madinaty Integrated Language Schools
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Employee offences that may warrant disciplinary actions
include, but are not limited to:

Reporting late to school, duty, or leaving the school
premises early without HR permission.

Having 3 late arrivals [This will be a 1-day deduction and
considered an absence].

Using abusive language towards your co-workers.
Failure to comply with school Rules and Regulations.
Refusal to obey work instructions and showing no respect e
for authority.

Showing aggressive behaviour.

Smoking on school premises.

Using mobile phones in the classroom.

An employee may be dismissed without notice if he/she:

Adopts a false identity or nationality.

Submits forged documents.

Makes a mistake causing massive financial loss to the
school.

Does not abide by the code of confidentiality.

Has been sentenced by a competent court for an offence
involving honesty, honour, or public morals.

Has consumed alcohol or illegal drugs during duty hours.
Has assaulted a colleague or another employee.

Does not abide to HSE laws & regulations.

Has been absent without informing the school
administration and without a valid reason for more than
20 non-consecutive days or more than 10 consecutive
days during the academic year.

1
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Section 3

Employee Benefits

Social Insurance

The Organization will deduct the contribution of Social Insurance (Employee Share)
from the employee’s gross salary and supply the amount at the end of each month to
the Social Insurance authority.

Medical Insurance Coverage

The Organization will provide medical Insurance coverage for employees in
accordance with the Organization's medical plan within Egypt.

School Transportation

Bus Routes with Meeting Points upon request and subject to availability of seats.

School Fees Concession

A staff member who has spent one year of service & choose to enrol their children
at PNS will be provided 20% discount of school fees after the child passes entrance
exam and after the approval granted by the School Director according to enrolment
availability. (Any additional expenses such as activity, books fees, examinations fees,
transport, uniform, food, trips, and so on will be paid by the employee)

School Nursery

The school operates a School Nursery which renders female employees a supervised
service for their infants and toddlers up to three years old at a reasonable fee subject
to availability.

Annual Leave

Non-Teaching staff are entitled to an annual leave of twenty-one [21] working days on
condition that they have completed six [6] months of continuous service at one of our
PNS schools in accordance with the Egyptian Labour Law.

If an employee has completed ten [10] years of socially insured service, then he/she

is entitled to an annual leave of thirty [30] working days. This is also applicable if the
employee has surpassed the age of fifty [50].

Teaching staff are entitled to take their annual leave only in the mid-year holiday or
during the summer holiday, not during the academic year in accordance with school
calendar.

Teaching staff are entitled to one [1] early excuse per term that does not exceed half

a working day in addition to one [1] day per term which will be paid. In this case, a
request should be submitted to the Stage Principal for approval and then the Human
Resources Department that will forward it to the School Director for final approval

Madinaty Integrated Language Schools 12
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Official Holidays

All employees shall receive a day off paid on official
holidays as determined by an official decree from
the applicable government ministry as follows:

January 7th [Coptic Christmas]

January 25th [Police Day]

April 25th [Sinai Liberation Day]

May 1st [Labour Day]

July 23rd [Revolution Day]

October 6th [Armed Forces Day]

Easter Day [*date to be determined]

Hijri New Year [*date to be determined]

Eid Al-Fitr [2 days] [*date to be determined]
Arafat Day [*date to be determined]

Eid Al-Adha [2 days] [*date to be determined]
June 30th [Revolution Day]

Note

Any holidays not outlined above in the official holidays will be applicable as
announced by the official respective Ministries decree.

Sick Leave

The Employee is entitled of sick leave after the completion of the probation period.
Sick leave will be considered only if the employee submits a medical certificate that
is stamped by the schools’ medical insurance provider or stamped by the Egyptian
Health Authority. In which case a quarter of a day will be deducted from his monthly
salary. If no document is provided, a full day will be deducted.

Compassionate Leave

Each employee is entitled to three [3] days paid compassionate leave in the event of
the death of a Ist degree relative [parent, spouse, sibling, or child]

Maternity Leave

After serving the school for one whole academic year [after ten months socially
insured], a female employee is entitled to three months of maternity leave, after or
before child delivery, with full pay.

Hajj Leave

After spending five [5] years of service in the school, the employee has the right to

one [1] month paid leave for Hajj. This paid leave is valid only once during the duration
of the Employee’s Insurance service.

Madinaty Integrated Language Schools 13
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Section 4

Policies and Processes

Teaching Staff Hiring Process

Staffing Request [48 Hrs.]

-HODs, POSs, and School
Director will determine
new staff [current or
future] requirements

In alignment with AY
Budget.

-Inform the HR
Department and
complete the request
form.

Accepting Job Offer

-Candidate sign his offer
and submit the hiring
documents requested
by HR.

-Candidate sign his
employment contract
with the school

h 4

New Employee Induction

-Induction period [7-14
days]

-HOD, POS, or function
head creates an induction
schedule and assigns a
mentor

Madinaty Integrated Language Schools

Screening

-HR will screen CVs for
interview followed by
an application form.
-Phone Interview [HR]
-One-to-One Interview
[HR]

Applicant will
complete a written
Subject Knowledge
Test

Job Offering

-Sending the offer

to the accepted
candidates

-Rejected Candidates:
HR will send regret
email

-On Hold Candidates:
HR will send an email
to hold for 2 weeks

Probation Period

-Employee will be
assessed during the
first 3 months of
employment.

‘New staff orientation
and induction

Staff Handbook

Evaluation [HR]

-Subject Knowledge Test |
result [above 70%]
-Discuss candidate
expectations.

-Explain job description
& school policy

-Explain Salary/benefits

h 4

Interviewing

-Forward shortlisted CVs
to the hiring manger.
-Set an appointment for
a live class demo.
-Upload the demo class
-Panel Interview

Confirmation

-HR department

will send probation
assessment form for the
POS, School Director
-POS, School Director
will decide either

to complete his
employment contract
-or terminate his
employment.

14
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@ Non-Smoking Policy

Passive smoking/second-hand smoke [breathing other people’s tobacco smoke]

has been medically proven to cause lung cancer and heart disease to non-smokers,
as well as many other illness and minor conditions. Therefore, it is PNS' duty of care
towards all those under our care to provide a healthy and smoke free environment.

PNS’' No Smoking Policy’s Purpose:

Provide PNS school students, staff, contracted staff, parents, and PNS school visitors
with a healthy and smoke-free environment.

PNS’' No Smoking Policy Responsibilities:

The School Director is responsible for ensuring the policy is implemented and
communicated

EEP HSE Manager is responsible for ensuring the policy is reviewed at regular
intervals

All employees and persons within the school are responsible for adhering to this

policy.
PNS’' No Smoking Policy Scope:

This Policy applies to everyone working for PNS Egypt schools [direct hired
employees or contractors working for PNS Egypt]

PNS’' No Smoking Policy:

All school premises are designated as smoke-free and have adequate signage to
inform employees and visitors of the smoke-free status of the buildings.
Smoking is not permitted within the school premises; this includes: all stairways,
corridors, washrooms, offices, rooftops, and outdoor areas.

Smoking is only permitted outside of the school premises.

Visitors and temporary staff are expected to abide by the terms of this policy. The
Front of House or other person greeting visitors or temporary staff will inform the
person of the content of this policy.

EEP HSE Manager will undertake reviews, as appropriate, as to the progress and
effectiveness of activities in compliance with this policy.

We thank you for your adherence to this policy. People who are found to be in
breach of this policy will be subject to disciplinary actions in accordance with PNS'
disciplinary rules and also in accordance with Egyptian Law of Prevention of Harmful
Smoking No. 154 year 2007.

Madinaty Integrated Language Schools 15
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GEMS Health, Safety, and Environment Department

Issued: May 21, 2019

GEMS HS Form 19 - Incident Notification and Investigation
dadl g A (8ol g Abail) - Guasas Aadladl g Aaall 19 73 gai

Staff Handbook

The following incident notification and investigation form must be completed
and submitted to the health and safety department. The purpose is to analyse the

incident and identify the root cause(s), leading to the implementation of corrective/
preventative actions.

School Date of Investigation
MJM\ ?“‘ (&8all) &Ju

Incident Date
EVENY Tk

Incident Time
il ‘L@J

Persons Conducting The Investigation
dalal) A (382310 1 9ald (e plani

Name of Injured Person
Glaall addd) au

Name & Details of Witnesses
PLRIN s wldl e Jualdly éwa\

Age
Oyl

RIVO/Phoenix
Incident NO

[ 58 ) AUAS e 45aad) o8
S g

INCIDENT TYPE
Laal) g o

[ JACCIDENT / &is g 68

[ JILLNESS / v

[ JNEAR MISS / culs s

[ JENVIRONMENTAL INCIDENT / 4 &da
[ ]SECURITY INCIDENT / 4sa &3ala

TYPE OF PERSON
INJURED
cladl paddll dia

[ |STUDENT /it

| |STAFF MEMBER/ s
il

[ JVISITOR/ 43

| |CONTRACTOR / Jskaa

INCIDENT SEVERITY
Asaal) 5oghd sda

DM|NOR/&M
DMAJOR/SJees
Dsmous/mhs:\ s

INJURY TYPE

) g 5

[ JFRACTURES / sus

| |DISLOCATION / @&

| |cUTS / LACERATIONS
A | b

| |BURNS /s

[ |SPRAIN / ¢153

[ |BRUISING / @S 3525

| |DROWNING / g

| |ELECTRIC SHOCK /
Aoy 2 araa

| JLoss oF
CONSCIOUSNESS /
=3 o)

| |FooD BORNE
ILLNESS / (% paud

| JOTHER/ s Al

16
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PROVIDE A SUMMARY OF THE INCIDENT

Lol ge padla 7 b 4LS ¢ly

PROVIDE A SUMMARY OF THE EVIDENCE WHICH WAS OBTAINED

lgle Jganll a3 Al gl ce paile S £la
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CAUSE OF THE INCIDENT - IDENTIFY THE UNSAFE ACTS/UNSAFE CONDITIONS/SYSTEM

DEFICIENCIES — USE THE FISHBONE (CAUSE AND EFFECT):
) ciiall) DA e Ealal) oo gada gl g JSUE Judant (LA 9 ) ASand) S Jahada aladiiudy

UNSAFE ACTS

Ol

[ ]PPE NOT WORN
dpadldl) 8 gl) Clara 143 )) ate

[ ]IMPROPER WORK
TECHNIQUE
Jarlly plus e glaad (Gpaka
HORSEPLAY/FOOLING
T [slia gia

DFAII_URE TO FOLLOW
PROCEDURE
Qg Y gl o 5 ,a8l axs
daaledd)

| |FAILURE TO USE GUARDS
380 Al e 58l ase
A a
INCORRECT LIFTING
Abla 48y jhy a8 )

| |OPERATING WITHOUT
TRAINING
G ey Jaaddl)

DOTHER (DESCRIBE)
sl sl s - g A

UNSAFE CONDITIONS

el e gl
SPILLAGES
Qo 392

| | DAMAGED FLOORING
Sl ) A aliagag

| |IMPROPER STORAGE
s hld 0 3A5 G sl
POOR HOUSEKEEPING
Aol Alles 3oUS pxe

| | DAMAGED EQUIPMENT
Gfarally (ali agag

| |EXCESSIVE NOISE
Bl pla g 3929

| | DEFECTIVE TOOLS/
EQUIPMENT
Cilaral) [ g1 A e agag

[ ]INADEQUATE LIGHTING
Lia & Bsliaa) 2529

|| CONGESTED WORK AREA
Janl) dahia alan)
FIRE / Gaus Juidl

SYSTEM DEFICIENCIES
il & JI 352
|| LACK OF FORMAL
PROCEDURE
oy £ A A5y pe
NO TRAINING
Ul g pe
[ ] LACK OF PLANNING
bubidl) ase
|| NO RISK ASSESSMENT
[ ] LACK OF MAINTENANCE/
PPM
dalade 4018 g Allua 3929 ass
|| UNSAFE DESIGN
Gal s paaal
[ ] PRESSURE/WORK
DEMANDS
Jas Lis
|| POOR SUPERVISION
246, Ginia

| |OTHER (DESCRIBE)
sl £l s - 5 A

| | OTHER (DESCRIBE)
sl £l s - AN

LIST THE ROOT CAUSES
L) lpa) LS gl

1.
2.

CORRECTIVE ACTION PLAN - THE ROOT CAUSES & OTHER CAUSES MUST BE CORRECTED

da il Janl) dad

OBSERVATION
GBaadal)

ACTION BY WHO

a3 &1 2

A e J ghenal)

SUBMITTED TO THE HSE DEPARTMENT ON
g.at;\.‘\g:ﬁ\ O g dadld) g danal) 5 )Y Adagall ol

SAFETY DEPARTMENT REVIEW & APPROVE BY
311 JA1a O Ale 483) gal) g daal jally alB

Staff Handbook
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Staff Handbook

Staff Pledge

By signing the form below, the employee confirms that that they have received and
understand the contents of the Staff Handbook. The employee also pledges to abide
by the policies included in this book and accepts full responsibility for any action that
does not comply with them.

IT an employee has any question or concern, they should be forwarded to the Human
Resources Department or to the Head of Section. As always, we appreciate your
assistance, and we value your support.

Sincerely,

PNS Education Schools

Handbook Acknowledgment Receipt

Date:

[, ,acknowledge that | have received the PNS
Staff Handbook, and that | am responsible for reading, understanding, and following
the rules and other information contained in this handbook, as well as, all other
policies forwarded to me in official memos.

Employee Name:

Signature:

Position:
Date:

This form should be signed and submitted to the Human Resources Department.
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Section 5

Induction, Professional Development, Observations, and Assessments

Staff Handbook

Meetings and Induction

As with all new employees, they need some time to get acquainted with some of
the processes and policies of their new employment. As such, we have organized a

schedule for meetings and workshops to be relevant for all employees.

Introduce general rules

expectations

General orientation and regulations, distribute Administrative and Ist week
meeting Staff Handbook, and Academic staff
stationary

Workshops Practical training All staff Ist week
To orient teacher with

School tour school premises and New teachers Ist week
facilities

] ) To introduce staff to all )

Section Meeting Section members and set | Academic staff 1st week
Section expectations

Department/grade-level To int(oduce staffto ;

me%ting /9 specific academic Academic staff 1st week

Section meeting Follow up on section Academic staff Throughout
expectations year
Department/grade-level Follow up on specific Academic staff Throughout
meeting academic expectations year
To pair new teacher with Throughout
School tour continuing teacher for New teachers year 9
guidance and support.
Madinaty Integrated Language Schools 20
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Professional Development

Continuous Professional Development

Workshops Professional Learning Community
Training Conferences Lesson Study and Meetings
Group Planning

External Abroad .

Sharing Best Peer Observation
Internal Local Practices

Co-Teaching Learning Walks

Purpose:

Continuous professional development [PD} seeks to improve the quality of teaching and learning
through keeping teachers up to date on the latest educational strategies on how students learn,
emerging technology tolls for the classroom, and new curriculum resources. The professional
development in our school is ongoing, experiential, collaborative, and connected to and derived from
working with students, understanding their attitude, aptitude and their academic performance data
for better learning experience.

Process:

The school integrates three strategic directions for setting the PD plan: departmental and individual
needs, Egypt Vision 2030, and other recommendations. All teachers take an active part in attending
seminars, workshops, and trainings.

Product:

At our school, effective PD affects student. Therefore, students’ learning and achievement increase
when teachers engage in effective professional development focused on the skills teachers need in
order to address students’ major learning challenges.

Impact:

To measure the desired impact of PDs, teachers are continuously requested to submit a self-reflection
after each PD explaining who he/she is going to implement what was learned/acquired in the
classroom. This can be monitored through learning walks and evaluating lesson plans regularly.

Teacher Observations

1.To observe the learning of individual learners and/or groups of learners:
Tracking progress of individuals and/or groups across the curriculum
Note learners’ experiences in different settings
To ensure that the schools are implementing three strategic directions for the upcoming academic
year

2.To follow up on the impact of professional development:
- Sharing effective practice
Shared learning and collaborative development
Peer observation/formal observation
As part of coaching and mentoring arrangements
Specialist guidance or advice — such as on teaching technigues, curriculum area, use of ICT
equipment

3.To monitor the quality of teaching:
As part of the annual performance management cycle
As part of the statutory induction process for newly hired teachers
For the purposes of making judgements about learning and teaching in the school as a whole
As part of inspection arrangements

Madinaty Integrated Language Schools 21
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Planning & Meeting with Teachers

Familiarize all teachers with the classroom observation form, and
the international domains of observation during the induction
weeks.

Answer all teachers’ questions.

Heads of Departments, Stages Principal, School Director and the
Academic Director are to schedule at least 5 classroom visits per
week, totaling a minimum of 20 combined classroom observations
per week by all personnel.

Classroom Observation
Form and Standards.

Classroom Observations
Dated Tracker.

We

ekly Classroom Observations Procedure

The observer visits a teacher’s classroom and fills out the Classroom
Observation Form, including final comments with constructive
feedback.

Feedback to teachers should include informative suggestions

for improvement, such as: Research-supported best teaching
strategies, Links to online resources, Articles and educational
resources

Data is collected digitally for data analysis.

The teacher receives a copy of the classroom observation response.
The teacher uses the form as a reflection tool to identify areas of
strength and areas for development.

The teacher takes proactive steps in discussing the responses

with the observer, to set goals, and to explore the recommended
resources/strategies.

If the observer needs to schedule a post-observation meeting with
the teacher, he/she should schedule the meeting within 48 hours
of the class visit, to discuss concerns and urgent feedback.

In case of urgent intervention, the observer must schedule a
timeline for the teacher to make the recommended changes and
should monitor progress through post-observation visits.

Classroom Observation
Form and Standards.

Classroom Observations
Dated Tracker.
Classroom Observation
Form.

Data analysis sheet.

Scheduled meetings/
minutes of meeting.

Follow Up on Recommendations

It is the responsibility of all HODs, SP, the School Director and the
Academic Director to read every classroom observation report and
to follow up with classroom visits to monitor the progress of each
teacher.

The Classroom Olbservation Tracker should ensure that every
teacher is receiving consistent and regular classroom observation
visits from the line managers, with more visits in cases of
recommended follow-up and monitoring.

Classroom Observations reports are to become a regular

weekly meeting agenda item in MLT/SLT meetings with clearly
documented minutes of meetings.

Classroom Observation
Tracker.

Weekly MLT/SLT
minutes of meetings

of:

Documentation

Classroom Observation reports are documented to support decisions

Contract renewal/annual increments.

Coaching and monitoring.

Identifying professional development needs.

Addressing concerns.

Creating a School Improvement Plan.

Sharing teachers' best practices among the Professional Learning
Community.

Classroom Observations
reports.
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Effective Learning Environments Observation Tool (eleot® 2.0)

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

GCrade
Date School City
Time
IN Out That apply: Beg Mid End
Subject observed
Very Somewhat Not
Evident
Evident Evident Observed
A. Equitable Learning Environment:
1. Learners engage in differentiated learning opportunities and/or activities that meet their 4 3 2 1
needs
2. Learners have equal access to classroom discussions, activities, resources, technology, and 4 3 2 1
support
3. Learners are treated in a fair, clear and consistent manner 4 3 2 1
4. Learners demonstrate and/or have opportunities to develop empathy/respect/appreciation 4 3 2 1
for differences in abilities, aptitudes, backgrounds, cultures, and/or other human
characteristics, conditions and dispositions
B. High Expectations Environment:
1. Learners strive to meet or are able to articulate the high expectations established by 4 3 2 1
themselves and/or the teacher
2. Learners engage in activities and learning that are challenging but attainable 4 3 2 1
3. Learners demonstrate and/or are able to describe high quality work 4 3 2 1
4. Learners engage in rigorous coursework, discussions, and/or tasks that require the use of 4 3 2 1
higher order thinking (e.g., analyzing, applying, evaluating, synthesizing)
5. Learners take responsibility for and are self-directed in their learning 4 3 2 1
C. Supportive Learning Environment:
1. Learners demonstrate a sense of community that is positive, cohesive, engaged, and 4 3 2 1
purposeful
2. Learners take risks in learning (without fear of negative feedback) 4 3 2 1
3. Learners are supported by the teacher, their peers and/or other resources to understand 4 3 2 1
content and accomplish tasks
4. Learners demonstrate a congenial and supportive relationship with their teacher 4 3 2 1
D. Active Learning Environment:
1. Learners' discussions/dialogues/exchanges with each other and the teacher predominate 4 3 2 1
2. Learners make connections from content to real-life experiences 4 3 2 1
3. Learners are actively engaged in the learning activities 4 3 2 1
4. Learners collaborate with their peers to accomplish/complete projects, activities, tasks and/or 4 3 2 1
assignments
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E. Progress Monitoring and Feedback Environment:
1. Learners monitor their own learning progress or have mechanisms whereby their learning 2 1
progress is monitored
2. Learners receive/respond to feedback (from teachers/peers/other resources) to improve 2 1
understanding and/or revise
3. Learners demonstrate and/or verbalize understanding of the lesson/content 2 1
4. Learners understand and/or are able to explain how their work is assessed 2 1
F.  Well-Managed Learning Environment:
1. Learners speak and interact respectfully with teacher(s) and each other 2 1
2. Learners demonstrate knowledge of and/or follow classroom rules and behavioral 2 1
expectations and work well with others
3. Learners transition smoothly and efficiently from one activity to another 2 1
4. Learners use class time purposefully with minimal wasted time or disruptions 2 1
G. Digital Learning Environment
1. Learners use digital tools/technology to gather, evaluate, and/or use information for learning 2 1
2. Learners use digital tools/technology to conduct research, solve problems, and/or create 2 1
original works for learning
3. Learners use digital tools/technology to communicate and/or work collaboratively for learning 2 1
Madinaty Integrated Language Schools 24
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Teacher Performance Management System

At Prime International Language Schools, we follow a 360-appraisal procedure to
ensure that every teacher engages in a self-evaluation process, as well as evaluations
conducted by line managers, twice per year. At PNS we strive to build capacity and
provide multiple opportunities for our staff to continuously reflect on performance
and set goals for professional development and growth.

The process includes the following steps:

1. Planning & Staff Meetings Evaluation Form
ldentify the main domains for teachers. Discuss
them and answer any questions during the Schedule log

induction weeks.

Discuss the 360-appraisal process and procedures
with the teachers, clarifying the line managers
involved in the appraisal as indicated on the
evaluation form.

Create a schedule of the required meetings to
complete the process on the school calendar

semesterly

2.Self-evaluation and Goal Setting Self-evaluation Form
Teacher to complete the self-evaluation form in
the designated domains and identify personal Goal-setting plan
professional goals. Goals must relate to the School
Improvement Plan and the school vision. Schedule log

Teacher to collect all related evidence and artifacts
to support his/her self-evaluation.

Teacher to schedule a pre-evaluation meeting with
the HOD as indicated on the evaluation form, to
discuss the next step of the appraisal procedure.

3.Formal Evaluation by First Line Manager (HOD) Pre-evaluation meeting
Pre-evaluation meeting: A detailed meeting is held and minutes of
pbetween the teacher and the HOD as indicated on meeting.
the evaluation form. In this Evidence, artifacts and
meeting, the two parties discuss the teacher's self- data of the evaluation.
evaluation, the artifacts and goals that he/she has
set for him/herself. Post-evaluation
Evaluation: The HOD takes time to evaluate the meeting and minutes
staff member through observations, monitoring, of meeting.
collection of evidence/artifacts and notes. The HOD
fills out the evaluation form and documents all Schedule log.
artifacts.

Post-evaluation meeting: A detailed meeting is
held between the teacher and HOD to discuss
the evaluation domains, artifacts and constructive
feedback.
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4. Formal Evaluation by Second Line Manager
(Stage Principal) and Academic Director

The teacher follows the same procedure outlined
above but with the SP and then with the Academic
Director as indicated on the evaluation form.

Pre-evaluation meeting
and minutes of
meeting.

Evidence, artifacts and
data of the evaluation.

Post-evaluation
meeting and minutes
of meeting.

Schedule log.

5. School Director/Cluster Lead Completion of the
Evaluation
The School Director receives the staff evaluation
form and all related artifacts and data.
The School Director meets with the line managers
to discuss the staff evaluation process and
outcomes.
The School Director finalizes the final report with
comments and signature.
The School Director meets with the teacher for
transparent constructive feedback about areas of
strengths and areas for improvement.
The School Director provides the teacher with the
necessary support and tools to achieve the set
goals.

Evaluation form.

Meeting with line
managers. Minutes of
meeting.

School Director
comments.
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PNS Teacher Appraisal Standards

Staff Handbook

Teacher Name

ID

Hiring Date

Stage

Subject

Grade

Evaluation Key

1. Exemplary: The teacher goes far and beyond the standard expectation,
demonstrating full mastery. He/she is an exemplar to colleagues.

2. Distinguished: The teacher meets the standard with distinction and consistency.
3.Basic: The teacher shows basic demonstration of the standard expectations.

4. Needs improvement: There is a need for improvement to reach basic
demonstration of the standard.

5. Unsatisfactory: Performance on this standard is poor and requires significant
attention.

Domain

1. Knowledge of Student Learning Teacher | HOD | AD POS

1.1 Demonstrates knowledge and understanding of students and
how they learn.

1.2 Understands the learning strengths and needs of students
from diverse linguistic, cultural, religious and socioeconomic
backgrounds, and implement teaching and learning strategies
that are responsive to those needs.

1.3 Demonstrates an awareness of the physical, social and
intellectual development of students and knows how to adapt
teaching to progress their learning.

1.4 Understands the needs of all students, including those with
disabilities, special educational needs, or high achievers and uses
appropriate teaching approaches to engage and support them in
their learning.

2. Subject Knowledge, Curriculum Content and Delivery Teacher | HOD | AD POS

2.1 Has secure subject and curriculum knowledge and uses it to
plan coherent learning programs and lessons.

2.2 Knows how to teach subject and curriculum content using
teaching strategies and learning activities that motivate and
engage students to learn.

Madinaty Integrated Language Schools
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2.3 Knows when and how to differentiate learning to meet the
needs of students.

2.4 Demonstrates an understanding of and takes responsibility
for promoting high standards of literacy and numeracy.

2.5 Demonstrates effective use of digital technologies to support
teaching and learning.

3. Professional Teacher Values and Attributes Teacher | HOD | AD POS

3.1 Has high expectations of all students and demonstrates a
commitment to their learning, personal growth and well-being.

3.2 Adopts high standards of behaviour in his/her professional
role and maintains up-to-date knowledge and understanding of
the professional duties of teachers and the statutory framework
they work within.

3.3 Contributes to the development, implementation and
evaluation of policies and practice of the workplace, including
those designed to promote equality of opportunity.

3.4 Demonstrates ethical conduct, marked by personal integrity,
respect for others and fairness in their interactions with
students, colleagues, parents and those in the wider community.
4. Professional Relationships that Support Teaching and Teacher | HOD | AD POS
Learning

4.1 Establishes fair, trusting, supportive and constructive working
relationships with students to progress their learning and
achievement.

4.2 Works effectively with colleagues to develop the curriculum
and enhance the learning and well-being of students.

4.3 Collaborates with colleagues to share new ideas about
teaching and learning to improve subject and professional
knowledge and practice.

4.4 Establish professional relationships with colleagues in other
institutions, professional bodies and educational organisations,
to develop professional practice.

5. Effective Planning, Teaching, Learning and Assessment Teacher | HOD | AD POS
Practices

5.1 Plans effective lessons that meet the lesson plan criteria.

5.2 Sets explicit, challenging and achievable learning goals for all
students.

5.3 Uses an appropriate range of teaching strategies, learning
activities and resources which develop the students’ required
knowledge, skills and understanding, and which promote
equality and inclusion.

5.4 Develops new learning by building on students’ previous
knowledge and provide opportunities for the new learning to be
applied so the required learning outcomes are met and progress
in learning is sustained.
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5.5 Uses effective communication skills and adapts the language
to suit the students, introducing new ideas and concepts clearly
using explanations, questions and discussions effectively.

5.6 Uses a mixture of individual, pair and group work activities to
meet the needs of all students.

5.7 Makes effective use of formative and summative assessment
to support student learning and monitors levels of achievement
and attainment.

5.8 Uses the outcomes of assessment to identify students’
learning needs, sets targets for improvement, and plans for
future teaching and learning interventions.

5.9 Provides students, colleagues, and parents with timely,
accurate and constructive feedback on students’ progress in
learning, attainment and areas for development.

6. Innovative and Effective Classroom Practice Teacher | HOD | AD POS

6.1 Works with colleagues to develop sequences of learning that
result in a coherent, holistic, and progressive curriculum.

6.2 Critically engages with recent developments in subject
knowledge, learning and international good practice, and applies
new ideas and approaches to improve the quality of teaching and
the students’ learning.

6.3 Uses active learning approaches and activities that encourage
students to ‘think hard’ for themselves so they are challenged,
and their learning extended.

6.4 Create a classroom culture where students are encouraged
to: work cooperatively and collaboratively; be prepared to take
intellectual risks and ownership of their own learning; be open to
new ideas and welcome new challenges.

6.5 Uses a variety of teaching and learning strategies that
encourage development of the students’ problem solving,
metacognition, critical and creative thinking skills.

6.6 Evaluates learning methodologies and their own teaching
using reflective practice and evidence from different sources,
including student feedback, to inform planning and to improve
future teaching and learning.

7. Creates and Maintains a Safe and Inclusive Environment Teacher | HOD | AD POS

7.1 Establishes a safe and stimulating learning environment for
all students that is rooted in mutual respect.

7. 2 Implements clear rules and routines for behaviour in
classrooms and promotes good and courteous behaviour both in
classrooms and around the school.

7.3 Manages challenging behaviour effectively by establishing
clear ground rules and expectations of student conduct, applies
rules and expectations consistently, and addresses all discipline
issues promptly and fairly.

7.4 Uses a variety of strategies to support the safe, responsible
and ethical use of digital technologies in learning and teaching.

8. Professional Engagement with Families and Communities Teacher | HOD | AD POS/HR
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8 .1 Establishes collaborative relationships with parents
regarding their children’s learning and well-being, and plans for
appropriate and contextually relevant opportunities for them to
be involved in their children’s learning.
8.2 Reports clearly, accurately and respectfully to parents about
student achievement and well-being using accurate and reliable
records.
8.3 Participates in community networks and forums to develop
knowledge and improve professional practice and the
educational outcomes of students.
8.4 Makes a positive contribution to the wider life and ethos of
the school.
9. General Code of Conduct (160 Marks) Teacher | HOD | AD POS/HR
Attendance (40 Marks)
Punctuality (40 Marks)
Professionalism (40 Marks)
PILS Attributes (40 Marks)
TOTAL /360 /360 /360

Teacher’s Signature: Date:
Head of Department’s Signature: Date:
Head of Stage's Signature: Date:
School Director’s Signature: Date:

School Director’s Comments Date:
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Target Setting & Evaluation Form for Band 3 (Managers)

TARGET SETTING & EVALUATION FORM FOR BAND 3

Staff Handbook

Employee Name:

Period :

ID Number :

School/BU:

Current Position :

BISM Financial Targets

Evaluating Manager :

% Weighting

Achievement in

Targets

Individual Targets

Needs to Meets

Threshold 100% Max. (40%) % of Target Remarks

Enrolments 4% 0%

Enrolments 4% 0%

Revenue Growth 8% 0%

EBITDA Growth 8% 0%

Collection 8% 0%

Setstacion ey % 0%

Parents Satisfaction Survey 4% 0%

Achievement Rate For

School/BU Financial 40.0% 0.0%

Individual Targets

0 Lo
e Improve Standards Exceeds % Weighting Achievement in
Target Description Remarks
% of Target
0% - 75% 76% -100% | 101% - 125% (60%)
10% 0%
10% 0%
10% 0%
10% 0%
10% 0%
10% 0%
Achievement Rate For 60% 0%

Overall Performance Assessment 0.0%
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Development Plan (areas of future
development based on previous year Recommended Development Tools + Timeline

assessment of tasks, additional achievements (training, job rotation, conferences, computer based training)
and competencies)

Manager's general comments regarding employees potential

Annual Targets Have been discussed

Signature/Date (Employee):

Signature/Date (Evaluating Manager):
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Target Setting & Evaluation Form for Band 1 & 2 (Non-Managers)

TARGET SETTING & EVALUATION FORM FOR BANDS 1 & 2

Employee Name:

Period :

Staff Handbook

ID Number :

School/BU:

Current Position :

BISM Financial Targets

Evaluating Manager :

Targets
Individual Targets

Target Description

Needs to
Improve

Meets
Standards

Exceeds

0% -75%

76% - 100%

101% - 125%

%
Weighting
(60%)

Achievement
in % of Target

o

Threshold 100% Max. Weig/I:ting .Aihievement Remarks
(40%) in % of Target

Enrolments 3% 0%

Enrolments 3% 0%

Revenue Growth 6% 0%

EBITDA Growth 6% 0%

Collection 6% 0%

Employee Retention / Satisfaction Survey 3% 0%

Parents Satisfaction Survey 3% 0%

Achievement Rate For School/BU Financial 30.0% 0.0%

Remarks

Team Work

People demonstrating this competency build

relationships with peers and others who are not in the line of
command that positively impact business performance.

14%

0%

Communication Skills

People demonstrating this competency have the ability to
express opinion & observation verbally & in writing in a
constructive manner & mediate in conflict situations.

14%

0%

Problem Solving

People demonstrating this competency identify problems,
gather relevant information, prioritize feasible options to take
appropriate decisions in a timely manner.

14%

0%

Accuracy and Quality of Work

People demonstrating this competency drive for improvement
of Professional Knowledge & Skills, possess, update and
apply skills and knowledge required to perform the duties.

14%

0%

Professional Discipline

People demonstrating this competency demonstartes high
level of autonomy and accountability, governed by standards
and ethics

14%

0%

Achievement Rate For Individual Targets

Overall Performance Assessment

70%

0%

0.0%
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Development Plan (areas of future development based on previous
year assessment of tasks, additional achievements and
competencies)

Recommended Development Tools + Timeline

(training, job rotation, conferences, computer based training)

Manager's general comments regarding employees potential

Annual Targets Have been discussed

Signature/Date (Employee):

Signature/Date (Evaluating Manager):
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The following incident notification and investigation form must be completed
and submitted to the health and safety department. The purpose is to analyse the
incident and identify the root cause(s), leading to the implementation of corrective/

preventative actions.

Al Jalal Sl 5 dnaall aud ) 4nnsiiy i sall 8 Gl s il 73 pai 138 o e i

A ) 40 1) A gmaail) Cle) Y1 AR5 25 ey Ll ) Jsaa gl 5 ) gal)

School Date of Investigation
MJM\ ?“‘ (&8all) &Ju

Incident Date
EVENY Tk

Incident Time
il QEJ

Persons Conducting The Investigation
dalal) A (382310 1 9ald (e plani

Name of Injured Person
Glaall addd) au

Name & Details of Witnesses
PLRIN s wldl e Jualdly éu.u\

Age
Oyl

RIVO/Phoenix
Incident NO

[ 58 ) AUAS e 45aad) o8
S g

INCIDENT TYPE
Laal) g o

[ JACCIDENT / &is g 68

[ JILLNESS / v

[ JNEAR MISS / culs s

[ JENVIRONMENTAL INCIDENT / 4 &da
[ ]SECURITY INCIDENT / 4sa &3ala

TYPE OF PERSON
INJURED
claal jaddll dda

| |STUDENT /it

| |STAFF MEMBER/ s
C,;J.él.d\

[ JVISITOR/ 43

| |CONTRACTOR / Jskaa

INCIDENT SEVERITY
Asaal) 5oghd sda

DM|NOR/&M
DMAJOR/SJees
Dsmous/mhs:\ s

INJURY TYPE

i g i

[ JFRACTURES / sus

| |DISLOCATION / @&

| |cUTS / LACERATIONS
A | b

| |BURNS /s

[ |SPRAIN / ¢153

[ |BRUISING / @S 3525

| |DROWNING / g

| |ELECTRIC SHOCK /
Aoy 2 araa

| JLoss oF
CONSCIOUSNESS /
=3 o)

| |FooD BORNE
ILLNESS / (% paud

| JOTHER/ s Al
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PROVIDE A SUMMARY OF THE INCIDENT

Lol ge padla 7 b 4LS ¢ly

PROVIDE A SUMMARY OF THE EVIDENCE WHICH WAS OBTAINED

lgle Jganll a3 Al gl ce paile S £la
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CAUSE OF THE INCIDENT - IDENTIFY THE UNSAFE ACTS/UNSAFE CONDITIONS/SYSTEM

DEFICIENCIES — USE THE FISHBONE (CAUSE AND EFFECT):
) ciiall) DA e Ealal) oo gada gl g JSUE Judant (LA 9 ) ASand) S Jahada aladiiudy

UNSAFE ACTS

Ol

[ ]PPE NOT WORN
dpadldl) 8 gl) Clara 143 )) ate

[ ]IMPROPER WORK
TECHNIQUE
Jarlly plus e glaad (Gpaka
HORSEPLAY/FOOLING
T [slia gia

DFAII_URE TO FOLLOW
PROCEDURE
Qg Y gl o 5 ,a8l axs
daaledd)

| |FAILURE TO USE GUARDS
380 Al e 58l ase
A a
INCORRECT LIFTING
Abla 48y jhy a8 )

| |OPERATING WITHOUT
TRAINING
G ey Jaaddl)

DOTHER (DESCRIBE)
sl sl s - g A

UNSAFE CONDITIONS

el e gl
SPILLAGES
Qo 392

| | DAMAGED FLOORING
Sl ) A aliagag

| |IMPROPER STORAGE
s hld 0 3A5 G sl
POOR HOUSEKEEPING
Aol Alles 3oUS pxe

| | DAMAGED EQUIPMENT
Gfarally (ali agag

| |EXCESSIVE NOISE
Bl pla g 3929

| | DEFECTIVE TOOLS/
EQUIPMENT
Cilaral) [ g1 A e agag

[ ]INADEQUATE LIGHTING
Lia & Bsliaa) 2529

|| CONGESTED WORK AREA
Janl) dahia alan)
FIRE / Gaus Juidl

SYSTEM DEFICIENCIES
il & JI 352
|| LACK OF FORMAL
PROCEDURE
oy £ A A5y pe
NO TRAINING
Ul g pe
[ ] LACK OF PLANNING
bubidl) ase
|| NO RISK ASSESSMENT
[ ] LACK OF MAINTENANCE/
PPM
dalade 4018 g Allua 3929 ass
|| UNSAFE DESIGN
Gal s paaal
[ ] PRESSURE/WORK
DEMANDS
Jas Lis
|| POOR SUPERVISION
246, Ginia

| |OTHER (DESCRIBE)
sl £l s - 5 A

| | OTHER (DESCRIBE)
sl £l s - AN

LIST THE ROOT CAUSES
L) lpa) LS gl

1.
2.

CORRECTIVE ACTION PLAN - THE ROOT CAUSES & OTHER CAUSES MUST BE CORRECTED

da il Janl) dad
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OBSERVATION ACTION BY WHO TARGET DATE
claadial) P> LIPIBENY LAWY e J gheal) Jandl £lgdl) g )
SUBMITTED TO THE HSE DEPARTMENT ON
g.at;\.‘\g:ﬁ\ O g dadld) g danal) 5 )Y Adagall ol
SAFETY DEPARTMENT REVIEW & APPROVE BY
311 JA1a O Ale 483) gal) g daal jally alB
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