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“Before anything else, preparation is the key to success.” — Albert Einstein 

“Education’s purpose is to replace an empty mind with an open one. — Malcolm Forbes 

“A bad teacher complains, an average teacher explains, a good teacher teaches, a great 

teacher inspires.” 

— H. Narasimhaiah 

“Success comes in cans not in can’ts” — Unknown 

I hear and I forget. I see and I remember. I do and I understand. — Confucius 

“If you have an apple and I have an apple, and we exchange apples, we both still only 

have one apple. But if you have an idea and I have an idea, and we exchange ideas, we 

each now have two ideas. — George Bernard Shaw 

“Give a man a fish and you feed him for a day. Teach him how to fish and you feed him 

for a lifetime. — Lao Tzu 
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I. Rules and Regulations for Teachers 

 
 

The following rules and regulations of International Jubilee Private School apply to each 

Homeroom\Classroom\Subject\Assistant Teacher employed at this Institution, Strict measures will 

be carried out should any Teacher not abide by which are listed below: 

 

1. Each Teacher must arrive at the school at 7:00 am and no later than 7:00 am 

Kindergarten teachers no later than 7:00 am and Assistants no later than 7:00 am 

(All Teachers have Supervision Duty employees at 7:00 am and not later than 7:00 am) 

and sign the attendance Sheet at the secretary Office. One every Second late arrival 

the school will follow the UAE Ministry of labor law about salary deduction. And the 

late duty teacher will be followed according to ADEC Safety regulation making sure that 

the school will not allow for any low breaches that affect students’ safety and Security. 

 

2. Leaving time is at 3:00 pm, only in case if teacher has finished her work or her 

preparation of lessons, materials, students’ books and notebooks (Remarking the 

student’s work and HW should be on daily bases to give the student daily feedback to 

improve his work). This one hour from 2:00-3:00 pm so essential to plan lessons, 

resources and programs one team with your Coordinator or Head of Department. 

Making sure that this one hour is not a lunchtime, no lunch orders will be allowed. 

 

3. Every Teacher has to lead or participate effectively in an extracurricular activity or a 

club at least once a week up to 3:30 pm, but not more than twice a week. 

 

4. Every teacher must participate and attend all the school activities related to the 

students and parents engagement effectively. 

 

5. Every teacher should lead and accompany (Supervise) her class trips and make sure 

the students are 100% safe and a way of danger or unsafe situation. And should follow 

the trip route done by the school supervisor and social worker according to ADEC 

Permit. 

 

6. Each Teacher must attend every morning Assembly and respect UAE National Anthem 

according to UAE Regulations. It is the duty of the Classroom Teacher to take the 

attendance and check the uniform and hygiene of his/her students at this time. Any absence, 

etc. must be reported to the Supervisor at the end of the assembly. 

 

7. No teacher should chew gum at any time on the School premises, neither at any time, 

any where during the regular hours of 7:00 am -3:00 pm. Eating and drinking coffee, tea, 
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juice is prohibited in all school supervision areas, and classrooms, and it is allowed only in 

the teachers’ room. 

 

8. No mobile phones are allowed to be used on the school grounds except the teacher's room 

only, and it should be kept out the assessment time and rooms. And it is not allowed to use 

the school Telephone for private issues. 

 

9. Teachers are not allowed to make any personal photocopies from the school machines. 

Teacher needs Principal or Coordinator approval sign before (if the paper for the School 

academic purposes only). 

 

10. Each Teacher must wear the formal school uniform for teacher (Same Model agreed). And it 

must be in a great condition of sewing and avoid being tight. For who is wearing the hair 

cover; must have light color and lack of prints or stripes and the dark or black hair cover is 

not allowed (Light hair cover colors only accepted). The shoes must be closed and black 

color. Sandals, slippers, are not allowed at all.   

 

11. No teacher is allowed to make any kind of physical contact with any student, regardless of 

gender, age or nationality. Even a positive (pat on the back) is not allowed. The same kind 

of supportive message may be made verbally. THERE IS STRICTLY NO VERBAL 

ABUSE OR PHYSICAL PUNISHMENT (no matter how slight) IS STRICTLY NOT 

ALLOWED BY ANY TEACHER TO BE USED AGAINST ANY STUDENT(s) FOR ANY 

REASON. The school is following ADCE Professional code of Conduct. 

 

12. No remark, joke, comment or innuendo regarding the physical side of life in General or the 

married life of the teacher is allowed to pass between any student\teacher at anytime, 

anywhere either on the school premises or on buses during travel to and from school. 

Furthermore, Teachers should refrain from any political discussion in the classroom. 

 

13. Each teacher has to assume the responsibility of (DUTY TEACHER) as assigned to her by 

the administration. While performing the duty, it is the teacher’s responsibility to walk 

around her assigned location during the Morning, Break or waiting room duty in order to 

properly supervise and prevent any mishap from occurring. Should any incident occur due 

to the teacher's negligence, the teacher will be requested and have a warning letter from the 

administration and the teacher will have a deduction from her Salary.  

 

14. Discipline is to be meted out according to school policy that follows the Ministry of 

Education law (MOE). Detention carried out the break is not allowed. To punish the 

student and get him out is prohibited. 

 

15. No teacher is allowed to be absent or late from any of the school functions or duty or any of 

the Parent-Teacher Conferences, except in case of death of an immediate Family member. 
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No other reason will be accepted by the administration and any absence will result in a two-

day’ deduction from month Salary. 

 

16. The sick leave must be attested (Stamped) from Seha (HAAD) and the sick leave during the 

probation period is deducted and must be given to the secretary to be approved by the 

Principal. No leaves will be approved for any Thursdays or Sundays and any absence on 

these days will result in deduction including the weekend days of Friday and Saturday. 

 

17. The personal telephone numbers of any School teachers or staff or administrators are not 

allowed to be exchanged between teachers except by the person holding that number. 

Furthermore, it is a school policy that no personal telephone number of any teacher or staff 

or administrator  member may be given out to the parents. 

 

18. No teacher is allowed to conduct any kind of celebration (birthday, new baby, etc) on the 

school premises without the approval of the principal. And the approval must be before 48 

hours. 

19. No gifts, loans of money, snacks, souvenirs or treats of any kind to be given by teachers to 

students or vice versa. (Flowers only are accepted to be given to the teachers from the 

students). 

20. Teachers are not allowed to hold any class tests other than scheduled weekly subject tests 

set by the administration. Any student who has missed a class test must write it in the head 

or supervisor office at discretion of the administration regarding the time and the day. 

 

21.  No period during the hours of 7:15 am – 3:00 pm, are allowed to be used by any teacher for 

practice or rehearsal with the students for any upcoming School function or ceremony. Even 

if a regular teacher is absent by chance, the proper substitution procedure is to be 

implemented during the said period. 

 

22. Each teacher is expected to exercise discretion and display loyalty to The School and its 

administration both in word and deed during (and following) her service to the institution. 

 

23. The teacher’s weekly/daily plan must be submitted to the Coordinator by email every Monday 

before 3:00 pm for the coming week plan. 

 

24. Photocopying or printing of worksheets, quizzes or any printed materials should be submitted to 

the office or e-mailed to us at least two days before the scheduled date. It should be properly 

labeled (date and grade/level) and must carry the school name and logo as the school official 

heading. 

 

25. All Exam papers and Revision sheets must be submitted on or before the scheduled dates of 

submission.   
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26. Notify the administration, at least week before, on the use of the Activity Center or Science 

Laboratory to avoid conflicts on the schedule of teachers who are planning to use these rooms. 

  

27. Requests for the materials (especially for the experiments) should be made a week before.  

Hence, all requests will depend on the principal’s approval.  Request forms must be filled up and 

should be submitted to the coordinator. 

 

28. All teachers are expected to use English Language as a medium of communication, except in 

Arabic subjects, at all times and anywhere within the school premises. Speaking other language, 

aside from English, is strictly discouraged to set good examples to the students. 

 

29. Observe cleanliness and orderliness within your workplace at the teacher’s room before going 

home.  Treat the teacher’s room as your second home. Remember: Cleanliness is next to 

Holiness. 

30. Sleeping/napping everywhere in the school premises is strictly not allowed.  If caught, expect a 

written reprimand from the administration. 

31. It is not allowed to eat cooked food at school (only sandwiches and snacks) or having lunch 

from 2:00 pm-3:00 pm, since this time is for team work and preparation. 

 

II. Rules and Regulations Regarding Classroom, Students and Responsibilities For All Home 

room\ Classroom\Assistant\Subject Teachers 

 

The following are the rules, regulations and responsibilities of All teachers employed by The 

School. These are issues which all Teachers and Administration have agreed upon. 

Kindly note that every teacher will held accountable to strictly abide these responsibilities below 

and to ensure that their students follow the School regulations. 

 

A. Attendance 

 
 Each home\classroom teacher must take her class attendance at the morning assembly and to 

sharply discourage their student's late arrivals to or absence from the assemblies. The daily 

attendance sheet will be in the classroom every period and in each period the teacher must record 

both the present and absent students. Specifically, the administration will be checking these sheets 

in the first period of each day to confirm which students are absent from the school that day. 

 

B. Students Arriving Late to the Class: 

 late student (no matter who or whatever reason) who is even one minute late getting after the bell 

has rung not allowed into your classroom unless he \ she presents a Administration-signed (Late 

Slip) which then authorize return into the classroom. 
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C. Requests by Students to Leave the Class: 

 Under no circumstance what so ever is a student above Grade 3 allowed to leave the classroom 

during the instruction period or in between any periods. Also, while moving from one building 

location to another (i.e for Library, Computer room, etc), students are not allowed to go elsewhere, 

but must follow the teacher who has picked them up and go directly to the classroom. No student is 

allowed out of the classroom to drink water or to go to the washroom. These requirements must be 

taken care of by the student only during the break. And it is not allowed to send any student to 

bring anything to her from anywhere in the school. Any deviation from this will result in serious 

problems for both the student and the teacher. 

 

D. Hygiene\Uniform Checks:  

No student is allowed to enter classroom if he/ she is not wearing the proper School uniform (either 

formal or P.E). It is the responsibility of each teacher to see that every single student is wearing the 

correct uniform. If not, the student name must be sent to the administration office (Supervisor). 

Every Sunday at the morning assembly the home\classroom teachers must thoroughly check each 

student for the cleanliness of hair (no long hair for boys) nails (no long nails or nail polish) and 

uniform. 

 

 

E. Photocopying: 

 Bear in mind that a lot of no need photocopies will be rejected. The original pages must be 

attached to the request slip to the secretary and assigned by the Coordinator before one Day at least 

for the worksheet. But, for the Mid and Final Exams: the administration requests them by sending a 

circular to the teachers in a definite day to be discussed and signed by the principal and this will be 

at least two weeks before the Exams.   

 

III. Classrooms: 

 At each break and at the end of the school day, it is the duty of the presiding Teacher to turn of the 

light, air conditioner, make sure that all the disks are straight (the student should be instructed to do 

this before they are allowed to leave the room).   

 

IV. Facebook, twitter, Instagram,etc.: 

 the teachers or school employees should not have any of personal friendship through the social 

media means personal accounts, with any school student or parent at all. 

 

V. Teachers and Employees Personal Facebook account:  

as student role models- should not contain any inappropriate photos, pictures, posts. 

 

      Note: The supervisor will check that each classroom is in the above-mentioned 

condition and is responsible to report any negligence by the teacher of the corresponding 

periods. Teachers themselves practice proper etiquette by erasing the whiteboards and by 

instructing the students to have their textbooks and notebooks in preparation for the 
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incoming Teacher taking the next class. Regarding the remote control, the teacher in the first 

period of each day must assign the student to be in charge of attendance record the student's 

name on the attendance sheet for that day. 

 

1. Below the additional, specific rules and regulations that you should convey to the students 

and to which they must adhere at all times:   

                                                                                                

a. Make sure that the rules regarding late arrival to class, hygiene \ uniforms, etc.\no going out 

of the classroom strictly followed. 

b. No mobile phones are allowed in the school. Any student found possessing a mobile phone 

must be taken to the supervisor and will have it taken away from him/ her and will not get 

back for a long period. 

c. No chewing of gum anywhere, any time. 

d. No Snacks, food, juice, are allowed to be used by the students inside the classroom. The 

student must wait until the break-time to drink or eat. 

e. Students should not be allowed to push or physically harm any other student or to say bad 

words (this include siblings). Any teacher witnessing such each action has the authority and 

the duty to stop it immediately and then report it to the administration so that it may be 

recorded in the student file. 

 

2. Each Teacher must share and discuss the classroom Rules for within her own classroom: 

i. The school is following power teaching classroom rules as the following: 

1. Follow Direction quickly. 

2. Raise your hand for permission to speak. 

3. Raise your hand for permission to speak. 

4. Make smart choices. 

5. Keep your dear teacher Happy. 

 

Note: When all of above are implemented from the 1
st
 day, the Teacher is able to create a 

special language with her students which make it easier to continually train them to achieve 

order and discipline both in the classroom and in the school. Let's join together, hand in 

hand with our students, to meet this objective and make this a successful academic year for 

all. 
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VI.  Rules And Regulations for Every Student Attending Our School as should be followed by 

the classroom teacher 

 

 

 Students LATENESS on the MORNING ASSEMBLY isn’t accepted, notifying that the School 

main entrance Gate will be closed at 07:40 am, to be opened at the end of the School Sessions or 

for Visitors with further appointments. 

 

 Students should be dressed with the School Uniform wearing a Black Shoe, or with the Activity 

dress wearing a Black/White Shoe, according to the Daily Classes Schedule. 

 

 Caps on heads are prohibited during the School Sessions. 

 

 

 Shoes with Wheels are prohibited in any cases. 

 

 On School Trips, Students should be dressed with the School Uniform ONLY. 

 

 The Student Haircut should be suitable to the School Community and matches the Islam Culture. 

 

 Girls should use ONLY the White Color Ribbons on their Hair styles. 

 

 Girls are not allowed to wear any kind of Accessories, while the School isn’t responsible for any 

loss or damage. 

 

 Students might avoid getting their Mobile Phones to School since the School Administration has 

the right to take and keep it till the end of the Academic Year. 

 

 Drinks in Glass Bottles are prohibited because of safety matters (due to the probability of 

getting broken down and harming others). 

 

 Only water and fresh juices allowed in school. All fizzy drinks or energy drinks are not allowed in 

the school.  

 

 Students should act RESPECTFULLY with the School Rules and Regulations, with the Teachers, 

Classmates and the whole School Staff, by being their role models, and reminding them by these 

rules and regulations regularly. 

 

 Students should follow up the SMS (School Management System) and work on their Home 

Works on daily basis. 
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 Parents should follow with their Children the Exams Schedules, Weekly Plans, Home Works 

and others, while the School isn’t responsible for the Students’ duties at Home. 

 

 CDs, Cassettes, or other type of Electronics Devices are prohibited in the School. 

 

 Students who aren’t participated in the School Transportation should be dropped to School by their 

Parents at 07:40 am and picked up at 02:00 pm maximum. 

 Students, who live nearby the School, should have a Permission Letter written and signed by the 

Parents for them to leave alone. 

 

 Losses, damages, or messes on the Class Staff from Computes, Data Shows or any School Furniture 

that occurs from any Students might cause a Penalty and a Written Warning to the Student, and the 

Parent will be the responsible for any reimbursement. 

 

 Parents are kindly asked to avoid disturbing Students, Teachers or others during the Morning 

Assembly Time, and might instead take an appointment with the Respective Teachers according to 

the Teachers' Free Times. 

 

 Parents are kindly asked to cooperate on the School Academic/ non-Academic Activities held at 

School, attend Parents/Teachers Meeting during the Academic Year and help the School to maintain 

a good Community for our Students and to achieve our goals in preparing for a better Future for 

them. 

 

VII. THE TEACHER'S DAILY CHICKLIST 

The key to being a successful Teacher is to be well-prepared and ready for any unexpected 

change in the routine. Therefore, you should make that you have the following essential 

with you each day: 

 

 List of student names. 

 A copy of the school\ class rules and regulations. 

 The daily schedule. 

 Up-to-date seating chart. 

 Lesson plans. 

 The daily procedures. 

 Your management suggestions. 

 Lists of reading groups\remedial class groups, etc.  

 Absence\remark sheet. 

 An assignment sheets. 

 Your own Stationary. 

 List of special problems or needs. 

 Your substitution folder, in case of emergencies. 

 Stickers, quick rewards- extra sheets of these. 

 Extra worksheets. 
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 A list of instructional games, complete with instructions for play. 

 

VIII. How to Make School Activities Meaningful and Worthwhile 

 

Although Teachers are responsible for enhancing motivation, we question the belief that (GOOD 

TEACHERS SHOULD MAKE LEARNING FUN). Such goal to stimulate the student's motivation 

to learn whereby students pursue academic activities because they find them meaningful and 

worthwhile.  

 

A. An (Expectancy x value) framework: 

 Motivation depends on:  

1. Students’ high expectation of success and  

2. The value they place on the task (or the rewards that it may bring). 

 If either factor is missing, there will be no motivation. 

 

B. Strategies for increasing expectations of success: 

 Provide opportunities for success. 

 Teach students to set reasonable goals and to evaluate their own performance. 

 Help students to recognize the relationship between effort and outcome. 

 Provide information feedback. 

 Provide motivational support to discourage students. 

 

C. Strategies for enhancing the value of task: 

 Relate the lessons to the students' own lives. 

 Provide opportunities for choice. 

 Model interest in learning and express enthusiasm for the material. 

 Include novelty\variety elements. 

 Provide opportunities for students to respond actively. 

 Allow student to create finished products. 

 Provide opportunities for student to interact with peers. 

 Provide extrinsic rewards. 

 

 Note: Keep different types of rewards: Social rewards, Special activities, tangible rewards. 

 

Be aware that the rewarding people for doing something they already like to do may decrease in 

continuing that behavior. Think carefully about when and how to use rewards. 

 Use verbal rewards to increase intrinsic motivation for academic tasks. 

 Save tangible rewards for activities that students find unappealing. 

 Provide tangible rewards unexpectedly (after task performance). 

 Provide expected tangible rewards only for the completion of a task or for achieving a 

specific level of performance. 

 Keep your reward program simple. 
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IX. Organizing And Managing Instruction 

Strategies For Enhancing The Motivation To Learn 

 

 

A. Strategies For Increasing Expectation Of Success: 

 

 Provide opportunities for success. 

 Teach students to set reasonable goals and to assess their own performance. 

 Help students to recognize the relationship between effort and outcome. 

 Provide informative feedback.  

 

 

B. Strategies for Increasing Perceived Value: 

 

 Relate the lesson to the students' own lives. 

 Provide opportunities for choice. 

 Model interest in learning and express enthusiasm for material. 

 Include novelty \variety elements. 

 Provide opportunities for students to respond actively. 

 Allow students to create finished products. 

 Provide opportunities for students to academically interact with peers. 

 Provide extrinsic rewards. 

 

As you read these strategies keep in mind that none of these strategies will be very effective if you 

have not worked to create and sustain a safe, caring classroom environment as discussed earlier. 

Before students can become motivated, they must feel safe from humiliation, understand that it 

alright to take risks and mistakes, and know that they are accepted, respected members of the class. 

In fact, Brophy considers a supportive environment to be an “essential pre-condition” for the 

successful use of motivational strategies. 

(Good and Brophy,2000, p.221) 
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X. Ways That Teachers Communicate Low Expectations 

 

 Waiting less time for low achievers to answer a question before giving the answer or calling 

on someone else. 

 

 Giving answers to low achievers or calling on someone else rather than helping the students 

to improve their responses by giving clues or rephrasing the questions. 

 

  Rewarding inappropriate behaviors or incorrect answers. 

 

 Criticizing low achievers more often for failure. 

 

 Praising low achievers less often for success. 

 

 Paying less attention to low achievers. 

 

 Demanding less from low achievers than they are capable of learning. 

 

 Being less friendly during interactions with low achievers. 

 

 Providing briefer and less informative answers to the questions posed by low achievers 

.  

 Showing less acceptance and use of low achievers ideas.  

 

 Limiting low achievers to low–level, repetitive curriculum with emphasis on drill-and-

practice tasks. 

 

 

 

Source: Brophy, 1998 
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XI. Tips For A Happy, Productive Day 

 

The following ideas will help your students to have happy, productive day as you both make the 

journey through the process of learning and education: 

 

A. Before the day begins: 

 

 Arrive at the School at least fifteen minutes early with a smiley face and great 

positive energy, so the others infected by. Make sure you assign in on the 

attendance sheet at the secretary office. 

 Greet all with a smile. 

 Keep with you: your daily lesson plans and prepare for any special happenings 

or specific instructions for that day. 

 Write your name on the classroom board, along with the date, proverb of the 

day. The name of the subject and the title of the lesson. 

 Greet the students at the door with a smile. 

 Clearly state the objectives of the lesson to the students before you begin. 

 

 

B. Throughout the day: 

 

 Keep the students busy, following the differentiated lesson plan, but also have (filler 

activities) ready for students who finish their work early or talented students. 

 Remind the students by the five classroom rules in the beginning of every session. 

 Encourage students when they are well-behaved or are working hard. 

 Have a sense of humor- tell the students an appropriate riddle or joke (this always cools the 

ice and acts as a lead to a creative atmosphere). 

 Make sure that each student receives some positive remark or comment from you during the 

day, it is important that they feel that you enjoy being their teacher.  

 

 

C. At the end of the day: 

 

 Make sure that the students clean around them, put their desks and chairs in order and take 

home all of the books they will need. 

 Make sure that they have their portfolios, Books  and remind them by doing the HW. 

 Check in with in the School's Administration Office for any circulars, notices, etc. 

 Submit the remark sheet to the Supervisor. 

 Sign out on the attendance sheet at the Secretary Office. 

 Smile and say goodbye. 

 Now, go home and relax-you deserve it. 
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XII. Tips for classroom discipline 

 

 

 If you need to discipline a student, follow the rules and regulations, do's and don'ts and 

other disciplinary measures set by the Administration. 

  

 Remind the student by the suitable classroom rule (from the five 

rules mentioned in page No 5 and which are hanged in the 

classroom next to the board), when misbehaves. 

 

 Take control of the class by being firm and confident; give a 

verbal warning before disciplining a student, the Teacher is the 

only master of her classroom- avoids seeking help from Supervisor or Administration. 

 

 Never lose your temper-keep yourself cool. 

 

 Maintain eye contact when speaking to students. 

 

 Avoid pointing at students, address them by using their names-respect is mutual. 

 

 Make sure that the students leave the classroom clean and organized before you dismiss 

either for break or at the end of the day, you should also clean the board and organize your 

belongings before you leave. 

 

 When dismissing students. Do it an orderly manner and vary the ways for fun, at times you 

might make them just stand in line. 
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             International Jubilee Private School     IJPS 

Classroom Teachers Duties 

A. Follows professional practices consistent with school and system policies in 

working with students, students’ records, parents, and colleagues  

1. Demonstrates communication and interpersonal skills as they relate to interaction 

with students, parents, other teachers, administrators, and other school personnel  

2. Is available to students and parents for conferences according to system policies  

3. Facilitates home-school communication by such means as holding conferences, 

telephoning, and sending written communications  

4. Maintains confidentiality of students and students’ records  

5.  Works cooperatively with school administrators, special support personnel, 

colleagues, and parents  

B. Complies with rules, regulations, and policies of governing agencies and 

supervisory personnel  

         1. Complies with state administrative regulations and Board of Education policies  

         2. Adheres to school and local school system procedures and rules  

        3. Conducts assigned classes at the times scheduled  

        4. Enforces regulations concerning student conduct and discipline  

        5. Demonstrates timeliness and attendance for assigned responsibilities  

        6. Maintains accurate, complete, and appropriate records and files reports promptly  

        7. Attends and participates in faculty meetings and other assigned meetings and 

activities      according to school policy. 

    C. Demonstrates professional practices in teaching  

       1. Models correct use of language, oral and written. 

       2. Demonstrates accurate and up-to-date knowledge of content.  
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       3. Implements designated curriculum.  

      4. Maintains lesson plans as required by school policy.  

      5. Participates in professional development opportunities and applies the concepts to 

classroom and school activities  

 D. Acts in a professional manner and assumes responsibility for the total school 

program, its safety and good order  

    1. Takes precautions to protect records, equipment, materials, and facilities  

    2. Assumes responsibility for supervising students in out-of-class settings  

    3. Demonstrates appropriate personal contact while in performance of school duties. 

     4. Responsible in maintaining the classroom organizing, decoration, book shelves, supply 

list materials, Classroom computers, Data show and the Interactive whiteboards. 

E. Assumes a role in meeting the school’s student achievement goals, including 

academic gains of students assigned to the teacher  

F. Observations of the teacher by the principal and Students Supervisors, in addition to 

the level coordinators. 

*****  (Other duties and responsibilities prescribed by local school or system such 

as, but not limited to: homeroom,  hall, corridors,  playground, activity rooms, 

waiting rooms and other advisory duties) 
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XIII. Blooms Taxonomy                                

 

 (Verbs: To be used in Daily planning objectives and assessment) 

 

 

The hierarchy of Bloom's Taxonomy is the widely accepted framework through which all 

teachers should guide their students through the cognitive learning process. 

You can think of Bloom's Taxonomy as a pyramid, with simple knowledge-based recall 

questions at the base. Building up through this foundation, you can ask your students 

increasingly challenging questions to test their comprehension of a given material.  

Here are the 6 levels of Bloom's Taxonomy and the corresponding verb examples and 

question starters words: 

 Knowledge-Remembering- (For planning): arrange, define, duplicate, label, list, 

memorize, name, order, recognize, relate, recall, repeat, and reproduce state. 

        (For assessment): Who, What, When, where, Tell, list, repeat, name, match, 

describe, choose, remember, recognize, identify. 

 Comprehension-Understanding- (For planning): 

classify, describe, discuss, explain, express, identify, 

indicate, locate, recognize, report, restate, review, select, 

translate. 

      (For assessment): explain, review, why, restate, find, 

summarize, show, describe, change, give the main Idea. 

 Application-Using what you Know in new situation-

(For planning) apply, choose, demonstrate, dramatize, 

employ, illustrate, interpret, operate, practice, schedule, sketch, solve, use, write. 

            (For assessment): Show, report, draw, collect, give examples, use, put in order, act 

out.   

 Analysis-Take it apart-(For planning): analyze, appraise, calculate, categorize, 

compare, contrast, criticize, differentiate, discriminate, distinguish, examine, 

experiment, question, test. 

         ( For assessment): Examine, classify, investigate, survey, categorize, test separate, 

solve, chart, compare and contrast).  

http://k6educators.about.com/od/educationglossary/g/gbloomstaxonomy.htm
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 Synthesis-Putting something together in a new way-(For planning): arrange, 

assemble, collect, compose, construct, create, design, develop, formulate, manage, 

organize, plan, prepare, propose, set up, write.  

       (For assessment): Crete, invent, imagine, pretend, plan, predict, organize, 

contrast, design, improve, suppose, compose. 

 Evaluation-Judging the value of information-(For planning): appraise, argue, 

assess, attach, choose compare, defend estimate, judge, predict, rate, core, select, 

support, value, evaluate 

                   (For assessment): Judge, agree, select\choose, decide, prove, rate, grade, 

measure, recommend. 

 

 

 

 

 

 لألهداف تصنيف بلوم المعرفي

 

حتى نستطيع القيام بعملنا عند  لتحديد أهداف الدرس عزيزي المراجع يجب أن نتعرف على المستويات المعرفية الستة لبلوم

 مراجعة مجالي المعلم والمنهج جيداً :

 مستويات : 6تقسيماً لهذا المجال الذي يشتمل على : 1956لقد وضع بلوم عام 

 

 واألفعال التي يمكن استخدامها في هذا المجال هي :، يذكر نص نظرية أو قانون كما هو: التذكر(1)

 .يَُعرف ، يذكر ، يسمي ، يسرد ، يسترجع ، يكرر ، يعدد ، يطابق  

  

ا يتضمن التذكر حيث يذكر شيء معين مع التغيير ) يوجد تعديل من المتعلم ( واألفعال التي يمكن استخدامها في هذ: الفهم( 2)

 المجال هي 

: يُترجم ، يُحول ، يُعيد صياغة ، يُلخص ، يعبر عن ، يعطي مثال ، يشرح ، يراجع ، يوضح ، يناقش ، يقارن ، يخمن ، يتوقع ، 

 يعلل ، يربط بـ ... ) أكثر من شيء ( 

 

واألفعال التي ، ف جديد يطبق على شيء جديد ، يطبق لموقف مشابه في الدرس أو موقف مر عليه فبل ذلك أو لموق: التطبيق( 3)

 يمكن استخدامها في هذا المجال هي

 : يطبق ، يستخدم ، يحسب ، يعد ، يحل تمرين ، يرسم تمرين ، يعالج ، يوظف ، يستخرج ، يقيس  



23 
 

 

 هو أن يحلل الموقف لعناصره األساسية واألفعال التي يمكن استخدامها في هذا المجال هي: التحليل( 4)

 ميز ، يعزل ، يحدد العناصر المشتركة في ، يختبر ، يدقق ، يتأمل ، يستقرأ ، يكتشف: يحلل ، يبرهن ، ي 

 

 أي ينظم مجموعة معينة من المفاهيم والعالقات واألفعال التي يمكن استخدامها في هذا المجال هي: التركيب( 5)

 : يُؤلف ، يبدع ، يبتكر ، يصمم ، يقترح ، ينسق ، ينظم ، ينشئ ، يجمع بين  

 

 : ويضم كافة المستويات السابقة لمعرفة مدى تعلمه واألفعال التي يمكن استخدامها في هذا المجال هي التقويم ( 6)

 : ينقد ، يقيم ، يناقش بالحجج ، يبين التناقض ، يصدر حكم ، يدافع عن ، يتخذ قرار ، يبرر

 

  توضيحات / أسئلة داللية

 الحقائق والمصطلحات والمفاهيم األساسية واإلجاباتعرض معلومات تم التطرق لها مسبًقا، تذكير ب
 

ما هو. . . ؟ كيف يبدو. . . ؟ أين هو. . . ؟ عندما لم يحدث _______؟ كيف ______ يحدث؟ 
كيف تشرح. . . ؟ لماذا فعلت. . . ؟ كيف تصف. . . ؟ عندما فعلت. . . ؟ يمكنك تذكر. . . ؟ كيف 

. . ؟ من هي الشخصيات الرئيسية. . . ؟ يمكنك سرد ثالثة. . يمكنك أن تظهر. . . ؟ يمكنك اختيار. 
 . ؟ أي واحد. . . ؟ من كان. . . ؟

 

 المعرفة

Knowledge 

 أوصاف، وإعطاء تفسير، ترجمة، مقارنة، من خالل تنظيم واألفكار للحقائق إظهار الفهم

 .األفكار الرئيسية ومحاكاة
 

 مستخدًما تفسر أو تصرح كيف ؟ . . التباين. ؟ . .. تقارن كيف ؟ . .. تصنيف نوع كيف يمكنك

 ؟ . .. الكلمات الخاصة بك

 هي الفكرة ما ؟ . .. تظهر األفكارالتي أو الحقائق ما ؟ . .. المعنى إعادة صياغة كيف يمكنك

؟ . . هو المقصود بـ. ما . .. شرح ما يحدث يمكنككيف  ؟ . .. أي البيانات تدعم ؟ . .. الرئيسية

 .تلخيص.... كيف يمكنك ؟ . .. جواب كان أفضل ؟ . .. عن أن تقول ماذا يمكنك

 

  الفهم
Comprehension 

حل المشاكل عن طريق تطبيق المعارف والحقائق المكتسبة، والتقنيات والقواعد بطريقة 

 مختلفة. 

 

م ما كيفية استخدام...؟ ما األمثلة التي تمكنك من العثور على...؟ كيف يمكنك حل ___ باستخدا  

تعلمته..؟ كيف يمكنك تنظيم ___ إلظهار...؟ كيف تظهر فهمك لـ...؟ ما هو النهج الذي سوف 

تستخدمه لـ...؟  كيف تطبق ما تعلمته لتطوير...؟ ما هي الطريقة األخرى التي تخطط لها...؟ ما 

.؟ ما هي النتيجة إذا...؟ كيف تستخدم الحقائق لـ... ما هي العناصر التي سوف تختارها لتغيير..

 الحقائق التي كنت ستختار إلظهار...؟ ما هي األسئلة التي سوف تسألها في مقابلة مع...؟

 التطبيق

Application 

دراسة وتجزئة المعلومات لتحديد دوافع أو أسباب؛ للوصول إلى االستنتاجات، وللعثور على 

 أدلة لدعم التعميم. 

 

 التحليل

Analysis 
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___ بـ...؟ لماذا تعتقد...؟ ما هو الموضوع...؟ ما ما هي أجزاء أو خصائص ....؟ كيفية ارتباط  

هو الدافع...؟ كيف يمكنك تصنيف األجزاء في قائمة...؟ ما االستدالالت التي  يمكنك 

توضيحها...؟ ما هي النتائج التي يمكن أن تتوقعها...؟ كيف تصنف...؟ هل بإمكانك تحديد 

عثور عليها...؟ ما هي العالقة بين...؟ يمكن األجزاء المختلفة ....؟ ما هي األدلة التي يمكنك ال

 تميز بين...؟ ما هي وظيفة ...؟ ما الذي يبرر األفكار...؟

 

 تجميع المعلومات بطريقة مختلفة بالجمع بين العناصر في نمط جديد أو اقتراح حلول بديلة.  

 

 

...؟ ماذا سيحدث لو...؟ يمكنك ما هي التغييرات التي ستُجرى لحل...؟ كيف سيتطور األداء

توضيح سبب...؟ يمكنك اقتراح بديل..؟ هل يمكنك ابتكار...؟ كيف يمكنك التكيف مع ___ 

إلحداث تغيير...؟ كيف يمكن تغيير )تعديل( ورسم خطة...؟ ما الذي يمكن فعله للتقليل إلى أدنى 

ا الذي يجب دمجه حد )أقصى حد(...؟ ما هي الطريقة التي سوف تمكنك من تصميم...؟ م

لتحسين )تغيير(...؟ افترض أنك من الممكن  ___ ماذا كنت ستفعل...؟ كيف يمكنك اختبار..؟ 

وكيف يمكن صياغة نظرية ل...؟ وكيفية التنبؤ بالنتيجة إذا...؟ كيف ستقوم بتقدير النتائج 

تغيرات...؟ هل الخاصة بـ...؟ ما هي الحقائق التي قمت بجمعها...؟ هل بإمكانك بناء نموذج للم

 يمكنك التفكير في وسيلة لـ...؟

 

 

 التركيب

Synthesis 

 )ابتكار/بناء(

تقديم والدفاع عن آرائهم قبل إصدار األحكام حول المعلومات، وصحة األفكار أو نوعية العمل 

 استناداً إلى مجموعة من المعايير.  

 

أيك في...؟ كيف ستثبت لك...؟ هل تتفق مع اإلجراءات الُمتخذة...؟ مع النتائج...؟ ما هو ر

دحض...؟  كيفية تقدير قيمة أو أهمية...؟ سيكون من األفضل لو...؟ أي من الشخصيات  

تختار...؟ ماذا تنصح...؟ كيف تقيّم...؟ ما ستذكر للدفاع عن اإلجراءات التي...؟ كيف سيكون 

..؟ ماذا ستختار...؟ كيف تقييم..؟  كيف يمكن تحديد...؟ ما هو الخيار الذي وقع عليه اختيارك.

ستعطى األولوية...؟  ما هو حكم ...؟ استناداً إلى ما تعرفه، كيف تفسر..؟ ما المعلومات التي 

سوف تستخدمها لدعم العرض...؟ كيف يبرر لك...؟  ما البيانات التي استُخدمت إلنهاء 

لحقائق...؟ الموضوع ...؟ لماذا كان من األفضل لو...؟  كيف يمكنك تحديد أولويات ا

 والشخصيات...

 

 التقييم

Evaluation 
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Criteria For a Creative Teacher 

 

(Teachers should have *breadth of vision*; they should see relationships between 

seemingly remote things and bring them together in meaningful ways. The 

creative teacher is an unpredictable, independent spirit). 

  

 

 

Criteria Usually Researched 

 

1) Positive: 

 To be positive, and therefore, catching. Don't be on edge of nervous. Students feel it. Be 

positive so they behave accordingly. 

 

2) Patience: Abundant… Flexible: 

Be tolerant to things even if you don’t like them. It leads to abundance in knowledge. 

 

3) Respect: Mutual, accepting… Sharing:  

Allow for a sense of mutual respect. Respect your students so that they will respect you in 

return. 

 

4) Evaluation: Encouraging: 

Be encouraging. Always draw on the positive aspects of any student's work. Don't ever 

mark a student's creative work. You can just reinforce it. Not all people have the same level 

of creativity. Do not make the students reflect on something and share their ideas, then 

grade them. Only be encouraging. 

 

5) Time for thinking: No pressure…Reflexive 

Don't exert a lot of pressure on them, yet give restricted time. 

 

6) Abundance of Materials: Stimulating 

Materials have to be simulating and motivating, the more exposed the students are, the more 

Knowledgeable and creative they become. 

 

7) Self-initiation: Responsible learning 

It is the students' choice and they have to be responsible for it… They choose and thus have 

to back up their choice and become responsible. 

 

             

Source: Torrance, Teaching Language Arts Creativity 
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Policies, Procedures and educational Matters 

 

A. Weekly training and Workshops: 

All teachers will have training workshops at least once a week on a definite day and the 

administration will announce for that later after setting the Daily timetable. 

 

B. Evaluations:  

Formal evaluation will include one, and possibly two, class observations a week. During 

following up meeting with individual teachers, informal discussion and meetings may be 

held to discuss issues and concerns of both Teachers and Administration. 

 

C. Personal Leaves: 

Please submit to the administrator a written request for any kind of leave or absence. It may 

be allowed only in your free time for very urgent issues and not more than one session, and 

it is not allowed at all if there is a duty. 

 

XIV. Substitution: 

Substitution for an absent teacher is arranged within the section. Usually, teachers who 

teach the same class are asked to replace each other. If a teacher replaces an absent teacher, 

the absent teacher will be asked to make up for the period taken and replace the same 

colleague when she is back. 

The substitution teacher should teach and make them busy by meaningful tasks related to 

her subject. 

 

XV. Lesson Plan Books: 

Effective teaching requires planning.  

 

1. Yearly Plan + Monthly Plan + Weekly Plan: The teacher must 

prepare this plan and should be submitted to the administration in 

June for the next Scholastic year. 

 

2. Daily Plan: the teacher must make daily planning for the lesson 

according to the sequence of the Daily timetable and must use the form of the School 

for preparation taking in consideration Bloom Taxonomy for the objectives and for 

the evaluation. The teacher daily planning book should be with the teacher daily, and 

should be expected to be upon request any time by the coordinator and the principal. 

And the lesson preparation should be Weekly/Daily and submitted on the previous 

Wednesday. 

3. Student Record )Tracking booklet) : Records of student's performance, classroom 

assignments and homework assignments are to be up to date and always ready to be 

discussed. 
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4. Educational Trips: If a teacher feels that a trip or an activity is of benefit to support 

the educational process and information, then she is kindly asked to discuss it with 

the coordinator before one week at least. 

 

 

XVI. Rules and Regulations: 

 

 The swapping of periods\duty is not permitted and request is to be made to the 

administration regarding this. Teachers educate students not to ask questions except to 

clarify an error. Subject teachers will not observe the exams of the classes they teach. (This 

is for Grade 4 and above). 

 

 Teachers or staff members are not allowed to make any physical\bodily contact with 

the students nor interact with parents\visitors whatsoever. Their approach and 

communication with students must only be of professional nature and career-oriented. 

 

 

 All employees must fulfill assignments and tasks detailed in their job description and also 

voluntarily accept additional duty assigned to them from time to time (According to 

ADEC Professional Standards). In case of emergency or illness they must inform the 

administration so as to make appropriate substitution. Substitution duty is to be performed 

exactly like the routine duty.  

 

 The School environment must be kept neat and tidy. Care should be taken for maintenance 

of its cleanliness. Staff or teachers are expected to be well-disciplined and should display a 

high degree of self-control. Any unusual situation or incident must be referred to the 

administration forthwith. 

 

 Teachers and Assistant Teachers are responsible for the students' overall behavior even 

when they are not supervising a particular group, they must observe student on the 

playground, and elsewhere on the school, notice irregularities and take the necessary action. 

They should be watchful of their surrounding and display concern regarding unusual 

matters. 

 

 Assistant teachers are not to communicate with the student’s parents at all. They will only 

facilitate the function of the teacher and provide physical support to the class related 

activities. 

 

 Supervisors must be present in their offices thought the working hours and fulfill the 

obligations detailed to them. Telephone use should be restricted to discuss educational and 

official matters only and they must refer to the coordinator\supervisor\secretary should they 

need any advice or briefing. 
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 The internet is to be used only for academic and career use. Personal surfing\browsing is 

strictly forbidden and responsible about knowing the internet password by the students.( the 

teacher should close the internet before leaving the class). 

 

 Allowing for the students to open unappropriated music, song, non-educational games, 

unaccepted dances, or something not related to the subject is prohibited. In case of 

discovering that the teacher/assistant teacher/ admin member has allowed for these 

issue or facilitated this thing, this teacher will get a written notification and a serious 

proper action will be taken. 

 

 The teacher has the full responsibility about any accident or disturbance or problems happen 

by students in case of her lateness to her lesson, class, lab, activity room, and break and 

morning assembly or play ground upon duty. 

 

 All staff\teachers must dress the school uniform, which is formal, and wear a light color 

head cover, black head cover is not allowed at all. 

 

 All employees must fulfill assignment and tasks according to school policy and routine: for 

example: Weekly plan, activities schedule, clubs, Students identity cards..............etc. And 

also voluntarily accept additional duty assigned to them from time to time. They must be 

punctual and refrain from absenting themselves. In case of emergency or illness they must 

inform the principal well in time so as to make appropriate substitution duty is to be 

performed exactly like the routine day. 

 

 The School environment must be kept neat and tidy. Care should be taken for the 

maintenance of its cleanliness. Staff\Teachers are expected to be well-disciplined and should 

display a high degree of self control. Any unusual situation or incident must be referred to 

the administration forthwith. 

 

 Employees are not permitted to have any cash transaction with other members of the staff 

like: collecting money for function or parties or any other form of subscription, without the 

prior approval of the principal. Likewise, no staff member is authorized to handle money 

matters; all of these should be referred to the accountant. 

 

 

XVII. Policy assessment  

 

IJPS adheres to a non-completion policy requiring students to be engaged in assessment tasks and 

to complete all tasks unless exceptional circumstances prevail.  At all times students will be 

supported to complete key assessment tasks through scaffolding and sequenced learning 

experiences provided in class and through homework and personal study tasks.   A range of 

assessment tasks will be used to assess student performance as: -  
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XVIII. Types of Assessment and tests conducted at IJPS: 

 

 

1. Readiness Exam. 

2. Multiple Intelligences Test. 

3. Weekly Quizzes. 

4. Term end Tests. 

5. Practical Tests. 

6. EMSA base-line Tests. 

7. CCSS Test. 

8. Descriptive Feedback. 

9. Self and Peer-assessment. 

10. Authentic Assessment. 

11. Specific Area Observation, eg. Behavioral Issues or area of concern nominated by the 

subject teacher, and mainly conducted by School SENCO, the School Social worker, or 

the school supervisor. 

12. Performance-Based Assessment for Science Subject. 

 

 

XIX. Assessment Policy Vision 

    
*1

 

 

 

Our goal at IJPS is to produce independent learners, ready for real life challenges. We encourage 

our students to be creative and imaginative and develop a lifetime love of learning. 

 

What is Assessment for Learning? 

*Assessment for learning is not the same as assessment of learning. 

 

*Assessment for learning is formative and takes place all the time in the classroom (AfL). 

 

AfL is: ‘the process of seeking and interpreting evidence for use by learners and their teachers to 

decide where their learners are in their learning, where they need to go and how best to get there” 

http://www.edugains.ca/newsite/aer/aervideo/selfassessment.htmlAssessment for learning continuum  -EDUGAINS -*1 

 

http://www.edugains.ca/newsite/aer/aervideo/selfassessment.html
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AfL gets straight to the heart of good teaching by: 

 

- Helping teachers help students to take the next steps in their learning. 

- Helping students to help each other to take the next steps in their learning. 

- Helping students themselves to take the next steps in their learning. 

 

What is Assessment of Learning? 

Assessment of learning tends to be summative and is carried out periodically eg at the end of a 

unit or term or year. The teacher undertakes this kind of assessment to judge how well a student 

is performing. Conclusions will be reported in terms of grades, marks or levels. 

 

It is not always recognized though, that by sharing expectations and targets with students, 

assessment of learning can contribute to assessment for learning. For example students can be 

given the opportunity to: 

 

- Mark, moderate and review test papers. 

- Review their performance against test criteria and set personal targets. 

- Revise test questions. 

 

 

 

Assessment for learning Policy: emphasizes that good assessment for learning: 

 

 

 Is an essential component of teaching and learning. 

 Involves sharing learning goals with students 

 Aims to help students to know and to recognize the standards they are aiming for. 

 Involves students in Self-Assessment. 

 Provides feedback which leads students recognizing their next steps and how to take them. 

 Involves both teacher and students reviewing and reflecting on assessment information. 

 Questioning 

 Giving Feedback to Students. 

 Peer and Self-Assessment. 

 Formative use of summative tests. 
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Questioning: 

 

3 Types of Questions: 

 

1. Open-ended Questions: Thinking, generating, integrating, synthesizing, and evaluating. 

2. Factual Questions: Direct Knowledge, Recalling Information 

3. Procedural Questions: Related to classroom management and organization. 

 

 

The following strategies used to engage students in thinking: 

 

-Think Time (Wait Time): 3 seconds 

The addition of a minimum of three seconds of “think time” has been shown to improve the quality 

of student response and student learning. All students expected to contribute the discussion. (Rowe, 

1986) 

-Think-Pair-Share: 

Think-Pair-Share is a cooperative learning strategy that enables students to formulate their thoughts 

and ideas in advance of sharing them with their peers (Lyman, 1981). 

-“No Hands” Strategy: 

Asking all students and not just waiting for who will raise his hand. 

-Creating a Safe Environment: 

Teachers can nurture a culture of learning by promoting a climate of openness where all responses 

are accepted, all students are respected, and mistakes are treated as rich opportunities for learning. 

 

ptive Feedback to Students:Giving Effective and Descri 
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-“Only giving grades or marks pushes students into “ego-centered” learning (Just me). It is 

depressing for weaker students, and does not inform stronger students about how they can continue 

to improve”. 

 

 Types of Descriptive Feedback 

1-  Oral Feedback. 

2- Written Feedback: Checking the Books, worksheets, workbooks, Homework…etc. 

 

In order to have correct and effective Feedback, the teacher should model the Feedback and the 

assessment and looking at exemplars of work together, and the Descriptive feedback process 

should be as the following: 

 

1- Telling a strong point. 

2- Mention 2 areas of improvement. 

 

 

 

 

 Give targeted Descriptive feedback instead, so that the focus of the learning becomes  

the effort needed to improve, not the ego of the student concerned – evidence shows that this is 

particularly effective with weaker learners. 

 Make feedback formative – “Next you need to...” 

 Build follow-up opportunities to act on feedback into your lesson planning. 

 Feedback is useless unless acted on. 

 

Assessment:-Assessment and Self-rPee 

 

 The aim of each piece of work should be made clear. 

 The teacher should make the assessment criteria clear. 

 Peer assessment is an effective way of making assessment less threatening – students may learn as 

much or more from each other. Students need training to do this. 

 “Traffic Lights” – the colored cards at the end of the planner – can be used to facilitate peer 

assessment. 

 

The Formative Use of Testing 

 

 Evidence shows that if students are trained to generate questions or titles and then answer 

them, the quality of their answers is better, because they have a deeper understanding of the 

aims of the assessment process. 

 Revision for tests should be planned through a review of the learning eg. What were the 

aims of the learning that were undertaken? 
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 Through using assessments such as Final Exam (summative), teachers can get students to 

reflect on their exam technique and answers 

 

 

XX. Classroom Observation 

 

 

Peer evaluation can be an invaluable method for discovering new ways to strengthen 

one's instruction, provided that they are done in a positive, constructive manner. For peer 

evaluation to be honest and truly helpful to instructors, two basic conditions must be 

met: 

 

1- Being totally objective: reducing the feeling and seeing things just as they are. 

2- Feeling comfortable pointing out "problem areas" or aspects of instructions which 

could be improved, as well as documenting the instructor's strength. Point out 

negative as well as positive aspects. 

 

If the above conditions are met, then observation can be an affective tool for 

strengthening instruction in particular as well as department programs in general. 

 

XXI. Roles of the "person observed" and the "person observing" 

 

1- PREPARATION – BEFORE THE OBSERVATION 

Person being observed: 

 

a. Should compose a description of what is going to be done in the class, paying 

attention to strategy and implementation. (This information could later 

become part of a teaching portfolio). 

b. Should write a detailed lesson plan, which includes the goals and objectives 

that she/he wants to reach by the end of the class period and plan for the 

talented students and weak students. She/he should not spend an unusual 

amount of time trying to create the "perfect" lesson for "observation day", but 

should plan as any other day. 

c. Should photocopy the material and give it to the "observer" before the 

observation takes place. 

                      

2- THE OBSERVATION 

 

Person Being Observed: 

 

Should teach the class as if the observer were not present. Should not be concerned 

with trying to "impress" the observer. 
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Person Observing: 

 

a. Should bring the peer Observation to the classroom and/or a separate sheet of 

paper. Of course, one can come early, but it is usually best to wait outside the 

classroom until the instructor arrives. The best place to sit is in the back of the 

room to the left or right. (it provides a clear view of most of the students). 

b. Should start filling out the instrument, taking notes. She/he may want to keep 

track of the time and which activities took place at certain time intervals, 

keeping in mind what goals and objectives their colleague is trying to 

accomplish. 

                    

3- AFTER THE OBSERVATION 

 

Person Observing: 

 

a. Should summarize the observation on the back of the instrument. 

b. Should be sure to also put positive comments regarding the strengths of the 

instruction first. 

c. Should be sure that her/his comments are phrased in a constructive, helpful 

manner. 

d. Should give the instructor and any additional paper with comments, within 

one day of the observation. 

 

4- THE DISCUSSION 

 

After the instructor has had the chance to read the observer's comments, they should 

meet to discuss the class period within two days (memories fade with time!). 

 

If the observer and/or instructor believe that the class period was somehow between 

mediocre to disastrous, the evaluation form may be discarded and another 

observation can be scheduled. The instructor should write her/his comments within 

two days. 

 

The instructor should write her/his reaction the observer's written comment as well 

as to the discussion, mention the things she/he might change in the future, or keep, 

attach comments to the Peer Evaluation Form, make one copy and give it to the 

Department Head and keep the original in her/his files for the future reference. 

 

 

 

XXII. Why Do We Observe And Who Usually Observes? 
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Observation is done to enhance teaching techniques and to identify behavior. It is 

also beneficial for teacher training. 

 

a. For teacher development:  

 

* A Teacher observes a peer teacher for mutual self-development. 

 

* A Supervisor or Coordinator observes a teacher to develop a particular area. 

 

b. For Teacher training:  

 

* A pre-service teacher observes and experienced teacher as a 'modeling' 

experience. 

 

* Trainee Teachers observe teachers for training in identifying and prioritizing 

teaching behaviors. 

 

c. For Evaluation:  

 

* A Principal\Supervisor\Coordinator observes teachers for prospective 

employment-related matters. Usually value-based, directive and extremely 

imposed. 

 

d. For other Reasons:  

 

* Parents, School Counselors and Researchers. 

 

 

A. Benefits of Observations: 

                                     

 * Teachers can look at the lesson from a range of different perspectives outside of the actual lesson 

plan of the Teacher. 

 

 * Teachers can identify techniques and practices which they can apply to their own    teaching. 

                     

  * Observations enhance the process of professional decision-making in which the 

Supervisor/Teachers are constantly involved. 

 

B. How Does Classroom Observation Affect Evaluation? 

 

Classroom observation is the act of noting, recording and mirroring classroom life. It is multi-faced 

in that it can include the preparation for the class, the class itself and follow-up. 
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Observation and Evaluation: 

 

Observation is describing what occurs in the classroom while Evaluation involves interpreting what 

it means. 

 

Evaluation instruments are used to measure the quality of classroom life. 

 

Observation instruments are used to measure the quality of classroom life. 

 

Observation instructions are used to describe what occurs in a classroom as a means for 

professional growth and instructional improvement. 

 

 

  

XXIII. Punishment & Reinforcement Policies 

 

According to ADEC; the student corporal punishment and insulations (Corporal, Verbal or 

Expel the student from the class) are not allowed at school or any related activities. 

Incase happened the Employee name will be sent to ADEC to apply the suitable action 

according to UAE Law. 

 

Kindly check the attached ADEC Conditions: 

 

ضرب أو إهانة) بالكالم أو غيره( أو طرد  مكم بأنه يمنع منعا باتاً بناء على ما ورد من تعليمات مجلس أبوظبي للتعليم، نود إعال

ي نشاط تابع للمدرسة)داخلها أو خارجها(، وغير ذلك سيتم رفع إسم هذا الموظف لمجلس أطالب من الحصة في المدرسة أو 

 حسب القانون. التعليم ألخذ اإلجراءات الالزمة

 رمنه في تعميم مجلس أبوظبي للتعليم.مالحظة: الرجاء قراءة األمور التي تم التحذي
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What should we punish/reinforce? How? How often? 

 

A teacher, backed up by the Administration, should always have a list of what should be punished 

and what should not. We cannot go on punishing the students for every single wrongdoing. It will 

definitely cause frustration! A lot of the time, it is advisable to just ignore the behavior until it fades 

away. It is important, therefore, to figure out the weakest point or most terrible act that student has 

or does and work to improve it, giving lesser importance to other negative behaviors. 

 

Naturally, reinforcement leads to better results than negative punishment. We all like to be praised. 

To weaken a negative behavior, it is recommended that you strengthen and praise another one 

related to it in a sense, when you punish a student for beating a friend, praise him when you see 

him accidentally helping one or even if he does not beat another student a day or two. Follow up of 

a student's behavior and its improvement is very important here. 

 

Moreover, it is important for a Teacher or a Supervisor to set a record of when a punishment or 

reinforcement was given and how long its effect lasted. This is important to help us deal with the 

behavior on a timely basis. We cannot go on randomly punishing or reinforcing a behavior. Time 

basis, here, could be "after how many times" or "after how much time". I may reinforce a student 

for doing her/his homework for three consecutive times, or for four or five times this week or even 

for the whole week. 
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XXIV.                                    DO’S and Don’ts 

 

 

 

 

DO'S:  

 

The following are direct and indirect forms of reinforcement that might be of help. 

 

1- Follow up students' work and keep track of the good things they do. Tell them how happy you 

are that they have done. Reinforce 

 

2- Respect students' opinion and consider that they have shared it with you and the class. 

Appreciate 
 

3- Give a way for each student to express herself/himself. Listen 

 

4- Remember that you are dealing with different interests, issues and views. When a student is not 

interested, find ways to arouse interest. Motivate 

 

5- There is always more that one way of doing things. Accept students' points of view as long as 

they are logical and related to the task. Let them know that their efforts are recognized.  

Be Flexible 
 

6- If you show students respect, they will respect you in return. With time, they will also come to 

respect all of the other people around them. Respect is Mutual 

 

7- When students present you with extra work, show that you are glad to have it, are happy that 

they have done it and that you would be happy to see more of it. Encourage 

 

8- We all love to be praised. Be Positive 

 

DON’T’S: 

 

 We Teachers are human beings, too! Sometimes we just cannot control our reactions. We need am 

abundance of patience and flexibility. "Count to one hundred" they say. Sometimes I feel like I 

need to count to one million, and sometimes I come to believe if I am becoming to teach all my 

life, I might just have to spend my lifetime counting. 

 

   ***According to Emirates Ministry of Education (MOE) Regulations; these kinds of 

punishment are not allowed at all: 
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1- Physical punishment is totally prohibited. 

2-Do not punish students by prohibiting them from attending sports, arts or music classes. These 

are also important subjects that students have to learn to appreciate and excel in. remember our 

nine intelligences. 

 

3- It is not allowed to punish the student by preventing him from eating his food at the break or 

asking him to write or copy a lesson (that she/he has not done or studied) twice or three times or 

even once. What we care for is that the task be done. Ask her/him just to study it once again. It is 

not wise to use the lesson as a means of punishment. We want our students to love education, not to 

hate it. 

 

4- Do not use negative comments or make fun of the Students' opinion. It lessens future 

participations and kills motivation. 

 

5- Do not punish a weak or lazy student by ignoring her/him. Weak students are our first targets. 

You may ignore behaviors, but not the individuals themselves. 

 

6- Do not use materialistic reinforcements. Train students to work hard to get a nice remark, a 

praising comment or even a smile. Yet, remember that students (especially younger ones) like more 

what they can have in their hand, see, touch, observe, and show to family and friends. 

Therefore, giving them a book, an educational game, or a little symbolic souvenir from time to 

time, but not randomly, is a successful form of encouragement, too. Yet, do not give this way to 

become their target. 

 

Must be steps to follow the students’ achievement and behavior: 

 

1. The teacher should inform the Coordinator\Supervisor about the student who doesn’t do his 

homework more than two times in a paper (written or email). 

 

2. The teacher should inform the Coordinator\Supervisor about the student who forget his\her 

book, note book more than two times in a paper (written or email). 

 

3. The teacher should inform the Coordinator\Supervisor has decrease or increase in his 

performance and achievement in a paper (Weekly Quizzes or all Exams) (written or email). 

 

4. The teacher should inform the Coordinator\Supervisor if she notices some of changing in 

student’s behavior (Written or by email). 
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XXV. PROGRESS REPORT COMMETNS 

 

The following are some suggestions of suitable phrases and comments to use on student 

progress reports. These are only and by no means mandatory, but, may be useful to staff 

who have difficulty finding the correct phrase, or keep repeating the same idea. Please try as 

much as possible to be positive in your comments. Negative comments kill motivation and 

definitely stop any attempt to work harder. On your daily quizzes and exercise sheets, 

always use comments that make the student feel that you are close and caring. Some nice 

comments are: 

 

A. For High Achievers: 

 

You are a sweet candy. 

I am proud of u. 

You are a hero! 

I always enjoy reading your paper. 

This paper is a piece of art. 

You are my sugar sweet. 

You are a precious pearl. 

Keep it up! 

Smile. You are on top! 

I get a 'smiley' face when I read your work. 

I love the way you present your ideas. 

Shakespeare would have loved to read your poem. 

 

 

 

 

 

B. FOR LOW ACHIEVERS: 

 

Put your running shoes on. 

Run faster. 

Never too late; you still have time to make up for it. 

Let's join our efforts and get it done. 

I am sure you were not feeling well. I want to see the real YOU! 

I do not want to consider this paper, can you do it again? 

You are a little turtle now. Can you run as fast as a gazelle? 

A bit harder. You can make it. 

In disguise? Well, uncover…Show me your real talent. 
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C. Academic Achievement: 

 

An excellent, hardworking student. 

She/He is a very good student. 

She/He is a good student. 

Her/His work is satisfactory. 

She/He needs help. 

 

D. Effort: 

 

Puts great effort on her/his work. 

Keen to produce work of a very high standard. 

She/he is a conscientious student. 

Her/His work is superb. 

Her/His work is immaculate. 

She/He grasps new concepts easily. 

She/He has produced a project of outstanding quality. 

She/He makes positive contributions in class. 

She/He is creative. 

She/He enjoys studying Math… 

She/He has made good/fair progress lately. 

She/He needs to make more effort in applying new concepts. 

Her/his homework is always completed on time. 

She/He needs to work a bit harder. 

She/He needs to exert herself/himself more. 

She/he needs to put more effort into studying at home. 

She/He must work to improve her/his handwriting. 

She/He must pay more attention in class. 

She/He must participate in class discussions. 

She/He must take project work more seriously. It is a part of the assessment, too. 

She/He is capable of producing work of higher standard. 

She/He sometimes has difficulty in coping with the task given. 

She/He has to work independently. 

Her/His presentation could be better. 

 

E. Behavior: 

 

She/He has a pleasant personality. 

She/He is helpful and considerate. 

She/He is a polite student. 

She/He follows instructions well. 

She/He is a credit to the class. 

She/He is a cooperative student. 
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She/He abides by the Academy's rules and regulations. 

It is a pleasure to have her/him in the class. 

She/He has an outgoing, pleasant character. 

She/He respects others well. 

She/He should not be disruptive in the class. 

She/He should listen when the teacher is explaining the lesson. 

She/He must improve her/his attitude. 

She/He should be more mature. 

 

 

        **When writing your reports, make sure that you use full sentences and check your 

grammar and spelling. Avoid repetition. Make sure that you do not write contradictory 

statements about a student. 

Avoid mixing academic with personal comments in the same sentence. 

 

 

 

 

 

 

 

 

 


