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01 – INTRODUCTION 

 

This summary is meant to provide a comprehensive framework for Galileo 

International School. The vision, mission, objectives, in addition to various other 

pertaining areas of Galileo International School, are all laid out in order to 

provide a holistic picture of the school. 

 

FEASIBILTY STUDY 

 

CHOOSING, the right school for your child is probably one of the most important 

decisions you will make in life. It is the responsibility of the society to provide 

enough educational opportunities for the all-round development of the children. 

 

A school with global excellence catering to the academic needs of the growing 

Indian population in Qatar which has exceeded 700 thousand is indeed a 

challenge. Although there are several educational institutions doing their best in 

the curricular and co-curricular activities, the scope for more schools was 

broadening day by day due to the increased populations and admission restrictions 

of the Ministry of Education. 

 

The existing Indian schools in Doha are saturated and the community felt a need 

for more educational institutions that strive to provide education of the highest 

academic standard, ensuring a highly motivating environment for the development 

of rounded personality of children. 

 

Our vision blossomed when we discussed the things with some of the prospective 

Indian expatriates in Qatar.  They also agreed with our vision, and intensively we 

started our mission with a positive outlook. 

 

At our school we believe that learning is a lifelong journey and the school we opt 

will definitely make a difference in the career prospectus of children. 

 

It is our aim to establish a work culture that fosters diligence, sincerity, 

responsibility, and accountability in which our students develop a passion for 
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learning and thinking out of the box that will serve them throughout and beyond 

school years. 

 

We endeavour to promote the pursuit of excellence and achievement for every 

student to enable him/ her to optimize his/her potential. Our goal is to create and 

maintain an ethos that encourages high academic standards, self-reliance, co-

operation, creativity, innovation, enthusiasm, initiative, and global citizenship. 

 

1.1 OUR VISION 

 

Galileo International School is committed to excellent education by  

“Empowering learners for life” 

 

OUR MISSION 

“To provide an extraordinary environment for learning, bonding and all-

round development that helps create and mould world-class future leaders.” 

 

1.2 GOALS 

The Galileo International School embarks at achieving the following goals: 

1.   Present the society with an output of children fully equipped with the  

 necessary modern, problem-solving skills, knowledge and attitudes which  

 enable them to face successfully the challenges of the modern era. 

2.  Promote tolerance among children regarding other peoples and cultures 

while being proud of their own Arab-Islamic heritage and culture. 

3. Promote critical thinking, leadership, attainment, and creativity among its 

 child clientele. This is attained through adopting and fostering proper 

 educational strategies, methodology, extracurricular activities and cutting-

edge technologies. 

4. Prepare children for academic work in all fields of knowledge, in prestigious 

 universities both locally and abroad. 

5. Adopt standards of excellence in all disciplines especially those related to 

 English language instruction and computing skills. 
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OUR VALUES 

 

1.  Honesty and Integrity: The governing policy among all constituents of  

 School shall be honesty and integrity. Rights and obligations of all shall be 

 defined and adhered to. 

2.  Transparency: All relationships governing all members of the School shall 

be transparent whereby every member knows and adheres to his/her rights 

and obligations. 

3. Pride: Children of the Galileo International School are to take pride in their 

 Islamic- Arab culture, heritage and customs. The School, along with the  

 knowledge, achievements and skills it provides, shall be sources of elevation 

 and pride for every child. 

4.  Productivity and Achievement: All constituents of the Galileo International 

School value high productivity and achievement. 

5.  Responsibility and Accountability: The School community at large is held 

 responsible for the wellbeing of the School. All members are, at the same 

time, accountable for their deeds. 

6. Tolerance: Tolerant attitudes are to fester among all constituents of the 

Galileo International School with regard to religion, race, ethnicity and 

gender. Opposing views of the other shall also be tolerated with mutual 

respect. 

7. Harmony: An atmosphere of harmony shall govern the ways in which work 

 is carried out among administrators, staff, children and other employees. 

 Mutual respect is one major factor to characterize interaction. 

8. Confidentiality: Confidentiality of personal matters, information, records, 

files, etc., constitutes an integral part of the policies of the Galileo 

International School. 
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1.3 PHILOSOPHY OF EDUCATION OF GALILEO INTERNATIONAL 

SCHOOL 

 

The Galileo International School is founded and obtained license in the year 2019 

by the Ministry of Education in the State of Qatar. It is established to provide 

quality education to all children residing in Qatar. 

Galileo International School is privileged in the following domains: 

•  Prestigious academic work in all disciplines in accordance with most up-to- 

 date educational strategies and methodology. 

•  Multi-ethnic teaching staff composed of local and expatriate, highly 

qualified 

and experienced teachers, whose main task is to facilitate learning and to                                               

arrange for a productive learning environment, rather than only provide 

information. 

•  Providing for child-centered instruction, where the focus is on advanced  

 learning levels, rather than on recall level per se. Hands-on activities are| 

 considered part and parcel of the daily instructional activities. 

•        Broad understanding of the importance and efficacy of breading technology 

at large and of educational technology in the instructional field in particular. 

•  Viewing its client children holistically, whereby every single aspect and 

quality of the individual child is observed and addressed, including those that 

relate to communicative social skills, public relations, problem-solving skills 

and creative artistic activities. 

•  Fostering positive attitudes in candidates regarding faculties of leadership. 

•  To facilitate dealing with individual differences, mixed ability and special 

 needs of disabled children, allowing each and every child to realize his/her 

 maximum potentials. 

 

The above-mentioned factors and privileges are meant to enable the Galileo 

International School to provide quality education that ensures graduating good 

calibre children who are able to cope successfully with the challenges of their 

future careers, in addition to the requirements of their adult life. 
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The prevailing instructional environment at the School provides for cohesion 

among children, as much as it enhances positive competition and modelling. 

Excellence on part of gifted children is also observed, promoted and rewarded. 

Hence, various evaluation methods are employed, such as different types of tests 

and quizzes, portfolios, projects, presentations, in addition to on-going assessment 

of the entire status of every child. Criteria and norms are defined and also 

accounted for in the evaluation process of child achievement and attainment. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

11 
                              E: enquiry@galileois.com, T: +974 30313523, A: Street No 656, Zone 53, P.O Box 12968, Muaither North,  Doha, Qatar.  

EMPOWERING LEARNERS FOR LIFE 

      

     

 

 

 

PART - A 

Policies related to 

Academics and the 

Classroom Decorum 
 

 

 

 

 

 

 

 

 

 



 
 

12 
                              E: enquiry@galileois.com, T: +974 30313523, A: Street No 656, Zone 53, P.O Box 12968, Muaither North,  Doha, Qatar.  

EMPOWERING LEARNERS FOR LIFE 

 

Curriculum Policy 

 

Policy 

Number 

A 02 

Effective 

Date 

02/03/2023 

Issue Date 02/03/2023 

Valid Until 28/02/2026 

 

REVISION HISTORY 

Revisio

n No 
Issue Date Amendment Description  

Date 

Effective 

Revalida

ted 

00 Nov 2020 First Issue Nov 2020  

01 25.11.2020 Review and update 25/11/2020  

02 02.03.2023 Review and update 02/03/2023  

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

 

 

Curriculum Policy 

Prepared 

By  

Issued By 

HR 

Department 

Page 1 of 4 



 
 

13 
                              E: enquiry@galileois.com, T: +974 30313523, A: Street No 656, Zone 53, P.O Box 12968, Muaither North,  Doha, Qatar.  

EMPOWERING LEARNERS FOR LIFE 

 

 

 

Rationale: 

At Galileo International School, we believe that our curriculum should be 

broad, balanced and relevant to meet the needs of all children irrelevant 

of their ability.  

  

Our curriculum is comprised of: 

 

• The Kindergarten programme - KG I and KG II 

• The primary Programme   - I Std to IV Std 

• The preparatory programme -VI to VIII 

• The Secondary School programme -IX std. 

It is our aim to ensure that our pupils have a range of learning experiences that 

challenge, stimulate and promote thinking and learning through our creative 

curriculum.  

 

Aims: 

The aims of the curriculum are to: 

1. promote high standards in all areas of the Frameworks 

2. enable children to develop a wide range of skills, including social and 

emotional 

3. provide equality of access and the opportunity for all pupils to make 

progress 

4. enable pupils to develop a moral sensibility through carefully taught 

values 

5. prepare pupils for the opportunities, responsibilities and experiences of 

adult life 

The curriculum is planned effectively, providing continuity and progression. It 

promotes an enjoyment of learning and a commitment to learning and 

achieving. Through the provision of rich and varied activities, we aim to: 

1. encourage the best possible progress for all pupils 

2. enable pupils to make connections across different areas of learning 

 A02 - CURRICULUM POLICY 
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3. help pupils to think creatively and solve a variety of problems 

4. develop pupils’ capacity to learn and work independently and 

collaboratively 

5. enable pupils to respond positively to opportunity, challenge and 

responsibility 

6. enable pupils to acquire and develop a broad range of knowledge, skills 

and understanding 

At Galileo International School, we aim to foster a life-long love of learning 

through student centred learning and class programmes that develop thinking 

skills.Through it, we aim to deliver a twenty-first-century education that will 

equip our pupils with the skills required to be independent and responsible 

citizens, who 

1. are secure in their values and beliefs 

2. respect others 

3. recognise their responsibilities within a global community 

4. have a sense of worth, purpose and personal identity 

5. make informed choices 

6. can handle conflict 

7. have enquiring minds 

8. are creative and resourceful 

9. have good problem-solving skills 

10. use, apply and transfer skills to different situations 

11. are confident individuals 

12. can relate to others and form good relationships 

13. are able to work independently as well as in cooperation with others 

14. are creative and resourceful 

The Organisation of the Curriculum: 

The curriculum is taught through discrete subjects based on the statutory 

guidelines as specified in the EYFS /CBSE National Curriculum of India  

Frameworks.  

Planning: 

        An overview of the long-term yearly planning gives a broad outline and 

shows progression and continuity across the school. 

 

Long-term Planning: this shows an overview of the topics/themes covered 

each term in each year group in each subject.  Long-term plans give a broad 
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outline for each year group and show progression and continuity between 

topics taught.  

 

Weekly/Daily Planning: this breaks down the objectives into weekly/daily 

achievable targets and activities. 

Pupils should be part of the planning process at the medium and long term 

planning stages. Long/medium term planning is flexible from year to year as 

long as the statutory requirements from the Frameworks are covered. 

Therefore, topics/themes may change over time. 

Roles and Responsibilities: 

The School Principal, Deputy Principal, Coordinators/Head of Departments 

and Class Teachers have overall responsibility for implementation of the 

curriculum. They are responsible for overseeing the delivery of the curriculum 

through: 

1. regular formal and informal discussions with staff 

2. monitoring of planning to ensure curriculum and key skills are covered 

3. carrying out book scrutiny alongside planning and ensuring cross-

curricular links are optimized 

4. observing learning and teaching to ensure progress is being made  

5. regular review of the curriculum and implementing changes where 

necessary 

6. formulating an action plan to move the school forward 

7. sending out curriculum information to parents every term 

 

The School Principal has the responsibility for the leadership of the curriculum 

so as to: 

1. ensure that curricular objectives are met at all times and progression is 

optimized 

2. ensure that class teachers teach the curriculum so that its aims are 

achieved, and that they plan collaboratively to ensure parity across each 

year group 

3. ensure that progress is tracked appropriately and accurately in line with 

Galileo  International School’s  Assessment Policy 

4. ensure that all learning needs are met, if necessary implementing early 

intervention strategies 

5. ensure that the Stakeholders receive a report each term on curricular 

matters 
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All teaching staff are responsible for the planning and delivery of the 

curriculum on a day-to-day basis and for making cross-curricular 

links/integrating where appropriate. Teaching staff can, in cooperation with the 

School Principal, Deputy Principal and Coordinators/Head of Departments, 

make amendments to planning in order to optimise learning opportunities 

should the need arise. 

Teachings staff are encouraged to enthuse students and broaden their 

experience with activities such as off-site-visits, visitors into school, project 

work and shared experiences of the wider school community. 

Student’s achievements are acknowledged and celebrated regularly through 

displays in shared areas, assemblies and wherever they have the opportunity to 

share their knowledge with the rest of the school. 

 

Inclusion 

At Galileo International School, we value the diversity of pupils within our 

school. All pupils have equal access to the curriculum and are treated fairly, 

regardless of race, religion or abilities. 

 

Assessment and Reporting 

Assessment and reporting are vital, as it helps us to determine whether or not 

the necessary progress has been achieved and whether or not changes to the 

curriculum need to be made. 

 

CO- CURRICULAR ACTIVITIES 

 

Only a healthy child can learn effectively and good health leads to better learning. 

Many activities are necessary for development of the affective and psychomotor 

domain. The activities like games and sport, art and music, craft work, traditional 

Dance etc. are termed as co-scholastic activities. The term co-scholastic activities 

are used for both cognitive and non-cognitive development that can take place by 

exposing the child to the scholastic and non-scholastic subjects. 

 

Art Education including local art, craft, literature and skills, Health and Physical 

Education, Yoga, traditional games, indigenous sports, Scouts and Guides, Martial 

Arts etc. are integral parts of the curriculum and to be included in the routine of 

the schools for the holistic development of children. 
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Art Education entails instruction in various art forms (visual as well as 

performing) with an aim to help children develop an interest for arts and 

encourage them to enthusiastically participate in related activities, thus, promoting 

abilities such as imagination, creativity, valuing arts and cultural heritage. 

Health and Physical Education focuses on holistic development, both mental and 

physical, understanding the importance of physical fitness, health, wellbeing and 

the factors that contribute to them. Focus of this area is on helping children 

develop a positive attitude and commitment to lifelong, healthy active living and 

the capacity to live satisfying, productive lives with the help of health 

management, indigenous sports, yoga, , self-defence, fitness and lifestyle choices. 

 

Co-scholastic activities are used for both cognitive and non-cognitive 
development. The CCA activities are provided to the students through various 
houses and clubs. 

 

SCHOOL HOUSES 

 
• Diamond House 
• Emerald House 
• Ruby House 
• Sapphire House 

 

 
CLUBS 

 
• Literary Club 
• Cultural club 
• Art Club 
•      Science Club 
• Story Club 
• Quiz Club 
• Readers’ Forum 
• Sports club 

 

 

 

 



 
 

18 
                              E: enquiry@galileois.com, T: +974 30313523, A: Street No 656, Zone 53, P.O Box 12968, Muaither North,  Doha, Qatar.  

EMPOWERING LEARNERS FOR LIFE 

ACADEMIC PLAN 

Policy 

Number 

A02 

Effective 

Date 

02/03/2023 

Issue Date 02/03/2023 

Valid Until 28/02/2026 

   

 

REVISION HISTORY 

Revisio

n No 
Issue Date Amendment Description  

Date 

Effective 

Revalida

ted 

00 Nov 2020 First Issue Nov 2020  

01 25.11.2020 Review and update 25/11/2020  

02 02.03.2023 Review and update 02/03/2023  

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

 

ACADEMIC PLAN 

Prepared 

By 

 

 

Issued By 

HR 

Department 

Page 1 of 4 



 
 

19 
                              E: enquiry@galileois.com, T: +974 30313523, A: Street No 656, Zone 53, P.O Box 12968, Muaither North,  Doha, Qatar.  

EMPOWERING LEARNERS FOR LIFE 

 

2.2 ACADEMIC PLAN 

 

TYPE OF EDUCATION: Co-education 

Classes Starting from KG to IV Std in Sept 2019, we will offer classes up to plus 

two levels subsequently. The section wise classification will be as follows: 

 

EARLY YEAR KG I and KG II 

PRIMARY SECTION From I Standard to IV Standard 

MIDDLE SCHOOL SECTION Classes V to IX Standard 

MEDIUM OF INSTRUCTION English 

AFFILIATION 

 

Central Board of Secondary Education, 

New Delhi, India. 

 

LANGUAGE OPTIONS: 

1. SECOND LANGUAGE OPTIONS: Hindi/Arabic/Malayalam(from classes 

I to IX) 

DAILY LESSON PLAN GUIDELINES 

 

Galileo International School, strives to provide quality student centered learning 

while abiding by the objectives set out by the CBSE. These guidelines intend to 

provide all teaching staff with the necessary explanations of what the school 

expectations regarding daily planning are, in order to make lesson plans more 

effective to achieve the curricular objectives and, more importantly, to enable 

students to gain academically. Planning for lessons is essential. It makes teachers 

more organized, thus knowing what to do next. It is important to understand that 

the planning process is instrumental for student progress. 

 

4 – Stage Planning Process: 

1. Pre-Planning (before writing the plan): at this stage, teachers are encouraged to 

think about what to include in the lesson; selecting resources while considering 

the planned lesson objectives and students’ needs. 

2. Writing the Plan: this is the stage of writing the lesson plan following the 

Galileo International School, daily lesson plan template 
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3. Post-Planning: this stage is concerned with how teachers revise their plan and 

remember the main points of their plan. It also includes reviewing the plan and 

making the necessary decisions to refine it more. 

4. Post-Teaching: this stage takes place after the lesson has been taught. Teachers 

are required to add short comments as to the effectiveness of the lesson taught. 

This is intended to encourage the teacher to reflect on the lesson and/or encourage 

them to adjust their subsequent planning if necessary, both in flow as well as 

difficulty level.  

 

COMPONENTS OF THE GALILEO INTERNATIONAL SCHOOL, 

MUAITHER,  

 

DAILY LESSON PLAN 

1. Subject planned for, week planned for, year group planned for and name 

of teacher composing the daily lesson plan 

2. Curriculum Reference 

3. Key Vocabulary 

4. Learning Objective and Success Criteria 

5. Actual Lesson broken into 

 

a. Hook Activity/AfL Activity: The Hook Activity is a strategy to get students 

engaged in a lesson by introducing what is interesting about the lesson. The Hook 

Activity should prepare students to learn the new material by giving them a reason 

to pay attention to the material and to get the students interested. 

 

b. Lesson Main: 

• Watch Me: The Watch Me part of the lesson main is the teacher input, 

whereby the teacher explains new concepts. The Watch Me part is the 

teacher led part of the lesson. 

• Help Me: The Help Me part of the lesson main is a teacher guided student 

task that link to the Watch Me part. This part still requires teacher input, 

however, the focus is shifting to students being led towards independently 

applying what was taught in the Watch Me part. 

• Show Me: This is the student independent task which is linked to both 

Watch Me and Help Me. This should be an application task that tests 

critical thinking and problem-solving skills and may include hands-on 

activities. This task is typically differentiated and the tasks for different 

ability groups are described under Layers. 
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c. Plenary: the Plenary typically is serves as some sort of closure to the lesson. 

This might mean a few minutes at the end of the lesson during which the teacher 

or the students summarize some of the significant points, an activity in which 

students share perceptions with each other, or a time during which students recall 

their positive or negative perceptions of a lesson. The Plenary also provides the 

teacher with the opportunity to assess whether or not students have achieved the 

Learning Objective set.  

 

6. Modifications for students with additional needs 

a. Content 

b. Students who need to be challenged 

c. Behavior 

7. Homework 

8. Resources needed for delivering the lesson effectively 

9. Teacher Reflection (annotation) 

Timeline 

Daily lesson plans are to be handed in for the coming week by Wednesday end of 

day. Coordinators/Heads of Department will check and request amendments, if 

necessary.  

At Galileo International School, all daily lesson plans are stored on a Shared 

Drive. Weekly planner and activity worksheets must be shared with students on 

Thursdays.  
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Teacher's name Year/Grade Date Subject 

    

Lesson topic Unit / lesson 

  

Learning Resources  

Supporting   Resources Textbook 
 

  

Starter  

Time in min for 

starter 

5 min 
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                                                                                       Main teaching and learning activities 

Learning Objectives 

LO 
Content: Topic /subtopics 

Educational Strategies and   

learning activities 

Learning outcomes 
Assessment for 

learning 

Time 

 

 

 
1.  LO1: 

 

 

 

 

KEY 

WORDS: 

 
 

 
 
 

 
 
 
 
 
 
 
 
 

  15 min 
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2.  LO2: 

 

KEYWORDS: 

 

   
  

 
 

 
 
 
 
 
 

25 min 

 Closure 

 Lower order questioning 
(remembering, 
understanding, applying  
 
 
 
 

                                                                                              High order questioning (analysing , evaluating, creating ) 

 Assignment 

 Homework – 
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Integration Promoting national identity and educational values 

  

  

Teacher’s Signature: …………. 

Date:    ………..      

Head’s Signature: ………………. 

Date: …………….  

Grade Given: A / B / C / D 
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A02: EARLY YEARS FOUNDATION STAGE POLICY 

 

“A big journey starts with a small step” 

 

1. Introduction: 

At Galileo International School, we believe that every child deserves the best 

possible start in life and support to fulfil their potential. A child’s experience 

in the early years has a major impact on their future life chances.  A secure, 

safe and happy childhood is important in its own right, and it provides the 

foundation for children to make the most of their abilities and talents as they 

grow up. This policy outlines the purpose and nature of Early Years 

Education at Galileo International School. 

 

2. Rationale: 

Children develop rapidly during the Early Years Foundation Stage - 

socially, emotionally, physically and intellectually – and each child is 

entitled to the provision that supports and extends knowledge, skills, 

understanding and confidence. 

1. The Early Years Foundation Stage is a valid stage of learning in itself, not 

simply a preparation for the next stage of education. 

2. Personal, social and emotional well-being is the basis for successful 

learning and development. 

3. The whole child is important; social, emotional, physical and intellectual 

developments are inter-related. 

4. Young children do not learn in subjects. Learning is holistic. 

5. Children develop individually and at their own rates and need to be given 

time to move through the developmental stages at their own pace. 

6. Observation and monitoring of children’s progress are vital. It informs 

the planning of the next steps forward for each child and is essential for 

the early identification of those with special needs. 
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7. Children learn best when they are in control and therefore need to be 

given the opportunity to be responsible for their own learning. 

8. Children need a stimulating and challenging environment, both indoors 

and outdoors, in which to develop. In particular, it should promote 

personal and social skills and support the acquisition and development of 

language. 

9. Children find abstract learning difficult. They need experience of doing 

things, handling objects and exploring the physical and social world 

before they are ready to understand abstract concepts. 

10. Children learn best when they are actively involved where situations 

make ‘human sense’ to them. Therefore children should have the 

opportunity to learn through first-hand experience. Planning should be 

based on individual children’s interests and their needs 

11. Adults should display positive attitudes to all of the children and to each 

other to promote high self-esteem and make children feel valued. 

12. Parents are recognised as a child’s first educator, even before they start in 

a setting. 

3. A Principled Approach 

EYFS principles, which guide the work of all practitioners, are grouped into 

four distinctive but complementary themes: 

a. The Unique Child: Every child is a competent learner from birth 

who can be resilient, capable and self-assured. 

b. Positive Relationships: Children learn to be strong and 

independent from a base of loving and secure relationships with 

parents/carers. 

c. Enabling Environments: The environment plays a key role in 

supporting a child’s development. 

d. Learning and Development: Children learn and develop in 

different ways and at different rates. All areas of learning are 

equally important and interconnected. 

Our aims reflect these principles 

 

4. Our Aims: 

o To develop the child personally, socially and emotionally by: 

o Planning for the needs and interests of each individual child (see 

curriculum and assessment policy) 
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o Offering a safe and secure environment 

o Making each child feel valued 

o Helping the child form stable relationships 

o Encouraging a sense of responsibility and consideration for others 

o Developing a positive self- image increasing confidence, 

independence and control. 

o Developing an awareness that there are similarities and differences 

among all groups of people but that all groups are equally 

important 

o Providing resources and materials that reflect the many different 

types of backgrounds, challenging multicultural and gender issues 

o Developing a curriculum that includes discussion and activities on 

different religions, cultures and languages 

o Ensuring that their well-being and Involvement is monitored 

 

5. Characteristics of Effective Learning 

The three characteristics of effective learning for the holistic development of 

students are: 

 

Playing and exploring – engagement 

1. Finding out and exploring 

2. Playing with what they know 

3. Being willing to ‘have a go’ 

 

Active learning – motivation 

1.  Being involved and concentrating 

2.    Keep trying 

3.    Enjoying achieving what they set out to do 

Creating and thinking critically – thinking 

1.     Having their own ideas 

2.     Making links 

3.     Choosing ways to do things 
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We organise our Pre-school to ensure that we offer all children opportunities 

to explore these characteristics and in addition, we will: 

 

        a. develop the child intellectually by: 

1. providing a stimulating environment in which each child can learn 

through hands-on promoting the use of language 

2. stimulating the child’s curiosity 

3. giving opportunities for children to make their own decisions 

4. encouraging active learning 

5. encouraging self-evaluation 

 

b. develop the child physically, improving skills of co-ordination, control, 

manipulation and movement by: 

1. providing opportunities for children to use their bodies effectively by 

providing space for learning experiences both indoor and outdoor. 

2. develop fine motor skills through activities such as modelling, painting 

and construction. 

3. to develop an awareness of their physical ability. 

 

c. develop the child aesthetically and creatively by: 

1. providing a stimulating environment in which creativity, imagination, 

originality and expressiveness are valued. 

2. providing opportunities to experiment with a variety of materials. 

3. providing opportunities for children to use and explore their senses 

4. encouraging children to be creative and express themselves through a 

variety of media, music, dance, role-play art activities. 

 

d. establish a smooth transition from home to school and develop a 

positive parent partnership model by adopting an admissions procedure that 

eases the transition from home to school, e.g. play visits to the setting 

 

6. Learning and Development 
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A broad, balanced and differentiated curriculum is rooted in our child 

centered philosophy, in which the focus is the development of the individual 

as a whole person. 

Active learning is at the heart of the developmental process, children learn 

best from hands-on experience. Classroom programmes must show a well-

planned indoor and outdoor scheme of work. 

Activities must be appropriate to meet the needs of the individual child. 

They must be flexible enough to take account of individual diversity as well 

as be relevant to the individual child. 

The Early Years Foundation Stage curriculum is organised into 7 areas 

of learning: 

Three ‘Prime’ Areas: 

1. Personal, Social and Emotional Development 

2. Communication and Language  

3. Physical Development 

 

Four ‘Specific Areas: 

4. Literacy Development 

5. Mathematics 

6. Understanding of the World 

7. Expressive Arts and Design 

 

“There are seven areas of learning and development that must shape 

educational programmes in early year’s settings.  All areas of learning and 

development are important and interconnected.” 

(Statutory Framework for the Early Years Foundation Stage 2017) 

 

7. Play 

“Each area of learning and development must be implemented through 

planned, purposeful play and through a mix of adult-led and child-initiated 

activity.  Play is essential for children’s development, building their 

confidence as they learn to explore, to think about problems, and relate to 

others.” 

(Statutory Framework for the Early Years Foundation Stage 2017) 

 

8. The Role of the Adults 
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The professional team comprise of the Early Years class teachers, Arabic 

teachers and the assistants.  Others involved in the partnership are the 

Principal, Deputy Principal, parents, and students. 

 

The role of the professional team is to: 

1. plan the curriculum 

2. organise the learning environment 

3. interact with the children to extend their learning opportunities 

4. monitor and assess children’s learning 

5. record observations and assessments 

6. communicate with all involved 

7. meetings with the Foundation Stage team are held on a regular basis to 

establish agreed frameworks and common approaches 

8. Adults in the Foundation Stage setting work together as a team. 

Voluntary support from parents and other members of the community is 

welcomed.  

 

9. Parent Involvement: 

The role that parents play in the early education of their child needs to be 

valued and recognized. Their involvement is crucial to the development of 

children’s future learning. Parents need to be involved in a positive 

partnership. 

 

This partnership is developed by: 

1. Making parents feel welcome in the school.  

2. New (and old) parents of both Preschool and Reception classes will be 

invited to an Open Day and meeting in the EYFS setting to explain the 

philosophy of EYFS and outline the procedures and routines. This will 

take place as soon as possible in the new academic year. 

3. Parents will be involved in homework tasks, in particular, to build 

reading in the Reception classes. 

4. involving parents in discussions on their child’s progress during formal 

and informal meetings  

 

10. Special Educational Needs 

Every child’s needs are different, but when a child is having difficulty 

progressing in any aspect of their development in the classroom this is 

recognized. 
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We follow the whole school policy for special needs. The teacher, with the 

involvement of parents, will identify the child’s needs and in collaboration 

with the school psychologist, the learning support teacher, (if the school has 

one), and the Principal and/or Deputy Principal. The team will work towards 

meeting the child’s provision as most appropriate. (see IEP Policy) 

11. Inclusion 

As part of the larger school community, we adopt the whole school policy 

for Inclusion, Equal Opportunities and Race Equality. The core values of our 

school emphasize the need to value and respect everyone in our community. 

Our school policy states our intent to promote Equal Opportunities, Inclusion 

and Race Equality. 

Aims: 

• to be an inclusive school making equality of opportunity a reality for all 

of our children in their everyday lives. 

• to develop the children’s awareness of the pluralistic and diverse society 

in which we live. We will help them to learn positive attitudes and equip 

them to take their place in this society. 

• to educate our children so that they have a good understanding of what 

equal opportunities means. 

• to provide children with differing and appropriate levels of support for 

them to succeed. 

• to eliminate any actions, words of practices that contribute to inequality 

whether they intend to or not.  

• to develop children’s appreciation of the positive and enriching 

experiences that can be gained from living and working in a multi-faith, 

multi-race and multi-cultural society. 

Procedure 1: 

EYFS INDIVIDUAL PORTFOLIO FRAMEWORK 

Role of the Individual Portfolio: 

Every child in EYFS will have an individual portfolio. This is a cumulative 

record of their progress as they move through Preschool and Reception years of 

the EYFS section at Galileo International School. The information will be used 

to check progress, and note achievements of the seven learning areas learning 

outcomes of each student. They will be available for parent/teacher meetings, 

and by teachers, managers and the School Counsellor as and when needed. 

Expectations: 

1. Portfolios will be updated on a regular basis, and is to be kept neat with 

the information being filed in such a way that information is easy to find.  
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2. Each piece of information will be dated with day/month/year. 

3. Each piece of information will be named. 

4. All work samples will have feedback and note if the learning objective 

was met. 

5. A target sheet is filled in for each term, with information on when the 

target is reached, with corresponding evidence added as samples in the 

portfolio.  

6. Extra information such as IEPs will be kept in the portfolio.  

7. At the end of each term, every subject teacher will add any diagnostic, 

assessments and collected samples into the individual portfolios.  

8. The portfolio will be set up in the manner as set out below.  

9. Portfolios will be scrutinized at least once a term. Samples from each 

class will be randomly chosen, and it is expected that these will be kept to 

the standard outlined in this framework. 

Portfolios will include the following information: 

• Cover sheet 

• Individual student targets 

• Long Observations 

• Short observations 

• Work samples 

• Copy of IEP or other relevant information 

• Copy of Entrance assessment – Preschool (new student at Reception 

stage will also include this) 

• Copy of term report 

The previous individual portfolios from the Preschool year should be stored 

with the present portfolio and be easily accessible when needed.   

The portfolios will be handed to the Year 1 teachers as part of the transition 

process.  

 

Procedure 2: 

MONITORING OF STUDENT ACHIEVMENT IN EYFS 

Rationale:  

Galileo International School uses a variety of tools to monitor the achievement 

of the learning outcomes and goals of each student as stated in the EYFS 

Framework.  
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EYFS Framework: 

The EYFS Framework has a set of learning goals that each student is expected 

to achieve by the end of their EYFS years.  

A set of learning outcomes that are based on the age of the students (groupings: 

birth-11 months; 8-20 months; 16-26 months; 2-36 months; 30-50 months; 40-

60 months) are stated for each of the seven learning areas in this framework, 

graduated to build in progress until the learning goals for each learning area has 

been met.  

At Galileo International School, we use the 30-50 months learning outcomes as 

a guide and level for our KG-1 students, and the 40-60 month learning 

outcomes as a guide level for our KG2 students.  

Tracking Sheet: 

Tracking sheets for KG1 and KG2 have been compiled using the information 

from the EYFS Framework. The stated learning outcomes are used as learning 

objectives in the weekly planning. In this way it is ensured that all aspects of the 

seven learning areas are covered over the year in the class programme.  

After each lesson teachers will fill in the learning outcome/objective covered in 

the lesson stating how each student has achieved. 

 

The key used is as follows: 

 Introduced:  Emerging:  Expected:  Exceeding:   

 

 

These will be updated as the learning outcome/objective is presented in future 

class lessons. 

The purpose of the tracking sheet is to have an accurate record of each student’s 

achievement of each Learning outcome of all seven learning areas.  

Observations:  

Short and Long Observations are taken of every child (see Procedure for Short 

and Long Observations). The purpose of the Long observations is to give an 

overall view and snapshot of a student that integrates all seven learning areas.  

The purpose of the short observations is to keep a record of day to day 

achievements and noted aspects of each student. 

Work samples: 

Examples of students’ work are kept. On these will be feedback and notes on 

the LO the student has achieved or not, and will include other relevant 

information (e.g., that it was done independently, or with TA help etc.). 

 

Class records: 
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Teachers assess and keep class records on the achievement of acquisition of 

skills of the following aspects: 

• Phonics sounds 

• Handwriting samples of writing own name  

• Numbers from 1 to 20  

• Knowledge of shapes 

• Knowledge of colours 

Individual Portfolios: 

Observations and work samples will be filed and collated in each student’s 

individual portfolio. 

Teacher Folder: 

The tracking sheet and class records will be kept in the teacher’s folder.  

All information gathered will be used to write the termly progress reports that 

are used to inform parents of their child’s achievements and progress.  

 

 

Procedure 3: 

EYFS ASSESSMENT TOOL 

 

Rationale:  

Galileo International School, uses observations as an assessment tool in the 

Early Years Foundation Stage. Taking observations of individual students gives 

the opportunity to note aspects of each student’s achievement of the Learning 

Outcomes and provides a ‘snapshot’ of a period of time in the student’s live. It 

provides information on progress made, learning objectives and outcomes met, 

and to be able to set targets for next steps for each student. 

 

Long Observations (see Template 1 attached): 

Each student will have a long observation taken, written up and analysed at least 

twice in a term. The goal is to have one long observation of each child, once a 

month.  

The teacher notes the actions of the student for about 10 minutes in a timeline 

manner of what he student in doing over this time. The information is then 

collated by noting skills, behaviour, and other aspects in relation to the 7 EYFS 

learning areas.  

Students are given next steps targets. 

The Long observation form is filed in the individual student portfolio. 
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Short Observations (see Template 2 attached):  

The teacher fills in the short observation notes regularly during the class 

programme. Specific achievements, actions, targets, etc. are noted. It is noted 

which of the 7 EYFS learning areas the observation is covering.  

The short observations are used to build a day to day picture of a student’s 

progress and achievement across all Learning areas. These are used to access 

the student’s acquisition of Learning outcomes and goals as stated in the EYFS 

framework. 
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Template: 2  
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EYFS HYGIENE PROCEDURE 

1. Washing of Hands: 

Students wash their hands at the times noted below:  

• Before they eat food 

• After eating food, if necessary. 

• When they come back from using the playground. 

• After messy play. 

• After toileting. 

Students are lined up and go with Teacher and/or Teacher assistant help and 

teach students how to this wash their hands effectively. TA will check students 

have washed hands effectively after toileting.  

 

2. Using the toilet: 

Preschool: Students inform teacher/TA and the TA will take them to the 

toileting area. The TA will help as necessary, but the emphasis is on all students 

learning to be able to use the toilet independently, and to be able to re-clothe 

themselves afterwards. All students need to be independently going to the toilet 

by the end of Term 2.  

 

Reception: Students use the toilet independently, though the TA will go with 

the student to ensure that they are clean and wash their hands properly before 

going back to class. 

Toileting ‘accidents’:  

• TA will ensure student has dry/clean clothes.  

• Parents will be informed, and the dirty clothes sent home in a plastic bag. 

The borrowed clothes are to be cleaned and returned to school.  

• If the accidents re-occur regularly, parents will be asked to meet so as to 

ensure that the student is able to signal the need for going to the toilet; or 

to find the reason why the ‘accidents’ are happening, and if the school 

can make changes to stop these happening. 

• If these ‘accidents’ still occur, the child will need to stay at home until 

able to show they are able to go to the toilet independently. 

• No student can come to school in nappies, as the school does not have the 

license or facilities for changing and cleaning. 
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3. Use of Tissues:  

Students pick up tissues form an allocated area to cope with runny noses. 

Students are taught not to use their clothes or other objects to wipe their noses. 

Students throw the used tissues in the rubbish bin.  

 

 

 

4. Keeping classroom environment clean: 

 Students are expected to tidy up after themselves after eating. They are 

expected to put rubbish back into their lunch box or into the rubbish bin.  

A cleaner will clean the classroom after each food break to ensure cleanliness of 

the classroom.  
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A03: HOMEWORK POLICY 

 

Nil sine labore - We achieve nothing without effort 

School Motto 

 

1. Rationale: 

Homework is important at all stages of a child’s education and when used 

properly, it extends the challenge open to the pupil and ensures that teaching 

time is used to maximize the effect. Homework makes a significant 

contribution to the development of independent learning. 

2. Aims: 

Through this policy we aim to: 

• ensure that parents are clear about what their child is expected to do 

• ensure consistency of approach throughout the schools 

• use homework as a tool to help continue to raise standards of attainment 

• improve the quality of the learning experience offered to pupils and to 

extend it beyond the classroom environment 

• provide opportunities for parents, children and the school to work 

together in partnership in relation to our pupil’s learning 

• reinforce work covered in class by providing further opportunities for 

individual learning 

• practice and consolidate basic skills and knowledge, especially in 

Numeracy and Literacy 

• encourage children to develop the responsibility, confidence and self-

discipline needed to study independently 

• enable children to transfer skills cross-curricular. 

• As per CBSE homework marks should be considered for the internal 

assessment of students.  

• Teachers have to record of submission of the homework by the students. 
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A04: ASSESSMENT POLICY 

 

You can teach a student a lesson for a day; but if you can teach him to learn 

by creating curiosity, he will continue the learning process as long as he 

lives. 

Clay P. Bedford 

1. Rationale 

At Galileo International School, we believe that assessment provides the 

basis for informed teaching, helping pupils to overcome difficulties and 

ensuring that teaching builds upon what has been learned. It is also the 

means by which pupils understand what they have achieved and what they 

need to work on.  

Formative assessment creates a positive learning environment where 

children can see the steps necessary for their own success. It enables teachers 

to set appropriate work at the level necessary for the children’s continuing 

progress.  

Summative assessment is important for accurate information regarding a 

child’s attainment and progress. It informs whole school target setting and 

prediction of a cohort’s future attainment. 

 

2. Aims and objectives 

The aims and objectives of this policy are: 

1. To raise the standards of achievement throughout the school 

2. To maintain accurate records of the progress and attainment of individual 

children and cohorts 

3. To ensure consistency in assessing achievement and identifying 

achievable and challenging targets for each child 

4. To enable the active involvement of pupils in their own learning  

5. To enable teachers and other professionals to use assessment judgements 

to plan work that accurately reflects the needs of individual pupils 

6. To provide regular information for parents that enables them to support 

their child’s learning  

7. To provide the information that allows school leaders and stakeholders to 

make judgements about the effectiveness of the school and to evaluate the 
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school’s performance against its own previous attainment over time and 

against national standards 

 

3. Assessment Cycle: 

 

 

 

 

 

 

 

 

 

 

 

4. Types of assessment: 

At Galileo International School, we use a combination of formative and 

summative assessment as outlined below: 

 

Formative Assessment (Assessment for Learning – AFL) 

Formative assessment is a powerful way of raising pupils’ achievement. It is 

based on the principle that pupils will improve most if they understand the 

aim of their learning, where they are in relation to this aim and how they can 

achieve the aim. 

 

Formative assessments are used to: 

1. identify children’s strengths and gaps in their skills/knowledge 

2. identify next steps for learning. 

3. inform future planning 

4. enable appropriate strategies to be employed 

5. facilitate the setting of appropriate targets for the class, group, and 

individual 

6. track the child’s rate of progress 

7. facilitate an evaluation of the effectiveness of teaching and learning  

Teach 

Report 
Assess 

Analyse 
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8. inform future teaching and learning strategies 

9. identify individuals and groups for specific intervention support 

 

Summative Assessment - Assessment of Learning 

 

Summative assessment (Assessment of Learning) is important for 

informing both parents and teachers of a child’s attainment and progress. 

This will also inform whole school target setting and prediction of a 

cohort’s future attainment 

 

Summative assessments: 

1. identify attainment through one-off standardized tests at any given point 

in time 

2. record performance in a specific area on a specific date 

3. provide age-standardized information. 

4. provide end of key stage test data against which the school will be 

judged. 

5. provide information about cohort areas of strength and weakness to build 

from in the future 

 

Evaluation Plan: 

At Galileo International we believe that a well-structured curriculum should 

enable the school to follow a procedure of teaching intervention, incorporating 

assessment, programme planning and evaluation. To achieve this aim, criterion-

referenced assessment designed by the teacher is recommended. 

Assessment should not be seen as something external to the learning process or 

something added on at the end of a learning sequence simply for administrative 

purposes or as a means of reporting to parents. Rather, it is an integral part of 

effective learning, whereby the children are provided with feedback on their 

progress. The teacher should plan in his scheme of work the learning 

experiences which he will provide for the children. Similarly, as part of his 

scheme of work, he should also plan the assessment of the children’s progress. 
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Purposes of Assessments: 

(a) To identify the children’s learning needs; 

(b) To help the teacher plan educational programmes for the children; 

(c) To indicate which specific educational objectives, have or have not been 

 achieved; 

(d) To serve as continuous evaluation. 

 

Process in Assessment: 

(a) Identifying the children’s learning needs; 

(b) Assessing the children’s baselines in specific subjects and establishing 

their pre-requisite skills; 

(c) Setting learning objectives; 

(d) Implementing curriculum programmes; 

(e) Implementing curriculum programmes; 

(f) Evaluating the effectiveness of curriculum programmes & Making 

adaptations to curriculum programmes. 

 

2.6 METHODS OF ASSESSMENT 

 

When evaluating the children’s performance in terms of specific criteria set, the 

teacher has to analyse the curriculum and the method of instruction used before 

he can develop appropriate assessment to identify the children’s learning needs. 

As the teacher knows the children better, he is in a better position to assess their 

learning needs. 

 

In order to gather relevant information and collect observational data, 

assessment designed by the teacher should be used to measure the children’s 

specific skills and abilities. The assessment may be in the form of checklists, 

paper-pencil tests, interviews or observation of the children engaged in 

activities. They should be individually administered both at the beginning and at 

the end of the teaching period, so that the children’s progress can be measured. 

The assessment results will then reflect the children’s strengths and weaknesses. 

Assessment is thus an important part of the teaching process. 
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ASSESSMENT PROCEDURE & METHODS 

As per the latest CBSE exam pattern for class 1 to 9, the assessment of students 

will be done in two areas i.e. 

 

Scholastic/Co-scholastic 

The scholastic area mostly includes test marks, notebook upkeep and subject 

enrichment. On the other hand, the co-scholastic areas include skill-based 

activities, art education, physical educations and other co-curricular activities 

like dance, art, music, etc. The academic year is split into two sessions i.e. 

Formative and Summative Assessments. 

 

Formative Assessment (Periodic): 

Through this assessment, the students are observed on a regular basis regarding 

their progress in academics. It includes conversations, quizzes, class-work, 

visual testing, oral testing, projects, assignments, practical, class test, 

homework, etc. These formative assessments are purely informal, however, the 

date and time of test will be announced beforehand. These assessments will be 

conducted in the regular periods of concerned subjects. 

 

Summative Assessment (Term): 

This assessment test is the final assessment of the student’s performance. This 

assessment will be conducted twice a year, at the end of each term in the form 

of a proper pen and paper-based test conducted by the schools themselves. 

 

2.7 CBSE CCE PATTERN FOR CLASS 1 TO 9– GRADING SYSTEM: 

 

All the internal and the external assessments will be made in marks. However, 

the overall results will be given in grades. The final report card of students will 

reflect only the grades. The CBSE exam pattern for class 1 to 5 is same and the 

grades given are on 5-point scale. The grades will be based on a student’s 

performance in all the 6 exams (4 FAs and 2 SAs). 
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The current grading system with CBSE exam pattern for class 1 to 5 is 

discussed in the table given below. 

 

Grades Range 

A1(grade point is 10) 91% to 100 % 

A2 (grade point is 9 ) 81% to 90 % 

B1 ( grade point is 8) 71% to 80 % 

B2( grade point is 7) 61% to 70 % 

C1 ( grade point is 6) 51 to 60 % 

C2( grade point is 5) 41 to 50 % 

D ( grade point is 4) 33 to 40% 

 E1 ( no grade point) 21 to 32 % 

 E2  ( no grade point) 0-20% 
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Appendix 3: School Examination Circular 

School Examination Policy- Control 

Procedures 

كنترول  إجراءات و -سياسة الامتحانات بالمدارس  

 First: How to conduct the examination كيفية سير عملية الامتحانات: :أولاً 

process: 

يلتزم كل من مدير المدرسة والمدير الاكاديمي  -1

بالحفاظ على سرية الامتحانات ومتابعتها والاطمئنان  

على حسن سيرها ويقع على عاتقهما أي مخالفة أو  

 تسريب لأي امتحان من الامتحانات.

1- The School Principal and the Deputy 

Principal shall be committed to maintain 

the confidentiality of the examinations, 

follow them and ensure their proper 

functioning. They shall be responsible 

for any violation or leaking of any exam. 

يتم وضع أسئلة الامتحان بالتشاور بين مدير    – 2

مدير الأكاديمي والمنسق والمدرسين بحيث  المدرسة وال

 يقدم كل منهم مقترحاته بشأن الأسئلة. 

2. The exam questions shall be 

developed in consultation between the 

Principal, the Deputy Principal, the 

coordinator and the teachers; each of 

them shall submit their own suggestions 

regarding the questions. 

يقوم المدير الأكاديمي بوضع الصيغة النهائية    – 3

للامتحان ثم يقوم بطباعتها والاحتفاظ بها وحده دون  

 غيره. 

3. The Deputy Principal shall set the 

final exam formats, and then he/she 

alone shall print and keep them. 

من ليلة كل   مساءً   4في تحان  يجب طباعة الام - 4

امتحان بواسطة مدير المدرسة والمدير الأكاديمي 

 وبمساعدة طباع واحد. 

4 - The exam shall be printed at 4 pm the 

day before each exam by the Principal 

and the Deputy Principal with the help 

of one printing technician. 

الأكاديمي بالتوقيع على أوراق الأسئلة  يقوم المدير   – 5

بعد طباعتها وتوضع في أظرف مغلقة مطبوعة بالشمع  

 ثم يحتفظ بها في خزينة مغلقة داخل مكتبه. 

5. The Principal/Deputy Principal shall 

sign the question sheets after printing, 

place them in closed envelopes, seal 

them with wax and keep them in closed 

safe within his office. 

يقوم المدير الأكاديمي بتسليم أوراق الأسئلة لمنسق    – 6

المرحلة قبل بدء الامتحان بنصف ساعة مغلقة وذلك بعد 

 أن يقوم المنسق بالتوقيع بالاستلام. 

6 - The Principal/Deputy Principal shall 

submit the questions papers to the 

coordinator of the stage half hour before 

the start of the exam while sealed after 

signing the receipt by the coordinator. 

يقوم المنسق بتوزيع أوراق الأسئلة على المدرسين   -7

قبل بدء الامتحان بخمس دقائق وذلك بعد أن يوقع كل  

اق مغلقة .مدرس بأنه استلم الأور  

7- The coordinator shall distribute the 

question papers to the teachers five 

minutes before the exam and after 

signing by each teacher that he received 

the papers sealed. 
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يمتنع علي كل من مدير المدرسة والمدير الأكاديمي   – 8

أوراق الأسئلة ولو كانت مغلقة إلى أي  والمنسق تسليم 

 موظف أخر بالمدرسة لتسليمها أو لتوزيعها. 

8. The School Principal, Deputy 

Principal and the concerned Coordinator 

shall refrain from handing over the 

question papers, even if they are closed 

to any other staff member of the school, 

in order to deliver or distribute them. 

بعد انتهاء مرحلة التشاور المذكورة يحظر على أي   -9

موظف أخر غير المذكورين أي كانت درجته الوظيفية  

 المشاركة  بأي شكل من الأشكال في هذه العملية.

9- After ending the mentioned 

consultation stage, any employee other 

than the above-mentioned, whatever 

his/her job grade is, shall not in any way 

participate in this process. 

يحق للمنسق ولمدرس الصف الامتناع عن تسلم    -10

أوراق الامتحان إذا كانت مفتوحة أو غير مختومة  

 بالشمع. 

10- The coordinator and class teacher 

has the right to refrain from taking the 

examination papers if they are opened or 

not sealed. 

يجب على مدرس الصف والمنسق فورا التواصل   -11

مع مدير المدرسة والمدير الأكاديمي للإبلاغ عن أي  

واقعة تسريب أو أي واقعة مريبة تحدث داخل الصف أو  

الإخلال بسرية  عن أي معلومة تصل إلى عمله بشأن 

 الامتحانات. 

11- The class teacher and coordinator 

must communicate immediately with the 

School Principal/ Deputy Principal to 

report any leak or any suspicious 

incident inside the classroom or any 

information that he/she knows regarding 

any breach of the confidentiality of 

examinations. 

يلتزم مدير المدرسة والمدير الأكاديمي بإبلاغ    -12

المدير العام بأي واقعة أو معلومة تتعلق بالتسريب أو  

 الغش أو بأي أمر آخر مريب.

12- The School Principal/Deputy 

Principal shall inform the Managing 

Director of any incident or information 

regarding the exam leak, fraud or any 

other suspicious matter. 

تخصص غرفة بكل مدرسة لاستقبال أوراق   -13

الإجابة من مدرسي الصف تسمى غرفة الكنترول يجوز  

 مفتاحها المدير الأكاديمي فقط.

13- A room is assigned in each school to 

receive the answer sheets from the class 

teachers, called the control room. The 

key is possessed only by the 

Principal/Deputy Principal. 

يقوم مدرسو الصفوف بجمع أوراق الإجابات من    -14

التلاميذ بعد انتهاء الوقت المحدد للإمتحان ويضعونها  

منسق في غرفة  في أظرف مغلقة ويسلمونها إلى ال

الكنترول فيقوم بفتح كل ظرف وجرد محتوياته ويسجل  

في سجل عنده عدد الأوراق المستلمة واسم المعلم القائم  

بالتسليم واسم المادة على أن يكون هذا مرفقاً بكشف  

يحتوي على عدد التلاميذ الذين أدوا الامتحان وعدد 

14- The class teachers collect the answer 

sheets from the students after the end of 

the exam time and put them in sealed 

envelopes and deliver them to the 

coordinator in the control room. The co-

ordinator opens each envelope and 

writes down the number of received 
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 papers, the teacher's name and the name الغائبين أيضاً. 

of the subject on the record sheet. This 

should be attached with a list that 

contains the number of students who sat 

the exam and the number of absentees. 

يجتمع المدير الأكاديمي والمنسق ومعلمو الصفوف    -15

نترول ليقوم كل  في آخر اليوم الدراسي داخل غرفة الك

معلم صف بتصحيح أوراق الإجابة الخاصة بصفه  

ورصد الدرجات وإعداد كشف بأسماء التلاميذ  

ودرجاتهم ثم يوقع على هذا الكشف ويسلمه للمنسق  

 والمدير الأكاديمي للتوقيع عليه.

15- The Principal/Deputy Principal, the 

coordinator and the class/subject teacher 

shall meet at the end of the school day in 

the control room to begin correcting the 

answer sheets of he/she class and 

records the grades and makes a list of 

students' names and grades, then signs 

this list and gives it to the coordinator 

and the Principal/Deputy Principal to 

sign. 

أي موظف دخول غرفة الكنترول ما لم  ىيمنع عل  -16

 يتم دعوته إلى ذلك.

16- It is not allowed for any employee to 

enter the control room unless he/she is 

invited. 

يقوم المدير الأكاديمي بتجميع كشوف الدرجات   -17

الانتهاء من كافة الامتحانات ثم يقوم  والاحتفاظ بها حتي 

بمساعدة المنسق برصد درجات كل تلميذ في الشهادة  

المعدة لهذا الغرض ثم توقيعها وتسليمها لمدير المدرسة 

للتوقيع عليها وختمها بخاتم المدرسة تمهيداً لتسليمها  

 لولي الأمر. 

17- The Deputy Principal collects and 

records the grades, and keeps them until 

the completion of all examinations. 

He/she helps the coordinator to record 

the grades of each student on the 

certificate prepared for this purpose and 

then signs and hands over to the 

Principal of the school to sign and stamp 

with the seal of the school in preparation 

for handover to the parents/guardian. 

يلتزم كل من مدير المدرسة والمدير الأكاديمي   -18

بتقديم تقرير إلى المدير العام عن سير عملية الامتحان  

وعن الإجراءات التي تم اتخاذها وعن العقبات التي  

يجب أن  واجهت هذه العملية أن وجدت وبصفه عامة 

ينطوي التقرير على كل شاردة وواردة تتعلق  

 بالامتحانات بالإضافة إلى مقترحاته أن وجدت.

18- The School Principal and the Deputy 

Principal are committed to submit a 

report to the Managing Director on the 

progress of the examination process, the 

actions taken and the obstacles 

encountered in the process, if any. In 

general, the report should include every 

exception and reference relating to the 

examinations as well as its proposals, if 

any. 
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 ثانيا : العقوبات:

 حسب لائحة تنظيم العمل ومادة قانون العمل رقم 61

Second: Sanctions: 

As per Labour law number 61 and 

school by law policy 

يعاقب بالفصل من الخدمة مع الحرمان من مكافأة    – 1

نهاية الخدمة كل موظف سرب امتحاناً إلى الغير سواء 

ويحق   تمت الاستفادة من هذا التسريب أم لم تتم.

الجرم .للمدرسة إبلاغ السلطات المعنية بهذا   

1- Every employee that has leaked the 

test to others, if on purpose or not, shall 

be punished by dismissal from service 

and deprivation of end of service 

benefits. The school reserves the right to 

file a case to local authorities. 

 يوم إلى عشرة أياممن الراتب من يعاقب الخصم   – 2

كل من تستر على واقعة تسريب أمتحان، وتكون العقوبة 

الفصل من الخدمة إذا كان بوسعه منع هذه الواقعة ولم 

 يقم بمنعها.

2- Any person who covers up a test 

leaking, shall be punished by deduction 

from the salary from one to ten days. 

The penalty shall be dismissal if he/she 

is able to prevent the incident and does 

not do this. 

تكون مسئولية كل من مدير المدرسة والمدير  -3

بسرية  الأكاديمي مسئولية تضامنية عن أي سلوك يخل 

 الامتحانات والحفاظ عليها. 

3- Both the School Principal and the 

Deputy Principal shall be jointly 

responsible for any conduct that violates 

the confidentiality of the examinations 

and the appropriate procedure. 

عة أيام كل يعاقب بالخصم من الراتب من يوم إلى سب -4

من سهل عملية الغش لأحد التلاميذ أو تستر عليه أو  

 شجعه على الغش. 

4- Any person who facilitates the 

cheating for any students or cover ups or 

encourages them to cheat shall be 

punished by deduction from the salary 

from one to seven days. 

بالخصم من الراتب من يوم إلى عشرة أيام  يعاقب  -5

كل من أتى سلوكاً مخلاً بحسن سير عملية الامتحان أو  

خالف بأي طريقة الخطوات الواردة في البند أولاً أو  

 أحدها.

5- Any person who commits misconduct 

concerning the examination process or in 

any way contravenes any steps detailed 

in Section 1 of this document, shall be 

punished by deduction from the salary 

from one to ten days. 

في حالة العود تكون العقوبة الفصل من الخدمة مع   -6

 الحرمان من مكافأة نهاية الخدمة.

6- In the case of anyone violating the 

examination policy a second time, the 

punishment shall be dismissal from 

service and deprivation of end of service 

benefits. 
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COPY BOOK RULES 

 

Copybooks are extremely valuable as they are a way of tracking student 

progress and they also allow the students to clearly track their own progress. 

 

They should be used as a tool for developing presentation skills - neat 

handwriting, clear headings with dates, underlining using a ruler etc. 

 

They should be used as a feedback tool - students can read the teacher feedback 

and identify which areas of their work need to improve. Verbal feedback is also 

beneficial but the student will only retain a certain amount of it and may never 

properly act on it. After time, the student can look back and measure their 

progress after they have acted on the feedback given to them. 

 

There should be a range of activities in their copybooks e.g. comprehension 

activities, spelling lists, spelling tests can be done at the back, grammar 

activities etc. 

 

For each subject, use 'Copybook rules’: 

  

The rules include: 

- Date 

- Heading / LO 

- Capital letters 

- Full stops 

- Neat handwriting 

- No skipping pages 

- Underline using a ruler 

- Finish line (line to show that the piece of work is finished) 

 

PRIMARY INDIVIDUAL PORTFOLIO FRAMEWORK 

Role of the Individual Portfolio in the Primary classroom: 

Every child in primary has an individual portfolio. This is a cumulative record 

of their progress as they move through the Year levels. The information can be 

used to check progress, for parent /teacher meetings, and by teachers, managers 

and the School Counsellor as and when needed. 
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The Portfolio holds, in one place, information on each student in the Primary 

school showing targets, diagnostic tests, other diagnostic information, 

assessments and samples of work.   

 

Expectations: 

1. Portfolios will be updated on a regular basis and is to be kept neat with the 

information being filed in such a way that information is easy to find.  

2. Each piece of information will be dated with day/month/year. 

3. Each piece of information will be named. 

4. The basic information on the cover sheet is filled in by the class teacher/form 

teacher within the first 3 weeks of school.  At the end of each term the 

information is to be filled in for the term that is finishing. This must be 

completed before the last day of term.  

5. The target sheet is filled in for each term, with information on when the target 

is reached, with corresponding evidence added as samples in the portfolio (this 

can be a photocopied from a workbook). The targets will be SMART and set for 

each individual student from information gathered through diagnostic testing, 

formative assessment and class work. (It is understood that students will share 

some of the same targets). 

6. All diagnostic tests and assessments will be filed. Tests will need to show 

how marks are attained. The rubric that is used must be attached to the test (e.g., 

on an independent writing sample).  The rubric used for marking projects must 

be included in the portfolio, and a photo (black and white is acceptable) should 

be included.  

7. When work samples or photocopies are included, they need to show feedback 

and notes on LO or individual target achievement, feedback given orally, new 

targets given, and any important information (e.g., if the student needed help 

with the English having to be read out to be able to answer a Science or Maths 

question). 

8. Grade 1 to 3 class teachers will be responsible for maintaining the portfolios 

for their class and will be stored in the classroom. Grade 5 to 6 form teachers 

will be responsible for ensuring that the portfolio is kept up to date with all 

information from relevant subject teachers. The form teacher will be responsible 

for maintaining the cover information and that target information is completed. 

These need to be stored in a place that is easily accessible to subject teachers 

working with the students.  

10. The portfolio will be set up in the manner as set out below.  

11. Portfolios will be scrutinised at least once a term. Samples from each class 

will be randomly chosen, and it is expected that these will be kept to the 

standard outlined in this framework. 
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Portfolio Information and set up: 

Portfolios will include the following information in the order given. 

• Cover sheet 

• Individual student targets 

• Diagnostic testing (SATs) from beginning of the year. The end of year 

tests will be filed with this at the end of the academic year. 

• Put tests in separate plastic sleeves according to subject – eg, 

independent writing assessments, reading comprehension tests, mental 

maths tests etc. 

• Follow the order – English, Maths, Science, and then Social.  

The previous individual portfolios from previous year/s should be stored with 

the present portfolios and be easily accessible when needed.   

 

 

Template 1: 

Individual Student Profile Cover Sheet 

Student Name  

Male/Female: Academic Year: Year Level: 

Teacher Name  

 

Student 

Information 

 

Medical issues  

Special interests  

Parents able to 

help 

 

Other  

 

Results of Diagnostic 

tests 

Term 1 Term 2 Term 3 

Salford Reading age level    

Writing level    

Maths level    

Arabic grade    

Other:    

Behaviour: √ if relevant    
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Follows rules    

Occasional incident    

Frequent 

incidents/parents called 

   

Referrals, suspensions    

Behaviour plan written    

 

 

 

 

Social Emotional Aspects: 

 Term 1 Term 2 Term 3 

Attendance: Good, 

fair or poor 

   

Being in school on 

time: 

Good, fair or poor. 

   

Work habits: 

Independent, 

Assistance at times, 

Not independent. 

   

Homework 

completed: 

Consistently, 

inconsistent, not at 

all. 

   

 

Special Programmes: 

ESL : 

 

Class Accommodation plan: 

 

Learning Support/Psychologist: 

 

IEP: 

 

Gifted and Talented: 
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PRIMARY INDIVIDUAL PORTFOLIO SCRUTINY FORM 

Name of Teacher:   

Class:  

 1 2 3 

All information is dated    

Portfolios are updated on a regular basis    

Cover sheet is updated each term    

Targets are relevant and achievable and are updated at least 

once a term 

   

Salford reading and diagnostic tests are filed.    

Work/assessment examples have notes on LO achievement    

File is neat and easy to use (to find information and see 

progress) 

   

Overall assessment    

  

3 = exceeds expectations 2 = meets expectations 1 = below expectations 

 

General Comment: 

 

 

DATA TRACKING/ANALYSIS PROCEDURE AND GUIDELINES 

Rationale: 

At Galileo International School, we recognise that data and thorough analysis of 

the same are the key to continuous improvement. When we plan, we must use 

data to provide insight and focus for our goals. We understand that data patterns 

reveal strengths and weaknesses in the system and provide direction. After 

careful analysis of our data, we can then act to refine our instructional 

processes. We realise that focusing on data throughout the school improvement 

cycle will lead to sustainable and reliable change, rather than decisions based on 

intuition, tradition and convenience.  
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Exemplification: 

Data-Driven Decision Making 

Decision Making Based on 

Intuition, Tradition, or 

Convenience 

Data-Driven Decision Making 

Scattered staff development programs Focused staff development programs 

as an improvement strategy to address 

documented problems/needs 

Budgetary decisions based on prior 

practice, priority programs 

Budget allocations to programs based 

on data-informed needs 

Staff assignments based on interest 

and availability 

Staff assignments based on skills 

needed as indicated by the data 

Reports to the community about 

school events 

Organized factual reports to the 

community about the learning 

progress of students 

Goal setting by board members, 

administrators, or teachers based on 

votes, favorite initiatives, or fads 

Goal-setting based on data about 

problems and possible explanations 

Staff meetings that focus on 

operations and the dissemination of 

information 

Staff meetings that focus on strategies 

and issues raised by the local school’s 

data 

Parent communication via twice-a- 

year conferences at elementary “open 

houses” and newsletters 

Regular parent communication 

regarding the progress of their 

children 

Grading systems based on each 

teacher’s criteria of completed work 

and participation 

Grading systems based on common 

student-performance criteria that 

report progress on the standards as 

well as work skills 

Periodic administrative team 

meetings focused solely on operations 

Administrative team meetings that 

focus on measured progress toward 

data-based improvement goals 

 

 

Collection of different types of data: 

At the beginning of each academic year (2018/19 onwards), a Data Collection 

Plan and Timetable will be compiled, detailing which data is to be collected 

how and when.  

1. Achievement Data: 
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Student Achievment data is the most important type of data to focus on. We 

make it a point for our teaching staff to be fully aware that achievement data 

comes in forms other than standardised test data.  A comprehensive assessment 

plan can make use of data from three streams. 

a. annual, large scale assessment data (End of Year Assessments/any other 

standardised tests administered): reports to external members of the school 

community, can be used to inform evaluation of the effectiveness of our 

school’s curriculum as well as to inform other members of our school 

community (teachers, students, parents). This form of data has limited use, 

though. End of Year Assessments/any other standardised tests are administered 

once a year, and are designed to test broad domains of student knowledge; thus, 

we, at Galileo International Academy, Aspire, use this data only as a broad 

indicator of our school’s effectiveness, as they do not enable us to evaluate 

student progress during the school year.  

Collected at the end of each academic year: 

• PT-1  

• TERM-1 

• PT-2 

• TERM -2  

Process: 

• Initial analysis by Principal and Heads (Primary & Secondary) 

respectively 

• Discussion with Primary Coordinators and Secondary Heads of 

department  

• Discussion with Year Groups and Departments in Primary and 

Secondary, respectively according to the process described below under 

‘Analysing and Interpreting Data’ 

b. periodic assessment data (diagnostic tests, unit tests, end of topic tests): 

throughout the school year, periodic assessments are used to provide immediate 

results of student performance on key skills to be acquired in a curricular 

content area. Periodic assessments are used by teachers to establish the 

beginning of year/term/topic performance of students. By continuing these 

assessments throughout the year/term/topic, teachers can track students’ 

progress as well as strengths and weaknesses in particular areas of the 

curriculum. Periodic assessments at Galileo International School, Muaither, are 

used to group students according to skill set, as well as the identification of 

students that need enrichment or intervention programmes.  It is the aim of 
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Galileo International School, to encourage our teaching staff as well as their 

immediate supervisors to assume more responsibility for students and their 

learning outcomes.  

 

Collected periodically throughout all two terms as follows: 

a. Diagnostic test data 

• at the beginning of each term for each subject tested 

• Coordinators and Heads of Department to be in charge of this and are to 

report back to the Principal and Heads (Primary and Secondary) no later 

than one week after the diagnostic test was conducted with a detailed 

analysis of the data 

b. End of Unit & End of Topic Tests 

• Coordinators and Heads of Department to be in charge of this and are to 

report back to the Principal and Heads (Primary and Secondary) no later 

than one week after the diagnostic test was conducted with a detailed 

analysis of the data 

At the end of each term, the diagnostic data is compared to that of the End of 

Unit/Topic tests and the following process is followed 

• Discussion with primary coordinators and secondary heads of department  

• Discussion with year groups and departments in primary and secondary, 

respectively according to the process described below under ‘Analysing 

and Interpreting Data’ 

c. ongoing classroom assessment data: we recognise the importance of 

assessment in the classroom. Teachers are encouraged to use student portfolios. 

Based on these portfolio data, solid decisions can be made as to student 

performance. This is to be recorded in line with the Curriculum Evaluation 

Procedure as detailed in A01, Templates for Criterion Based Evaluation. 

This data is collected in student portfolios and includes 

• Reading assessments at the beginning and end of each term 

• Levelling in English, Maths and Science at the beginning and end of each 

term 

• Classroom/Homework and Project Work samples 

• Behaviour records 
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This data is analysed at the end of each term in full, following the same process 

as described under a. and b.  

 

Guiding Questions: 

• What evidence do we collect about our students’ learning? 

• What evidence shows knowledge, skills and understanding? 

• Which data indicates the degree to which our students show the 

conceptual understandings and generalisations of our standards? 

• What evidence shows which students are meeting/exceeding/not meeting 

expectations? 

• Are we aware how each student learns? 
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1. Rationale: 

Galileo International School has all children’s best interest at heart. Every 

child learns at a different pace and it is therefore important to take this into 

account throughout and especially towards the end of each academic year. if 

a student not meet the required level expectations as laid out in the 

curriculum document, Galileo International School reserves the right to hold 

the student back from moving on to the next year group and/or next 

curriculum level, resulting in the student repeating their present year group 

and/or curriculum content level. 

 

2.  Applicable to:  

1. All students from Year 6 to Year 8 who do not meet the expected grade 

(33%). This pass grade must be achieved in all core subjects that the 

student is enrolled in (for example: English, Mathematics, Science, 

Social, and 2L).  

2. At the end of the academic year, a cumulative report with Term 1 and 

Term II, stating if the student has passed or not passed the academic year 

overall. 

3. Students who have not passed: In Term 1, parents will be informed to let 

them know the student is in danger of not passing the year via a letter, 

and an intervention programme will be put in place. Parents will sign that 

this information has been received.  In Term 2, a formal parent meeting 

will be held, to the parent that the child will be re-assessed. The parent 

will sign a letter to confirm this meeting.  The students who have not met 

the pass mark of 33% in the cumulative end of year report are re-tested, 

with parents being notified in writing about the date, time and subject of 
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the re-test. If the student still not meet the required pass mark (33%) after 

the re-test, the student will be retained at the current year level.  

4. All students who have the attendance of less than 80% throughout an 

academic year. 

Note: Absences that are authosrised (doctor’s note, leave request form) will 

be taken into account. 

 

3. Parental involvement: 

All teaching staff at Galileo International Academy are committed to 

updating all parents on a regular basis on their child’s academic progress, 

with at least one school report every term. Parents of children who are in 

danger of failing their year group in an academic year will be called to 

discuss their children’s progress well in advance, but latest towards the end 

of the second term. They will be informed in writing and such a letter will be 

handed over at the aforementioned meeting. If the parents fail to attend the 

meeting, the letter is accountable as delivered using the electronic means of 

communication. This is to ensure that the necessary support can be given and 

children are given the opportunity to improve in the areas addressed to meet 

the required expectations for the year group. 
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Appendix 1: 

Doha, 9 January 2019 

 

Term 1: MEETING REGARDING THE ACADEMIC PROGRESS OF 

YOUR CHILD 

 

To the parents of: _______________________________________ 

 Year ____________________ 

 

This is to inform you that the academic progress of your child is currently not 

up to the expected level for his/her year group, as he/she is not achieving the 

required pass grade of 50% in one or more of his/her subjects. We need to 

discuss your child’s learning so far, and discuss further steps and options with 

regards to his/her academic future. 

While the school will extend every assistance and support necessary to aid your 

child in his/her progress, we need your assistance in the matter, as the learning 

and support at home is also of great importance and value. 

Therefore, the school will contact you shortly to schedule an appointment with 

you to discuss the above matter.  

 

Yours sincerely, 

School Management 

 

Administration:  

Parent phoned: __________________________________ 

Parent meeting date: _____________________________ 

 

I have attended a meeting stating that my child is not passing in some of 

his/her subjects, as stated in the above letter.  

Parent Signature: ________________________________  

Parent Name: ___________________________________ 

School Manager Signature: ______________________ 

School Manager Name: _________________________ 
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Appendix 2: 

(Date) 

 

Term 2: FAILING GRADES – PARENT MEETING AND RE-

ASSESSMENT 

To the parents of: _______________________________________ 

 Year ____________________ 

 

You are receiving this letter because your child has failed one or more subjects 

in the second term of the (insert appropriate date) academic year. 

It is important to note that for a student to move up a year level, both Galleo 

International School Policy, CBSE and the Ministry of Education and Higher 

Education policy states that a student is required to achieve an average pass 

grade of 33% across the academic year in each subject.  By failing to achieve a 

pass grade in one or more subjects this term, your child is in danger of not 

achieving the cumulative grade necessary at the end of the academic year. 

While the school will extend every assistance and support necessary to aid your 

child in his/her progress, we need your assistance in the matter, as the learning 

and support at home is also of great importance and value. 

Therefore, the school will contact you shortly to schedule an appointment with 

you to the above matter.  

 

Yours sincerely, 

School Management. 

 

Administration:  

Parent phoned: __________________________________ 

Parent meeting date: _____________________________ 

 

I have attended a meeting stating that my child is not passing in some of 

his/her subjects, as stated in the above letter. I am aware that he/she is in 

danger of not passing the Year level. 

Parent Signature: __________________________________  

Parent Name: _____________________________________  

School Manager Signature: ________________________ 

School Manager Name: ___________________________ 
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Appendix 3: 

(Date) 

Term 3: FAILING GRADES – RE-TEST FOR PROMOTION TO THE 

NEXT YEAR LEVEL 

To the parents of: _______________________________________ 

 Year ____________________ 

 

You are receiving this letter because your child has failed to achieve a 

cumulative grade of 33% over one or more subjects the (insert appropriate year) 

academic year. To move up a year level, students at Galileo International 

Academy are required to achieve a pass grade of 33%. By failing to achieve this 

grade, your child will need to repeat the year group. It is the Ministry of 

Education and Higher Education’s policy that students must pass with 3% in 

every subject before passing to the next year level. 

It is important that you understand that we, as a school, need to ensure your 

child’s readiness to move up to the next year level. Promoting any child who is 

not at the academic level for the next year group would be detrimental to their 

overall academic progress, as they will not be able to access the following year’s 

curriculum successfully. 

We will offer your child the opportunity to show his/her ability in the subjects 

that the 33% grade has not been achieved. He/she will have to re-test in the 

subjects that he/she failed in this academic year.  

The school will contact you shortly to schedule a meeting to discuss the above 

matter.  

Thank you for your cooperation in the best interest of your child. 

Yours sincerely, 

School Management 

Administration:  

Parent phoned: __________________________________ 

Parent meeting date: _____________________________ 

Re-tests scheduled: ________________________________________________ 

I have attended a meeting stating that my child has not achieved a 

cumulative grade of 33% in some of his/her subjects, as stated in the above 

letter. I am aware that he/she will not be promoted to the next grade level if 

the retest is not passed with at least a 33% grade. 
Parent Signature: _________________________  

Parent Name: ____________________________  

School Manager Signature: ___________________ 

School Manager Name: _______________________ 
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2.10 INDIVIDUAL EDUCATION POLICY (IEP) 

 

In Galileo International school we understand the different needs of students 

and one of it is that all students don’t fall in same category of intelligence 

and may have difficulty in managing the curriculum content at their grade 

level, or may have special needs which require the class programme to 

achieve the set targets so they can make progress in all areas.  

• What is an IEP  

An Individual Educational Plan commonly known as IEP is an Individual 

education planning (IEP) is the process whereby teachers, support personnel, 

and parents work together as a team to meet the needs of individual students 

who require a range of supports. The team develops a personalised plan for 

outcomes or goals based on a student’s current needs and skills, and write 

the plan for the improvement of students in all areas (academic, social, 

emotional & physical). 

• Who is entitled to an IEP 

All teachers are encouraged to consider the potential benefits of individual 

education planning for a wide range of students with very different needs. 

Most IEPs are written for students who need support for behavioural and 

learning or cognitive skills. An IEP will be developed when parents and staff 

together decide that this is the best way to meet a student’s special needs. An 

IEP must be developed for a student who needs course modifications or 

individualized programming. 

The students who cannot cope up with the syllables within 12 months very 

well can be given IEP plan with their expected level designed plan 

For students who presented with milder difficulties, a shortened IEP may be 

used to outline the nature of their additional needs and strategies for teachers 

to implement in classroom. 

And the students with major difficulties will be given detailed plan to 

understand him/her needs and get the acquired results. 

All the past and current IEP records to be maintained in students’ individual 

folders 
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• Purpose of an IEP 

The purpose of an IEP is to provide a plan to help a student meet individual 

outcomes or goals beyond his or her current skills. For this reason, an 

understanding of what a student can and cannot do is essential to the 

individual education planning process. Each IEP is individual to the student 

for whom it is designed. As members of the IEP team, parents should be part 

of the individual planning process and sign the IEP for their child. 

• How is an IEP created and maintained? 

The following procedure is adhered to create and maintain of IEPs 

1. The Class teacher identifies the additional needs of the student through 

filling out referral form that will contain information all core subjects’ 

teachers, screening/ standardised assessment. 

2. Then she will inform the Principal who arranges IEP meeting with 

parents and proper draft is prepared 

3. School Counsellor/ Psychologist (SEN) with the Principal makes the IEP 

plan in which additional needs are explained/ discussed, outcomes and 

action agreed involving students where appropriate. 

4. The teacher implements the plan and teach the students in the zero period 

or with permission she can take students in their co-curricular periods and 

study the weak subjects 

5. Teacher will keep record of student’s progress before and after IEP plan. 

1. Student identification and background information current levels of 

performance that reflect team 

2. consensus on the student’s abilities and needs 

3. student-specific outcomes or goals 

4. performance objectives 

5. teaching methods, materials, and strategies 

6. the names of team members who will implement the IEP, and the 

setting(s) 

7. where it will be implemented 

8. plans and timelines for evaluation and review stages 

• How effective IEP created and maintained? 
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Each IEP begins by outlining the intended outcomes of the action undertaken. 

For most students, the intended outcomes will be specific and detailed, running 

in addition to curriculum attainment targets. For students with milder 

difficulties, there will be a more generalized outcome focused on granting full 

access to teaching and learning in the classroom and any other opportunities for 

the development and achievement. Fulfillment of intended outcomes will be 

measured through consultation with colleges, monitoring forms screening/ 

standardized assessment and IEP meetings.  

 

 

 

 

 

Form 1: Class Accommodation Plan Template 

CLASS ACCOMMODATION PROGRAMME 

Teacher:      Subject:                                  

Team Members:  

Date of first issue:            

Review:   
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Student Name: 

Information 

Area of 

Development 

Identify short / long term 

goals 

How will he/she learn this? Who is 

responsible? 
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Form 2: Individual Education Plan Template 

Individual Educational Plan 

Name:   D O B  Year  Class  School Action 

Areas of concern    IEP  

Class Teacher  Start date  Review Date   

Supported by    Support began  

Area to be 

addressed 

 

Targets 

 

Achievements 

Criterion 

 

Possible 

Strategies  

Testing 

Accommodation 

Outcome 
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Other Notes   

 

Parent/Carer contribution 

 

Student’s contribution 

 

Teacher’s Signature 
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Procedure 1: 

 

INDIVIDUAL EDUCATIONAL PLAN (IEP) TRACKING PROCEDURE 

 

1. Introduction: 

IEPs are a written document specifically developed for students with learning 

disabilities. They contain learning objectives for the student, relative to student 

ability and expected achievement, including facilities and resources needed to 

achieve these objectives. IEPs outline the needs of students with disabilities 

and/or learning difficulties, and how Galileo International School, will fulfill 

students’ needs and what strategies will be followed to facilitate the 

achievement of the IEP targets set. IEPs also include testing accommodations 

which are intended to enable students to achieve their targets.  

IEPs at Galileo International School, are developed after a comprehensive 

assessment has been completed. This will typically also include a consultation 

with the School Counsellor to gauge whether or not a referral to an external 

party. IEPs are also used to evaluate a student’s progress and as a management 

tool of the student’s teaching and learning process. Thus, IEPs are a safeguard 

that parents are aware that their children receive instruction designed to meet 

their unique educational needs.   

2. IEP Process: 

IEPs are drawn up following the guidelines given in the IEP Policy that governs 

this procedure. 

3. Evaluation of IEPs: 

Typically, IEPs are made out for a duration of one academic term. Teachers 

facilitating the implementation of an IEP monitor the progress of children on 

IEP according to the targets/objectives and success criteria stated in the IEP. On 

occasion, an IEP may have a shorter duration. This will be mentioned on the 

IEP itself 

Progress against these targets/objectives is recorded weekly on the 

Individualised Educational Plan Tracking Sheet (see Template attached). This 

tracking sheet is then evaluated by the class teacher, the learner support teacher, 

the school counsellor and the principal at the confirmed review date which is 

stated on the IEP. Adjustments of targets/objectives are made after discussion 

and a new IEP will be set up for the following term.  

Student progress relative to the IEP is shared with the parent/s and progress 

discussed upon the issuance of an adjusted IEP for the new term. 
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 INDIVIDUALISED EDUCATIONAL PLAN (IEP) TRACKING 

SHEET 

Student Name: _________________________Class: ______________ 

DOB: ____________________   

IEP Due Date: ____________________ 

Month: _________________________ 

 

IEP OBJECTIVE WEEK 1 WEEK 2 WEEK 3 WEEK 4 

1.     

2.     

3.     

4.     

5.     

6.     

7.     

11.     

12.     

 

(F) Full Assistance (SA) Some Assistance  (VP) Visual Prompt (VR) Verbal 

Prompt (RA) Refused to Attempt (I) Independent (A) Attempts 
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2.11 Students Attendance Policy 

 

“Every day counts” 

1. Rationale: 

Regular attendance is central to raising standards and attainment and helps 

to ensure that all pupils can fulfil their potential. Hence, pupils need to 

attend school regularly to benefit from their education. Missing out on 

lessons leaves children vulnerable to falling behind. Children with poor 

attendance tend to achieve less in both primary and secondary school. 

2. Admission and Attendance Registers: 

Galileo International School has an admission register and an attendance 

register. All pupils, regardless of their age, are placed on both registers.  

a. Admission Register:  

This contains the personal details of every pupil enrolled in Galileo 

International School, along with the date of admission or re-admission to the 

school, information regarding parents and details of the school last attended. 

Expected First Day of Attendance: 

Galileo International School enters pupils on the admission register and 

attendance register from the beginning of the first day on which it has 

agreed or been notified, that the pupil will attend the school. For most 

pupils, the expected first day of attendance is the first day of the academic 

year. If a pupil fails to attend on the agreed or notified date, Galileo 

International School is liable to establish the reason for the absence and 

mark the attendance register accordingly. 

Deletions from the Admission Register: 

Galileo International School reserves the right to delete a pupil from the 

admission register (i.e. for non-payment of school fees), but not before the 
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school has given timely notice to the parents and the Supreme Council of 

Education. 

Preservation of the Admission Register and Attendance Register: 

Every entry in the admission register and attendance register must be 

preserved for a period of three years after the date on which the entry was 

made. 

b. Attendance Register: Attendance registers are relevant to all pupils 

enrolled at Galileo International School. 

 

For safeguarding and educational reasons, schools must follow up all 

unexplained and unexpected absence in a timely manner.  The Qatar MOE 

expects that unexplained absences are checked up on every day. Each school 

will have in place a procedure outlining the process and timeline it uses to 

follow up on these unexplained and unexpected absences. School also needs 

in place a procedure for following up on students who are regularly late.  

3. Galileo International School Procedure 

Class Teachers are responsible for completing attendance registers during 

the first period. The names and details of pupils who join or leave the school 

will be included or deleted from the Attendance Register (as well as the 

Admission Register).  

The school reports the following attendance issues to the MoEHE: 

1. 3 days of unauthorized absence 

2. Deletion from the school register when the next school is not known. 

Each attendance register will include the following information: 

1. details of the pupil's class/level/form/tutor group 

2. whether a pupil is present, absent or late on any given day 
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Information about authorised or unauthorised absence and correspondence 

between home and school, is to be kept in each student's correspondence 

file/or electronically. 

Electronic registration: 

1. The register will be automatically backed up.  

2. There will be provision for the register to be stored for at least 3 years. 

The class teacher and the Administration officer will be responsible for 

noting when students have unexplained or unauthorized absences. When this 

reaches the period as noted on each school’s procedure, the Administration 

officer will follow up by contacting the parents/caregivers for an 

explanation. Any ongoing issues that arise will be addressed with either the 

student’s parents and/or with the MoEHE. Any Phone calls will be minuted, 

and any correspondence in written form, will be placed in the pupil file. 

Information gained through phone calls or digital will also be noted in a 

written form and filed in the student’s file. 

Attendance Register Entries: 

Each school will have a written procedure stating how to use and advising 

how entries will be made on the digital register used by that school.  

1. Attendance totals should be completed daily 

2. The administration assistant will publish an 'absent pupils' list and will do 

the following: 

i. ascertain the reason 

ii. ensure the proper safeguarding action is taken 

iii. identify whether the absence is approved or not 

3. In the event of a fire, the class teacher/staff member the school procedure 

indicates will take a hard copy of the class roll, with absences noted, to the 

assembly point. 
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4. The register is an important legal document and the records are open to 

inspection by the appropriate authorities 

Minimum Attendance for Students:  

For all pupils to pass one academic year, Galileo International School 

stipulates a minimum attendance of 75% of teaching days throughout the 

three terms (see also Pass/Fail Policy). 

 

• LATE ATTENDANCE PROCEDURE 

 

• At Galileo International School, we strive to mold our students into 

responsible and successful global citizens. 

• Whilst behaviour and academic progress are paramount to achieve this goal, 

we also strive to teach our students the importance of life-long skills such as 

efficient time management. 

• In an attempt to reduce the number of students arriving late to school, we 

are introducing a new Attendance Policy and Procedure in our Secondary 

Department. Any student who arrives to school late and does not have an 

official reason, will be entered into a Late Detention. 

• Exceptions are: any student with medical notes or prior permission granted 

by the Form Tutor from consultation with the parents. 

• The expectation is for students to be at the school at 7:00 AM to attend 

their tutor time with their respective form tutor or the weekly assembly. 

During this time, form tutors and school administration issue information 

and instructions whilst also following a schedule of activities related to 

other areas of the curriculum. If a pupil misses this period, they often fail to 

receive important messages and information. 

• To reduce the number of late arrivals and to minimize disruption to 

classroom learning through the late arrivals, we deem it necessary to 

implement the following if a student is late: 
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Registration & Tutor Time: 6.50 – 7.00 am. 

• Students arriving later than 7:10 AM must register via Reception 

• If a student is late: 15 minute detention at the start of Break 1 

• If detention is missed: the student will be issued a 25-minute detention 

with the relevant teacher designated the detention room 

• Frequent offenders (5 x late): will be identified by their form tutor. A 

one hour after school detention and a meeting with parents are to follow 
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A08: UNIFORM POLICY 

1. Rationale: 

At Galileo International School, all pupils are to wear the prescribed school 

uniform, which is part of ensuring a purposeful learning ethos. A complete 

list of the items that are part of the school uniform will be in each school’s 

procedure handbook.  

2. Aims: 

This policy is based on the belief that a school uniform promotes a sense of 

pride in the school, and fosters a feeling of community and belonging. 

Galileo International School’s uniform identifies our pupils with the school, 

is not distracting in class, and makes children feel equal to their peers in term 

of appearance.   

3. Uniform:     

The school uniform colours and items may change from year to year. Each 

year the uniform items will be itemised and added to the School’s 

information site.   

 

Boys: 

• shirt with school logo 

• trousers or shorts 

• sweatshirt/jacket with school logo 

 

Girls: 

• short or long sleeved blouse with school logo 

• knee/ankle-length dress/skirt with school logo 

• sweatshirt/jacket with school logo 

 

Physical Education Kit for Boys and Girls: 

• polo shirt with school logo 

• tracksuit bottoms or shorts 

• sports shoes (no football shoes are allowed at any time) 
 

Note: Children should come to school dressed in their PE Kits on designated 

PE days. 
 

4. Footwear: 

Pupils of Galileo International School MUST wear flat black leather shoes.  
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5. Headwear: 

During the hot summer months, pupils of Galileo International School 

should wear a cap with the school logo during break-time and outdoor 

activities. 

6. Jewelry: 

Apart from small ear studs for girls, jewelry is not allowed to be worn at 

Galileo International School fat any time on grounds of health and safety for 

all pupils.  

7. Labelling: 

All uniform items are to be clearly marked with the pupil’s name. 
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A10: SCHOOL LIBRARY POLICY 

“A child who reads will be an adult who thinks” 

 

1. Aims: 

At Galileo International School, we recognize the importance of fostering a love 

for reading within our pupils so that they can become well-informed and well-

rounded individuals. 

 

2. Library Provision: 

Galileo International School, Muaither, currently has two rooms designated as 

libraries. One houses books for the school’s younger learners (Early Years up to 

Year 2), the second one, caters from reading materials from students from Year 

3 upwards. 

 

3. Staffing: 

The School Librarian takes care of the maintenance of both libraries and 

performs the following duties (among others): 

• Recording new book arrivals on the library module of the School 

Management System Digital Campus 

• Structuring the borrowing/return system, which is currently being moved 

from a manual system to the “Transaction” feature of the School 

Management System. 

 

4. Use and access: 

Opening times: the library is staffed and open every day from 07:00am-

12:00pm  

Library times for all year groups and classes are timetabled, and children can 

also visit the library during break time to exchange their reading books. 

 

5. Library Rules: 

a. Book allowances: All children may borrow one book at a time and keep the 

book for one week. 

b. Overdue procedures: The library assistant will issue reminder slips to child 

if the book is one or two weeks overdue, asking parents for their assistance in 

locating and returning the book. When a month has passed a letter requesting a 

“LOST BOOK FEE” will be sent home via the class teacher. 
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c. Damaged Items: at the discretion the library assistant, and if a book is not 

repairable, a letter outlining the replacement fee will be charged to parents. It is 

however understood that some damage will occasionally occur. 

d. Fees for lost/damage books: the school reserve the right to charge parents 

QAR 50 if a book borrowed by their child is either lost or damaged beyond 

repair. 

 

RULES OF ACCEPTABLE BEHAVIOR INSIDE THE LIBRARY - 

Failure to comply will result in the following consequences. 

1. Use a quiet voice so as not to disturb others. 

2. Take care of Library Books. 

3. Leave food and drinks outside the Library. 

4. Do not use the computer without permission. 

5. Listen and follow directions form Librarian. 

6. Don’t take any books when the Librarian is out. 

 

CONSEQUENCES: 

1. Verbal warning from the Librarian/Teacher. 

2. If a student continues misbehaviour, the student will be asked to return 

to class and the Teacher will be notified. Students may first be 

separated from other classmates when visiting with a group. 

3. If misbehaviour is severe, the student will be asked to return 

immediately to class or be sent to office. 

 

SCHEDULING 

Library Lessons for ALL year groups are timetabled. 

• Students may check out one (1) book for a period of one (1) week. 

• Other students are not allowed to visit the Library during scheduled 

classes. 

• Teachers should refer to the library timetable and avoid sending students 

during lessons they are not scheduled for  

• Visitation for students from Year 3 to Year 6 as well as all Secondary 

classes is flexible. Teachers may send up to three (3) students with the 

Assistant Teacher at a time to check out books as needed. These students 

may check out two (2) books for a period of a period of two (2) weeks. 
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• With teacher permission, Secondary students may use the Library for 

study, make-up tests or small-group meetings. 

 

Reference Materials 

References materials are to be used by students in the library. Teachers may 

borrow references materials for use in the classroom when necessary. 

 

Faculty Checkouts 

Faculty may check out materials unlimited numbers of materials as long as 

needed. Items should be returned after use so that others can use them. 
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A11: LANGUAGE POLICY  

‘To learn a language is to have one more window from which to look at the 

world’ – Chinese Proverb 

 

1. Aim and Purpose of the Language Policy: 

This policy is intended to provide an overview of principles for language 

learning and use of language at Galileo International School. This policy is an 

agreement to which all members of the Galileo International School, 

community must commit so that our school can achieve its vision statement 

which seeks to empower or students to contribute positively to the global 

society. This policy outlines our school’s linguistic and academic goals and 

defines the programme designed to help our students attain these goals.  

2. Policy Statement: 

Galileo International School, Muaither will strive to empower students by 

providing opportunities to develop as communicators and to build confidence in 

the use of the English language. Galileo International School, Muaither 

recognizes the linguistic diversity of its student community and strives to meet 

their educational needs including those associated with language acquisition and 

development.  

The primary language of communication and instruction at Galileo International 

School, is English. However, Galileo International School, encourages students' 

understanding and appreciation of the host country's language and culture. 

Arabic is a compulsory subject as per the guidelines of the Ministry of 

Education and Higher Education of the state of Qatar, and offered within our 

curriculum from Preschool to Year 13.  
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3. Communication in English:  

All Galileo International School, students have expectations for thinking, 

inquiring and communicating in English. Galileo International School, Muaither 

embraces learner diversity; however, it will only enroll students whose 

educational needs can be met by the school. Therefore, upon admission, 

students must meet the English language requirements to ensure academic 

success.  

Galileo International School, Muaither will provide a variety of instructional 

strategies, including but not limited to, differentiated instruction, in class 

assistance, and programme modifications.  

4. Language Policy Guidelines: 

All students attending Galileo International School, Muaither have an 

expectation to meet the school's graduation requirements as well as the 

expectation to meet the standard required to pass external, international 

examinations.  

All members of the Galileo International School, Muaither community should 

provide reasonable support for development of appropriate abilities to 

communicate in English and should have reasonable expectations for inquiring 

and communicating in English.  

5. Communication in Languages other than English:  

All students will be required to study Arabic as this is a compulsory subject as 

stipulated by the Ministry of Education and Higher Education of the State of 

Qatar. Hence, Arabic lessons for native speakers and non-native speakers are to 

be offered at the school. The programmes provided by the Ministry of 

Education and Higher Education of the State of Qatar will be followed in this 

regard. In addition, students study Hindi and Malayalam as second language.   
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6. Language Philosophy:  

Our Vision and Mission statements are the foundation for our language policy 

and guidelines. As language forms the basis for learning, these guidelines are 

critical for helping the school to achieve its vision and mission.  

In keeping with our vision to ‘empower students to learn for life and strive for 

excellence so that they can contribute to a global society’, we strive to educate 

our students to think and communicate with a holistic worldview. We encourage 

our students to be open-minded communicators, to understand and appreciate 

their own cultures and personal histories, to be open to the perspectives, values 

and traditions of other individuals, to seek and evaluate other points of views, 

and to grow from these experiences. We seek to develop their skills in effective 

collaboration, and in the confident and creative understanding and expression of 

ideas in more than one language and in varied modes of communication.  

7. Language Learning Principles:  

1. Language is fundamental to learning and to the demonstration of learning.  

2. English is the primary language of communication and instruction at Galileo 

International School, Muaither and the medium of English is used in the 

classroom and throughout the school day, apart from Arabic, Islamic Studies 

and Qatar History if taught to native speakers.  

3. Galileo International School, Muaither provides students with opportunities 

to develop as communicators and to build confidence in the use of language.  

4. All Galileo International School, Muaither teachers provide opportunities for 

communication and confidence-building. The development of language 

amongst students is a shared responsibility.  

5. Students with low English proficiency may be temporarily placed in intensive 

English support lessons, until they have reached sufficient proficiency in 

academic English.  
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8. Assessment: 

Language acquisition varies greatly from student to student. Therefore, teachers 

assess all language skills (reading, writing, listening and speaking), frequently, 

differentiating through scaffolding or extension as required. Formative and 

summative assessments in the classroom provide information on language 

growth in accordance with the assessment guidance and rubrics of the long term 

curricular objectives. For additional information, please refer to the Assessment 

Policy.  

9. Professional Development: 

Galileo International School, Muaither appoints well-qualified and experienced 

teachers, and seeks professionals with an understanding of the specific needs of 

Second Language Learners. Additionally, our teaching staff receive 

Professional Development in language teaching in their lessons, through in-

house professional development, particularly during Induction of new staff to 

ensure that all teachers are equipped with strategies that enable them to develop 

language skills in tandem with subject content. Through such instruction, we 

emphasise the importance of repetition, differentiation, scaffolding, and 

modeling techniques.  

10. Pull-out or support classes: 

In the Primary department as well as Key Stage 3, students who are unable to 

fully access the academic curriculum delivered in English receive specialised 

instruction in the English language from a learner support teacher in the form of 

either in pull-out or in-class support to ensure students facing difficulty with the 

English language can engage quickly with the curriculum and in social 

interactions. Parents will be informed of these arrangements and kept updated 

about progress achieved.   
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11. Student Support Services: 

When a student has been identified with additional learning needs, including 

cognitive difficulties or gifted and talented abilities, intervention and support 

are provided through the Learner Support programme in line with the referral 

process. A student who is not making the expected language development 

progress is evaluated first to assess those needs and interventions before 

determining whether there is an additional learning concern. The Learner 

Support department works with teachers to help them meet the needs of students 

identified with special learning needs. This support may be formalised through 

an In-class Support Plan or an Individual Education Plan and may involve short 

and long-term interventions.  

12. Communication of the language policy to the Galileo International 

School, Muaither Community:  

The Language Policy will be introduced to the entire school community through 

multiple pathways including staff meetings, grade level meetings and 

Principals’ newsletters. It will also be featured on the school’s website, and new 

staff will be fasmiliarised with the document during orientation.  

13. Review of Policy:  

This policy will be reviewed annually as part of the curriculum review cycle 

and as part of the whole school improvement plan. The Leadership team will 

review the implementation of the guidelines in classrooms and throughout the 

school on a regular basis as part of the appraisal process.  

 

 

 

 



 
 

98 
 

EMPOWERING LEARNERS FOR LIFE 

                         E: enquiry@galileois.com, T: +974 30313523, A: Street No 656, Zone 53, P.O Box 12968, Muaither North, Doha, Qatar.  

 

 

Gifted and Talented Policy 

 

Policy 

Number 

A 12 

Effective 

Date 

02/03/2023 

Issue Date 02/03/2023 

Valid Until 28/02/2026 

 

REVISION HISTORY 

Revision 

No 
Issue Date Amendment Description  

Date 

Effective 

Revalida

ted 

00 Nov 2020 First Issue Nov 2020  

01 25.11.2020 Review and update 25/11/2020  

02 02.03.23 Review and update 02/03/2023  

     

     

     

     

     

     

     

     

     

     

     

     

 

Gifted and Talented Policy 

Prepared 

By 

HR –  

Admin 

Issued By 

HR 

Department 

Page 1 of 6 



 
 

99 
 

EMPOWERING LEARNERS FOR LIFE 

                         E: enquiry@galileois.com, T: +974 30313523, A: Street No 656, Zone 53, P.O Box 12968, Muaither North, Doha, Qatar.  

 

A12: GIFTED AND TALENTED POLICY 

 

‘Every child is gifted. They just unwrap their packages at different times.’ 

 

1. Purpose of this Policy: 

• To ensure that all gifted and talented students are challenged and 

supported to reach their maximum potential  

• To identify and record gifted and talented students in our school, 

including those students who may have the potential, but currently 

underachieve.  

• To increase awareness of the differing needs (both intellectual and social) 

of these students amongst staff and parents and offer relevant support.  

• To develop a range of appropriate strategies and programmes to support 

our gifted and talented students stating high expectations.  

• To provide enrichment and extension opportunities and to develop core 

competencies amongst our gifted and talented students.  

• To support staff development through relevant training and resources.  

• To support students in their social, moral and emotional development.  

• To ensure the accurate assessment and tracking of gifted and talented 

students on a regular basis so that focused interventions can be used to 

support progress.  
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2. Definitions: 

Gifted and talented students are those who have abilities in one or more domain, 

developed to a level significantly ahead of their peers within the school, or who 

have the identified potential to develop these abilities to such a level.  

These domains may include:  

• Intellectual (linguistic, mathematical, specific academic subject)  

• Creative (problem solving, scientific, technical)  

• Social (personal, interpersonal, leadership qualities)  

• Physical (sports, dance, movement)  

• Artistic (art, music, drama)  

• Practical (technological and ‘hands-on’)  

 

3. Terminology used at Galileo International School, Muaither: 

 

More Able 

These students will generally be catered for within the classroom and core 

school curriculum, through differentiated tasks 

 

Gifted and Talented 

These students who demonstrate, or have the potential for well above average 

attainment in one or more domain, require a differentiated curriculum, focused 

interventions and/or provisions beyond those normally provided by the regular 

school programme. These students can be challenged and extended within 

classroom constraints, but will also benefit from extra extension groups and 

activities. 

 



 
 

101 
 

EMPOWERING LEARNERS FOR LIFE 

                         E: enquiry@galileois.com, T: +974 30313523, A: Street No 656, Zone 53, P.O Box 12968, Muaither North, Doha, Qatar.  

Exceptionally Gifted and Talented 

These are children whose abilities are so well developed and so far ahead of 

their peer group that school has to provide additional learning experiences and 

structures which develop, enhance and extend the identified abilities. 

 

4. Identification: 

• Teacher assessment and professional judgement supported by checklists 

(checklists of characteristics - generic and subject-specific) and referrals.  

• Evidence from student work  

• Evidence from out of school activities  

• Internal observation and monitoring  

• Parent, peer and self-nomination  

• Designated standardised tests (GL tests)  

• Diagnostic testing and school counsellor reports  

 

Identification should involve the use of multiple criteria (three or more) and 

must be ongoing.  

It is important for teachers to note that some students may be difficult to 

identify. These may include: underachievers, EAL children, and children with 

Individual Learning Needs, children who are the youngest in the year or 

children with poor behaviour.  

 

5. Recording of Gifted and Talented Students: 

Identification information is collated by the class teacher and Key Stage 

coordinator in the first instance and then reviewed by the Head of 

Primary/Keystage, and is then made available to the relevant staff members via 
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the school management system. This register is available to all staff and should 

be reviewed and updated regularly. Parents are informed before the student’s 

name is placed on the register.  

 

6. Provision and Support for Students: 

Teachers should, as much as possible, provide an appropriate range of 

provisions within the classroom to support the learning and development of 

gifted children; however, by definition, this will not always be possible.  

It should be noted that gifted students can have learning difficulties or EAL 

issues which may also require help and support.  

The method of provision chosen will depend on the age and individual needs of 

the students involved. It may include:  

 

a. In class (most of these will benefit most students in some way)  

• Differentiation: classwork, homework, questioning, etc.  

• Enrichment: e.g. open ended tasks, more searching questions, challenging 

dialogue, etc.  

• Providing opportunities for problem solving and investigation in order to 

develop reasoning and thinking skills   

• Teaching higher order thinking and problem-solving skills  

• Providing opportunities for and supporting the development of 

independent research and study skills  

• Providing challenges within specific subject areas  

• Providing opportunities to ‘take risks’ in their learning  
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• Providing varied and flexible learning groups, especially enabling gifted 

students to work with others of like ability and having opportunities for 

independent study and research 

• Developing meta-cognitive skills; reflection, self-evaluation, self-

criticism, involvement in directing own learning, etc.  

 

b. In school: 

• Setting, acceleration 

• Working with older students, mentoring  

• Withdrawal groups  

• Extra-Curricular clubs and activities  

• Recognition of outstanding achievement  

 

c. Out of school:  

• Events and competitions, e.g. STEM Olympiads, MUN  

• Volunteer opportunities 

 

7. Roles and Responsibilities  

 

a. Heads of Keystage: 

• Create a database of gifted and talented students drawing upon all the 

different forms of identification  

• Monitor and track their progress  

• Work with select teaching staff to coordinate and put in place appropriate 

interventions for gifted and talented students and evaluate the 

effectiveness of such intervention  
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• Work with select teaching staff to coordinate the provision of enrichment 

opportunities for gifted and talented students  

• Support staff through insets in developing provision for gifted and 

talented students.  

• Ensure that all teaching staff are fully aware of gifted and talented 

students individual learning needs  

• Ensure that appropriately challenging academic targets are set for gifted 

and talented students  

• Develop the subject curriculum and scheme of work to provide for 

opportunities for gifted and talented students to be appropriately 

challenged.  

• Support the provision of subject related enrichment opportunities for 

gifted and talented students.  

 

Gifted and Talented Coordinators:  

• Ensure gifted and talented students are set appropriate targets through the 

academic review process  

• Put in place appropriate interventions, both academic and pastoral, for 

gifted and talented students on PSHE days to work with other gifted and 

talented students and across age groups.  

• Building aspiration amongst gifted and talented students to enable them 

to aim for academic excellence  

 

Teachers: 

• Ensure they are aware of gifted and talented students in their class and 

their individual learning needs  
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• Provide appropriate provision for gifted and talented students within the 

classroom, ensuring challenge  

• Providing opportunities for problem solving and investigation in order to 

develop reasoning and thinking skills  

• Set homework that is appropriately challenging  

 

Principal:   

• Monitor the extent to which the policy is fit for purpose, taking account 

of students’ needs, the school’s strategic direction and best practice 

internationally.  

• Overall responsibility for the strategic, operational and consistent 

implementation of the policy across the whole school.  

• Ensure that the policy fully supports the school’s strategic priorities and, 

with periodic review and fine-tuning, and provide a clear road-map for 

continuing school improvement that takes into account best international 

practice.  

 

Parents: 

• to make the school aware of any achievements of their children outside of 

school that may indicate their child falls into the gifted and talented 

category 

• to support the school and its provision for their child as much as possible 
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A13: Professional Development Policy 

 

Importance of Professional Development 

Professional Development (PD) is an integral part of teaching and learning.  To 

give learners the most relevant and informed classroom experience, educators 

must stay abreast of highly effective teaching practices.  Professional 

Development increases teachers’ knowledge, refines their practice, promotes 

delivery of better instruction for students and allows sharing of good practice.  

In addition, this allows the school to standardise expectations of excellent 

teaching. 

 

Types of Professional Development 

Professional Development happens on various levels in various ways to meet 

the needs of all teachers and therefore all students.   Our program includes 

formal and informal PD opportunities/sessions.  In addition, there are internal 

and external professional development opportunities/sessions. Using a tiered 

approach to internal and external professional development, teachers are able to 

experience development on a wide range of topics.  

 

Tiered approach to internal professional development includes whole school, 

small group and one-on-one sessions.  Whole school development addresses the 

needs of the entire school community. This is an area where many teachers need 

support or where schools introduce new best practices. Small group sessions 

allow teachers with specific needs to work together on a specific topic. Lastly, 

one-on-one sessions allow the trainer to focus on the needs of individual 

teachers.  

 

Our tiered approach to external professional development includes sessions 

delivered completely by external partners/providers and mixed development 

(initial topic introduced externally but follow-up provided internally). 

 

Teacher Expectations for Professional Development  

To promote a successful Professional Development Programme, we have 

outlined clear teacher expectations. A key expectation is teachers, trainers and 

management are equally responsible for teacher growth. This means teachers 

are constantly striving for excellence through lifelong learning and this is 

supported by trainers and managers. By giving teachers tools, guidance and 

support, teachers improve their practice therefore improving learning outcomes.  
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Teachers are expected to: 

● fully participate in Professional Development and feedback sessions 

● proactively ask questions during PD and feedback sessions 

● review documents, videos and other information shared by trainer or 

manager 

● speak with other teachers to develop practical ways to reach their goals 

● display an attitude of learning which is outlined in the Rules of 

Engagement 

● keep evidence of work towards profession growth 
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B03 - Behaviour and Discipline Policy 

 

1. Rationale: 

This policy represents a whole school code of behaviour and discipline. 

 

Aim 

 

At Galileo International we plan to create an ambiance of love and respect so 

that children can develop their best in all fields 

• Child friendly and child centred education to motivate children and raise 

their self-esteem. 

• Individual attention as every child is taught at its own pace with value 

achievement and show appreciation of good work & behaviour. 

• Activity oriented learning through experience, exposure and involvement 

Feeling of equality. No discrimination based on class, creed, religion or 

nationality. (Co- education) 

• To motivate child to raise self- esteem, feel happy and confident. 

• To encourage all the students, develop self- discipline, awareness & 

respect for their own needs & rights.  

• To develop sense of responsibility, caring attitude for people, property 

and environment  

3.1 STUDENTS BEHAVIOUR 

 

We give utmost importance to discipline. Students should move in perfect 

discipline. 

• Wishing teachers in class must be done together and in proper manner. 

• Maintain silence in the library 

• Mobile phones are not allowed 

• Boys should follow descent hair cut 

• Nails must be cut regularly and kept clean. 

• Shoe must be polished 

• Follow school uniform correctly and maintain the dress in neat and clean 

way. 
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• Use of abusive language, quarrelsome behaviour, shouting and whistling 

is not allowed. 

• Use of sanitary facilities appropriately and wash hands afterwards. 

• We promote self-imposed discipline- to be honest and take responsibility 

of their own actions. 

• To arrive school on time. 

• To show self-control and not react angrily or disrespectfully. 

• To walk around the school, enter or exit from school in an orderly 

manner. 

• Do not damage any school property and use it wisely. 

• Not to chew gum in school premises. 

• Not to wear jewellery (girls are allowed to wear small earrings or studs)  

• Not to wear make-up or nail varnish. 

• Not to bring toys or any other items unless it’s been asked to bring. 

• Follow good manners and proper etiquettes. (Please, Thank you, 

Sorry…) 

• No scribbling anywhere on school (tables, walls, school building) 

• Throwing of paper cups, glass or any other potentially dangerous items 

on school grounds or in school premise. (Use litter bins) 

• Show kindness & tolerance towards others without bullying mentally, 

emotionally or physically. 

3.2 STAFF EXPECTATIONS 

All the members at Galileo International School have a very important role to 

play regarding behaviour and discipline at the school and adhere to the 

following code to practice: 

• All staff both teaching and non-teaching must take responsibility in 

maintaining the ethos and discipline in school to provide consistency. 

• Praise where appropriate. 

• Draw attention to good behaviour. 

• Rules should be expressed positively and their rationale explained. If 

required  give responsibility to students to form classroom rules. 

• A balanced system of rewards and sanctions should be in place. 
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• Ignore petty attention-seeking behaviour when it does not significantly 

infringe classroom rights. 

• Minimise unnecessary confrontation, undue criticism or embarrassment. 

• All responses should be fair. No partiality or favouritism.  

3.3 CLASSROOM BEHAVIOUR 

In Galileo International School we believe in that positive environments helps 

in teaching and makes learning easy. To help prevent disruptive behaviour, 

students should feel an integral part of school by managing classroom 

behaviour. 

Hence, in our classroom  

• Students should take active part in classroom discussions and get involve 

in routine classwork. 

• Students are expected to take part in all activities, competitions, or any 

school or inter school activities with positive attitude. 

• Classroom décor should be maintained. 

• Students should listen and behave with utmost respect with their teachers.   

• Students are listened and taken seriously by teachers. 

• The class teacher will try and learn as much as possible about each child 

of her class, so she can deal accordingly without crossing the personal 

limitations. 

• The class teacher will ensure that an emotionally upset child is supported 

by informing to the appropriate authority. (eg. Principal, Office staff) 

• The class teacher will not interfere or ask the student questions related to 

fees, or any other topic which child has less control (admin related part).  

3.4 CONSEQUENCES 

 

To maintain good and healthy environment, we at Galileo International school 

believes that, If the students are not following the proper behaviour or 

repeatedly getting complaints then he/she has to face any of the following 

consequences. The Principal has the complete hold and right to decide the 

consequences. Task given as punishment 

• Detention 
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• Verbal warnings. 

• Non- Verbal warnings 

• Confrontation/ Meeting with Parents. 

• Suspension with notice / Immediate Suspension. 

Each school will have its own disciplinary procedures that will detail the 

consequences of poor behaviour choices to ensure consistency across the 

school.  

 

Examples of Consequences are: 

         a. Loss of break time: children are required to stay in for their break time 

b. Time out sessions: if a pupil continues to behave inappropriately 

despite two prior warnings in class, said student will be removed from the 

class for a ‘time-out-session’, and will be given some classwork to 

complete during this time. Pupils are to spend such ‘time-out-sessions’ in 

the Principal/Deputy Principal/Learning support staff office. 

c. Involvement of the Principal: should the pupil continue to behave 

inapropriately, or should a more serious incident have occurred, the 

Principal will get involved. 

d. Tasks as Punishment: for certain pupils, it may be appropriate to issue 

a task as punishment for inappropriate behaviour. This should be a useful 

task, yet not one the pupil particularly enjoys or considers to be a reward. 

The Class Teacher or the Principal will decide the nature of this task and 

when it has to be undertaken by the pupil (eg. cleaning up the 

playground, rearranging books in the school library). 

e. Detention: if a pupil continues to persistently display poor behaviour, 

he may be issued with an after school detention, accompanied by a letter 

to the parents informing them of the child’s poor behaviour and the 

necessary detention signed by the Principal. 
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Reasons for the issuance of detentions are: 

• persistent defiant behaviour 

• persistent disruptive behaviour 

• behaviour that puts others in danger (i.e. constant fighting, aggressive 

behaviour towards others) 

• persistently breaking school or classroom rules 

• disrespect towards any adult around the school 

• persistent refusal to do homework or bring copy books to school 

• Bullying 

Through assemblies, stories and other areas of the curriculum the philosophy 

of respecting each other, helping and protecting those smaller or weaker than 

ourselves is explained. Galileo International School has a no-tolerance stance 

towards bullying and any incidents are to be reported and recorded.  

If bullying is reported by parents or child, procedures outlined in the ‘Anti-

bullying Policy’ are to be followed.  

1. Immediate Suspension: 

On occasion, it may be necessary to suspend a pupil from Galileo 

International School with immediate effect. Only the Principal can suspend a 

child from school. Such an action will be exceptional and generally relate to 

extreme behaviour, constituting a serious breach of school rules. However, 

the Principal also has the right to exclude a child where the health, safety and 

welfare or education of others are threatened.  

Such offences include: 

1. assaulting a member of staff or another pupil 

2. possession of illegal substances eg. cigarettes), an offensive weapon (eg. 

knives) or any other object which could be potentially hazardous 
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3. serious physical or indecent assault against fellow pupils 

4. persistent bullying (ongoing intimidation or physical, emotional, verbal 

abuse against other pupils) 

5. refusing to cooperate with staff when the pupil’s or other pupils’ 

education or welfare are at risk 

6. causing serious damage to school property or the school building 

 

School rules Circular: 

The School rules circular in as Appendix 1 to this policy, is to be shared with 

parents to ensure communication about the importance of the schools rules 

and the consequences if they are not followed. 

 

 

Appendix 1: 

SCHOOL RULES CIRCULAR  

 تعميم قواعد الاكاديمية 

We have high expectations of student behaviour and academic achievement at 

Galileo International School. It is essential that inappropriate behaviour and 

the lack of commitment to achieving year level expectations do not affect the 

learning experiences, safety or well-being of others in our school community.  

ومن  التحصيل الدراسي و تطوير سلوك الطلاب  عالية  لتحسين توقعات اكاديمية اديسون  فيلدينا 

 تحقيق هذه التوقعات عدم الالتزام يؤثر بصورة سلبية  لو السلوك غير اللائق الضرورى التأكيد على أن

 

The following points outline our expectations of students. 

                               النقاط التالية توضح توقعاتنا لطلابنا                                               
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Students will: 

 يجب على الطلاب  

• Take responsibility for their behaviour, learning and choices.  

                         تحمل مسؤولية سلوكهم وتعلمهم واختياراتهم.                                                                                      •

• Use appropriate language and speak politely to others.  

 استخدام اللغة المناسبة والتحدث بأدب مع الآخرين.  •

• Complete all required work to the expected standard.  

 .  استكمال جميع الاعمال المطلوبه وفقاً للمعيار المتوقع •

• Respect that all students have the right to learn without disruption in a 

safe environment.  

ً  الحق في التعلم الطلاب لديهم أن جميع احترام •  آمنة. في بيئة  دائما

• Be a good member of our school community, and respect things that 

belong to others.  

الآخرين والحفاظ على   ويجب احترم لدينا،  المجتمع المدرسي في وفعالاً   عضوا صالحا كن •

 . الاشياء الخاصة بهم

• Proudly wear our school uniform which includes black school shoes, 

not trainers 

 السوداء. الأحذية المدرسية بفخرويشملبالزي المدرسي وارتداءه  الالتزام •

• Respect all students, teachers, and all school staff no matter what 

nationality, religion, gender, or colour they are.   

احترام جميع الطلبة لجميع المعلمين والعاملين مهما اختلفت جنسياتهم ، اجناسهم ، الوانهم أو   •

 عقائدهم. 
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• Refrain from mocking and/or ridiculing others at all times 

 الامتناع عن السخرية من الآخرين في جميع الاوقات.  •

The following misdemeanours are likely to have low to high monetary impact 

on parents (as estimated by the school management) and include: 

 هذه التصرفات سيكون لها تأثير مادي من عالي الى قليل وبحسب تقدير ادارة الاكاديمية وتشمل : 

• Willful destruction of school property and/or school equipment (i.e. 

tables, chairs, computers, projectors, etc.) 

 –الابواب  –النوافذ  –الكاميرات  –البرجكترات  –تخريب او تدمير ) اجهزة الكمبيوتر   •

 –دورات المياه  –آلات التصوير  –الطابعات  –السجلات  –المكاتب  –الكراسي   –الطاولات 

 الثلاجات (.

 

• Hate-motivated scribbles anywhere on school grounds (i.e. classroom 

walls, tables, school building) 

 كتابة عبارات حقد وعنصرية علي ) جدران الصفوف ، الطاولات او مباني الاكاديمية (. •

 

• Damaging the turf of the school grounds. 

 اتلاف العشب وارضيات الاكاديمية.  •

• Throwing of paper cups, glass, or any other potentially dangerous items 

on school grounds 

الطعام أو بقايا الطعام في أرضية الفصول أو ساحة   –الزجاجات  –الكاسات   –القاء الاوراق  •

 الاكاديمية.

 

We trust that your child will follow the School Rules as outlined, and that 

measures stated above and in the Student Disciplinary Policy do not have to be 

taken by the school. Should your child not adhere to the School Rules and 
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should this behaviour occur repeatedly, the Galileo International School 

reserves the right not to re-register your child for the following Academic Year.  

ونحن على ثقة من أن طفلك سوف يقوم  بأتباع قواعد الاكاديمية على النحو المبين اعلاه، وفي حالة  

كاديمية وتكرار حدوث هذه التصرفات الغير مفبولة فأن اكاديمية اديسون  عدم الالتزام بقواعد الا

 العالمية تحتفظ بحق عدم اعادة تسجيل الطالب للعام الاكاديمي التالي 

 

 

 

Procedure 1: 

BEHAVIOUR PROCEDURE – LEVEL GUIDE 

Level 1 Behaviour  

• Being late to morning registration and classes 

• Not wearing the correct uniform or violating the dress code 

• Littering 

• Disruptive behaviour  

• Behaviour strikes in classroom 

Who gets involved? 

The teacher or member of staff who witness the offence  

Consequences: 

• First offence: Verbal warning 

• Second offence: Name is noted down and recorded 

• Third offence: 30mins detention after school and parents will be informed 

 

Level 2 Behaviour 

• Repetition of Level 1 Behaviour offences 

• Disrespectful behaviour towards peers 

• More than 25 lateness to registration and/or class within a term without 

authorised absence 

• Not attending classes 

• Bullying or intimidating peers 

• Using foul language in class and/or during break times 

• Ordering or receiving food from outside EIA without authorisation from 

senior member of staff 
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Who gets involved? 

The teacher or member of staff who witness the offence, a member of the 

behaviour team and if deemed necessary the Assistant Principal and/or 

Principal/ 

Consequences: 

• Parents will be informed of the behaviour offence 

Depending on the behaviour offence one or more of the following can be 

applied by the discretion of the behaviour team and/or Assistant Principal(s) 

and/or Principal: 

• Monitoring Yellow Report for the first 5 days followed by a Stage 1 

probation behaviour intervention plan  

• Counselling with the school psychologist 

• Written warning letter that will be signed by parent(s), student and a 

senior member of staff and kept on file 

• After school detention 30-60mins 

• Internal isolation 

• Will not be allowed to attend school trips 

• Suspension period of 1-5 day(s) 

 

Level 3 Behaviour  

• Repetition of Level 2 Behaviour offences 

• Bring a weapon to school 

• Behaviour that could endanger students’ safety  

• Smoking, including e-cigarettes 

• Verbally disrespectful or abusive towards any member of staff 

• Vandalism 

• Verbal and/or physical sexual harassment towards peers 

Who gets involved? 

The Assistant Principal(s) and/or the Principal and/or a member of the 

behaviour team. 

Consequences: 

• Level 2 Behaviour consequences can all be applied to Level 3 Behaviour   

• Monitoring Red Report for the first 5 days followed by a Stage 2 

probation behaviour intervention plan  

• Final warning letter that will be signed by parent(s), student and a senior 

member of staff and kept on file 
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Depending on the behaviour offence one or more of the following can be 

applied by the Assistant Principal(s) and Principal: 

• Permanently excluded and the student’s case referred to the Ministry of 

Education 

Level 4 Behaviour 

• Repetition of Level 3 Behaviour offences  

• Use, buy or sell alcohol and/or illicit drugs on school premises 

• Bring items to school deemed to be weapons 

• Starting a fire 

• Causing serious harm to anyone 

• Physically abusing a teacher 

• Threats of terrorism  

• Threats of explosives in school 

 

Who gets involved? 

The Head of Section and/or the Principal 

Consequences: 

• Student is immediately suspended from school until a decision has been 

made by EIA. 

• Permanently excluded and the student’s case referred to the Ministry of 

Education 

 

Mobile phones 

Students are not to bring their mobile phones to school. However, if the student 

needs the phone to arrange transportation the parent(s) must sign an agreement 

form that the mobile phone will solely be used for such usage. In this case, the 

mobile phone must be handed in to school and collected after school hours. 

Mobiles are not allowed on educational trips, unless the teacher approves.  Any 

students caught using mobile phones without authorised permission will face 

the following consequences: 

Consequences in steps: 

1. Message sent home and phone is confiscated until the end of the school 

day 

2. 30mins detention and phone is kept for five (5) school days 

3. 1-hour detention and phone is kept for 10 school days 
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4. Level 2 behaviour consequences apply and the school will keep the 

mobile phone for a period of time that is deemed necessary by the 

member of the behaviour team.  

Foods and drinks 

Students are not to consume carbonated drinks, energy drinks, sweets of any 

kind including chewing gum and/or sunflower or any kind of seeds that will 

litter the school. Students must not order food  

Consequences: 

Students will have the above confiscated and behaviour policy is applied for 

repeat offenders (also refer to Policy A09 Healthy Eating Policy) 

 

Detentions 

After school detention will only be assigned with at least 24 hours’ notice to the 

parent(s). If the student has after school clubs at EIA, the student must attend 

the detention as a first priority. If there is a legitimate reason that the student 

can’t attend the detention due to medical, appointments, family bereavements 

etc., the detention will be set the next available day.   

 

Missing detentions 

If a student fails to turn up for their detention, it will be increased to an hour the 

next available day. Should the student miss the detention for a third time, this 

will escalate to Level 2 Behaviour consequences as well as serving out the 

missed detention(s).  

Students who use the school bus to go home, will have to make alternative 

transportation arrangements at their own will and costs. 

 

Uniform 

Students must adhere to the school’s dress code during school hours and on 

educational trips if required (see also A08 Uniform Policy).  

Males: 

• GIS school shirt with the logo must be worn with the buttons all done up. 

• blue suit trousers or navy-blue suit shorts. 

• Plain black shoes with no decorations must be worn at all times. No 

sandals, flip flops or sports trainers are to be worn.  

• Students may wear EIA issued jumpers or jackets if they feel cold.  
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Females: 

• GIS school shirt or abaya with the logo must be worn with the buttons all 

done up. 

• blue suit trousers or a knee length skirt. No leggings or tight trousers are 

to be worn 

• Females who wear Shayla/Hijab (head covering) must make sure this is 

in a plain solid colour with no decorations.  

• Students are allowed to wear light make-up and will be asked to remove 

if extreme 

• Plain black shoes with no decorations must be worn at all times. No 

sandals, flip flops or sports trainers are to be worn 

Consequences if GIS school uniform is not adhered: 

• First offence: Parents will be informed and the uniform policy is re-

addressed 

• Second offence: Parents will be notified and they must bring in their 

child’s uniform same day 

• Third offence: Parents will be notified and they must bring in their child’s 

uniform same day and the student will receive 30mins detention 

• Fourth offence: Parents will be called in to a meeting. 

 

Procedure 2: 

BEHAVIOUR MANAGEMENT PROCEDURE  

PRIMARY 

1. Low Level Behaviour  

Yellow Report (5 days) 

 

 

Rectified behaviour – Green Report (5 days) 

 

 

Not recurring after Green Report – off Report System 

 

Recurring after Green Report – Yellow Report (5 days) 
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2. Serious Concern 

       Scenario A              Scenario B 

Yellow Report (5 days)    Yellow Report (5 days) 

 

 

Not rectified – Red Report (5 days)     Not Rectified – Red Report (5 days) 

 

 

Rectified – Yellow Report (5 days)      Not Rectified – Behaviour Referral Form 

 

        

                            Behaviour Intervention Plan 

 

  

 

                                                                           Parent Consultation 

 

 

 

Yellow Report constitutes: 

• 3 x 3 strikes within one working week 

• Serious behaviour in and outside the classroom (i.e. using foul language, 

starting a fight, truanting and coming to lessons late, defiant behaviour, 

etc) 

Scenario C 

Red Report (5 days) 

 

 

Behaviour Referral Form 

 

 

 

Behaviour Intervention Plan 

 

 

 

Parent Consultation  
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Red Report straight away constitutes: 

 

• Serious physical altercation 

• Abusive or malicious behaviour towards staff and peers 

• Dangerous behaviour 

• Possession of inappropriate material (i.e. knives, drugs, etc.) 

• Bullying 

• Damage to school property. 

 

 

SECONDARY 

Scenario A 

Yellow Report (5 days) + 15 minutes detention on first day 

 

 

 

Not recurring after Yellow Report – off Report System 

Recurring after Yellow Report – Red Report (5 days) 

 

 

 

Scenario B   

Yellow Report (5 days) + 15 minutes detention on first day 

 

 

Recurring after Yellow Report – Red Report (5 days) + 30 minutes detention on 

first day 

 

 

Not rectified – Behaviour Referral Form  

 

 

Behaviour Intervention Plan 

 

 

Parent Consultation 
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Scenario C 

Red Report (5 days) 

 

 

Behaviour Referral Form 

 

 

Behaviour Intervention Plan 

 

 

Parent Consultation  

 

Yellow Report constitutes: 

• 3 x 3 strikes within one working week 

• Truanting from a lesson 

• Using inappropriate or foul language 

• Failure to turn up for detention 

• Inappropriate use of electronic device 

• Non-compliance to uniform requirements 

 

 

 

Moving to Red Report constitutes: 

 

• Failure to reach targets on Yellow 

• Repeatedly disrupting teaching and learning in the school 

 

Red Report straight away constitutes: 

 

• Truanting from school 

• Physical altercation 

• Defiant or malicious behaviour 

• Abusive or dangerous behaviour 

• Failure to turn up for formal detention 

• Strike 3 refusal to exit 
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SCENARIO D – immediate exclusion from class and suspension 

 

• Persistent truanting 

• Racist incidents 

• Abusive behaviour towards a member of staff 

• Possession of inappropriate material (i.e. weapons, drugs, etc.) 

• Theft 

• Extreme defiance 

• Abusive language towards a member of staff 

• Damage to school property 

• Health and safety risk (i.e. setting off the fire alarm deliberately) 

 

 

Behaviour Referral Form 

 

 

 

Behaviour Intervention Plan 

 

 

 

Parent Consultation  
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STUDENT BEHAVIOUR REFERRAL FORM 

  

STUDENT NAME: _________________________CLASS: ______________  

 

DATE: _______________ 

 

Teacher Comments on the Problem:  

 

___________________________________________________________

___________________________________________________________

___________________________________________________________

________________________________________________________________

___________________________________________________________

________________________________________________________________

____________________________________ 

General Evaluation: 

Trustworthiness      Fairness 

Respect       Caring 

Responsibility      Citizenship 
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Further Actions taken by the Behavioural Interventionist: 

 

___________________________________________________________

___________________________________________________________

___________________________________________________________

___________________________________________________________

__________________________________ 
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3.5 ANTI-BULLYING POLICY 

At Galileo International School we are committed to providing a warm, caring 

and safe environment for all our children so that they can learn and play in a 

relaxed and secure environment. Bullying of any kind is unacceptable and will 

not be tolerated in our school. We take all incidents of bullying seriously. 

Bullying hurts. No-one deserves to be a victim of bullying. Everybody has the 

right to be treated with respect and pupils who are bullying others need to learn 

different ways of behaving. At Galileo International School, we acknowledge 

that bullying does happen from time to time – indeed, it would unrealistic to 

claim that it does not. When bullying does occur, everyone should be able to tell 

and know that incidents will be dealt with promptly and effectively in 

accordance with our anti-bullying policy. This means that anyone who knows 

that bullying is happening is expected to tell the staff. 

 

Aim: 

The school is committed to a safe and civil educational environment for all 

students, that is free from harassment, intimidation, or bullying. As defined, 

“Harassment, intimidation or bullying” by any means intentional electronic, 

written, verbal, or physical act including or other distinguishing characteristics. 

With this policy we aim to create an environment where students grow and 

flourish without fear. Each student has right to be safe in and out fo the school. 

We aim to: 

 

• Promote an environment where students feel that they are safe and can 

trust and tell their problems to adults. 

• Demonstrate that school takes bullying seriously and it will not be 

tolerated. 

• Ensure that children learn in supportive, caring & safe environment, 

without fear of bullying. 

• Promote positive attitude in students. 

• Take appropriate action, if any bullying incident is reported. 

• Ensure that all staff are aware of procedures at all the time. 
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Information on Bullying: 

Bullying is defined as "unwanted negative behaviour, verbal, psychological or 

physical conducted by an individual or group against another person (or 

persons) and which is repeated over time". We at Galileo International School 

strictly oppose the bullying and we take stance against bullying and are dealt 

appropriately 

 

Bullying is any deliberate, hurtful, upsetting, frightening or threatening 

behaviour by an individual or a group towards other people. It is repeated over a 

period of time and it is very difficult for the victims to defend themselves 

(remember STOP – it happens Several Times on Purpose). Bullying is mean 

and results in worry, fear, pain and distress to the victims. 

 

We identify four types of bullying: 

Physical: hitting, kicking, taking or hiding belongings. 

Verbal: name calling, teasing, insulting, writing or sending messages. 

Emotional: being intentionally unfriendly and mean, excluding, tormenting 

looks, spreading rumors. 

Cyber:  email & internet chat rooms misuse, mobile phone threats by text, 

calls or social platforms.  

 

Bullying can be: 

• Emotional being unfriendly, excluding, tormenting (e.g. hiding books, 

threatening gestures), ridicule, humiliation 

• Verbal name-calling, sarcasm, spreading rumours, threats, teasing, 

making rude remarks, making fun of someone 

• Physical pushing, kicking, hitting, pinching, throwing stones, biting, 

spitting, punching or any other forms of violence, taking or hiding 

someone’s things. 

• Bullying related to Special Education Needs (SEN) or disabilities. 

• Racist racial taunts, graffiti, gestures, making fun of culture and religion 

• Sexual unwanted physical contact or sexually abusive or sexist comments 

• Homophobic because of/or focussing on the issue of sexuality 
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• Online/cyber setting up ‘hate websites’, sending offensive text messages, 

emails and abusing the victims via their mobile phones 

• Any unfavourable or negative comments, gestures or actions made to 

someone relating to their disability or special educational needs. 

 

It is important to understand that bullying is not the odd occasion of falling out 

with friends, name calling, arguments or when the occasional trick or joke is 

played on someone. It is bullying if it is done several times on purpose (STOP). 

Children sometimes fall out or say things because they are upset. When 

occasional problems of this kind arise, it is not classed as bullying. It is an 

important part of children’s development to learn how to deal with friendship 

breakdowns, the odd name calling or childish prank. We all have to learn how 

to deal with these situations and develop social skills to repair relationships. 

 

Where does bullying happen? 

It can happen anywhere – in the classroom, in the corridor, in the toilets, in the 

dining hall, in the playground. Bullying may also happen on the way to and 

from school. In such cases, the Principal is empowered by law to deal with such 

incidents but must do so in accordance with the school’s policy. 

At Galileo International School, we are concerned with our children’s conduct 

and welfare outside as well as inside school and we will do what we can to 

address any bullying issues that occur off the school premises. The following 

steps may be taken: 

 

• Talk to the transport companies about bullying on school buses and in 

school taxis 

• Talk to the Head Teachers of other schools whose children may be 

involved in bullying off the premises 

• Map out safe routes to school for children, linking them to the School 

Travel Plan 

• Discuss coping strategies with parents 

• Talk to the children about how to handle or avoid bullying outside the 

school premises 
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Signs and Symptoms 

A child may indicate, by different signs or behaviour, that he or she is being 

bullied. 

Adults should be aware of these possible signs and investigate further if a child: 

• is frightened of walking to or from school 

• doesn’t want to go on the school/in the taxi 

• begs to be driven to school 

• changes their usual routine/route to school 

• begins truanting 

• becomes withdrawn, anxious or lacking in confidence 

• starts stammering 

• attempts or threatens suicide or runs away 

• cries themselves to sleep at night or has nightmares 

• feels ill in the morning 

• begins to underperform in school work 

• comes home with clothes torn or books damaged 

• has possessions go “missing” 

• asks for money or starts stealing money (to pay the bully) 

• has dinner or other monies continually “lost” 

• has unexplained cuts or bruises 

• comes home starving (money/snack/sandwiches have been stolen) 

• becomes aggressive, disruptive or unreasonable 

• starts swearing or using aggressive language for no apparent reason 

• is bullying other children or siblings 

• stops eating 

• is frightened to say what’s wrong 

• gives improbable excuses for any of the above 

These signs and behaviours could indicate other problems, but bullying should 

be considered a possibility and should be taken seriously and investigated as 

soon as possible. We Galileo International School will ensure that all our staff 

are aware of the above symptoms and they promptly report any suspicions of 

bullying to the School Counsellor, Learning support staff, Principal. 
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Procedures for reporting and responding to bullying incidents 

All staff will respond calmly and consistently to all allegations and incidents of 

bullying at Galileo International School. They will be taken seriously by all 

staff and dealt with impartially and promptly. All those involved will have the 

opportunity to be heard. Staff will protect and support all children involved 

whilst allegations and incidents are investigated and resolved. 

The following step-by-step procedure will be used for reporting and responding 

to bullying allegations or incidents: 

 

Role of Staff: 

 

Class Teacher will: 

1. Report all bullying allegations and incidents to Principal. 

2. Be involved in any strategy to achieve a solution. 

3. Teach anti bullying programme to students. 

4. Keep clear records on a Record of incidents of Bullying ‘form. 

5. Be observant and regularly talk to the pupils 

6. Never let any incidents of bullying go unreported. 

 

Role of the Principal: 

 

• Principal will make sure the victim(s) is and feels safe. 

• Appropriate advice will be given to help the victim(s). 

• Staff will listen and speak to all children involved about the incident 

separately. 

• The problem will be identified and possible solutions suggested. 

• Principal will attempt to adopt a problem-solving approach which will 

move children on from them having to justify their behaviour. 

• Appropriate action will be taken quickly to end the bullying behaviour or 

threats of bullying. 

• Principal will reinforce to the bully that their behaviour is unacceptable. 
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• The bully (bullies) may be asked to genuinely apologise. Other 

consequences may take place and appropriate sanctions applied (see next 

section). 

• If possible, the pupils will be reconciled. 

• An attempt will be made, and support given, to help the bully (bullies) 

understand and change his/her/their behaviour. 

 

Reports & Records: 

 

• In cases of serious bullying, the incidents will be recorded by staff on the 

standard Incident Report Sheet. All reports will be kept in a file in the 

school office  

• In serious cases parents will be informed and will be invited to come into 

school for a meeting to discuss the problem. 

• After the incident has been investigated and dealt with, each case will be 

monitored to ensure repeated bullying does not take place. 

• Bullying incidents will be discussed regularly at staff meetings. 

• The teacher will present anti-bullying termly reports on serious bullying 

incidents to the Principal. 

 

The following sanctions may be used: 

The children have also discussed this question in their classes and some of the 

sanctions they suggested are included in the list below: 

• Apologise to the victim(s) verbally or in writing 

• Lose privileges 

• Lose playtimes (stay with class teacher, write lines or do extra work) 

• Stand outside the Principal’s office 

• Spend playtimes and lunchtimes with an adult 

• Parents will be invited in to school 

• Go on a self-improvement report 

• Be removed from class and work in isolation 

• Writing an apology letter 
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• Be withdrawn from participation in school visit, clubs and events not 

essential to the curriculum. 

• Temporary, fixed term or permanent exclusion from the school: this will 

only be considered in any case of extreme and continuing bad behaviour, 

bullying harassment etc. 

Any form of Sanctions will be decided by the Principal of Galileo 

International School. 

 

Involving parents: 

 

• Parents as well as staff and students, should know that the school will not 

tolerate bullying. Parents will be informed of policy and procedures. 

• Parents of student who are bullied and parents of bullies will be invited in 

the solution of the problem as appropriate. 

 

Cyber Bullying: 

As students are easily access to social media cyber bullying should be taken 

seriously. Cyberbullying may be defined as ‘the use of electronic 

communication, particularly mobile phones and the internet, to bully a person, 

typically by sending messages of an intimidating or threatening nature. Cyber 

bullying is an aggressive, intentional act carried out by a group or individuals 

using electronic forms of contact repeatedly over time against a victim who 

cannot easily defend him or herself. 

 

Types of Cyber Bullying: 

• Text messages 

• Picture/video clip bullying via mobile phone. 

• Phone call bullying 

• Email bullying 

• Chatroom, social networks, instant messages bullying. 
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School Policy on Cyber Bullying: 

• No students are allowed mobile phones in school. 

• The school ensures internet safety 

• Teachers must teach safe internet usage. 
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3.6 CYBER BULLYING CIRCULAR IN RESPONSE TO QATAR MINISTRY 

OF EDUCATION POLICY   

Circular from Ministry of Communications  

(translated from Arabic) 

Qatar issues Law No. 4 /Of 2017, amending some Provisions of the Penal Code 

Thursday 9 March 2017. 

His Highness Sheikh Tamim bin Hamad Al Thani, the Emir of the country 

Yesterday, No. 4 / of 2017, amending some provisions. 

 

The Penal Code promulgated by law No. 11 of the year 2OO4.  

The law was implemented and published in the Official Gazette. 

Here are the modifications: The text of the amendments follows- 

Law No. (4) for the year 2017 

Amending certain provisions of the Penal Code Law No. (11) for the year 2004 

We are Tamim bin Hamad Al Thani, Emir of the State of Qatar. After reviewing the 

Constitution, 

The Penal Code promulgated by Law No. 11 of 2004, 

And its amended laws, 

On the proposal of the Minister of Justice, 

And the draft of the deputies submitted by the Council of Ministers. And after taking 

the opinion of the Shura Council 

We have decided the following: 

Article (1) 

Article 333 of the Penal Code referred to above, 

The following text: 

Article (333): 

"A penalty of imprisonment for a term not exceeding two years shall be imposed and a 

fine not exceeding one year shall be imposed (10,000) ten thousand riyals, or one of 

these two penalties, each of 

The conditions authorized by law by committing one of the following acts: 

He violated the inviolability of the private life of individuals, without their consent 

1. Dissolution of a special message or cable addressed to other individuals. 

2. Sweat your hearing in a phone call. 

3. Record or transfer talks in a private place. By any device 

4. Take or transfer photos or videos of an individual or individuals in a place 

Special, by means of any device of its kind. 
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And shall be punished by the same penalty provided for in the preceding paragraph 

1. Capture or transfer photos or videos of an individual or individuals in a place 

Public. By any device of its kind. With a view to their abuse 

Or defamation. 

2. Take or transfer pictures or videos of the injured or dead 

In accidents, by means of any device of its kind. In other cases 

Legally authorized ". 

 

Article (2) 

All competent authorities, each within its jurisdiction, shall implement this law. 

 

And published in the Official Gazette. 

Tamim bin Hamad Al Thani 

Emir of the State of Qatar 

Issued at the Amiri Diwan on 

1438/6/9. 

Corresponding to: 2017/3/8 
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1. RATIONALE 

Galileo International School is committed to safeguarding and promoting the 

welfare of all pupils in its care.  As an employer, the school expects all staff to 

share this commitment. 

 

2. AIMS AND OBJECTIVES 

The school will seek to recruit the best applicant for the job.  The recruitment 

and selection process should ensure the identification of the person best suited 

to the job at the school based on the applicant’s abilities, qualifications, 

experience and merit as measured against the job description and person 

specification. 

The recruitment and selection of staff will be conducted in a professional, 

timely and responsive manner and in compliance with current employment 

legislation. 

If a member of staff involved in the recruitment process has a close personal 

or familial relationship with an applicant, they must declare it as soon as they 

are aware of the individual’s application and avoid any involvement in the 

recruitment and selection decision-making process. 

These policy objectives are to operate this procedure consistently and 

thoroughly while obtaining and evaluating information from and about 

applicants applying for job vacancies at Galileo International School. 

 

3. ROLES AND RESPONSIBILITIES 

It is the responsibility of the Principals, working closely with HR (Human 

Resources) Department, involved in recruitment to: 

C 04: RECRUITMENT POLICY 
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•    Ensure that the school operates safe recruitment procedures and makes sure 

all appropriate checks are carried out on all staff who work at the school. 

•    To monitor recruitment agencies compliance with this document. 

•    Promote the welfare of children at every stage of the procedure. 

The Managing Director will have the final decision regarding any 

appointment. 

 

4. STAFF PROJECTION 

The aim of Human Resources Department is to ensure the best fit for the 

position and also to ensure avoiding manpower shortage or surpluses. Staffing 

projection is identified based on the resignations and new requirement for staff 

received by the school Principals. Each school shares the staffing information 

with the Human Resources Manager. Human Resources Manager then 

analysis the staffing projections received by the schools based on the forecasts 

demand and number of students and then the final report is shared with the 

Managing Director for the approval.  

 

5. SCREENING PROCESS 

Once the staffing is finalised staff requirement is shared with the placement 

agencies. While screening the candidates, the first step is to review the 

resumes and cover letter. We look for relevant education and experience that 

closely match the requirements of the position and compare the last two or 

three jobs with the job description. We also check for long gaps in 

employment and job hopping. 

 

6. SELECTION PROCEDURE 

Advertising   
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The HR department will advertise all school’s vacant posts to encourage as 

many applicants as possible to apply. Normally this entails an external and 

internal advertisement. 

All documentation relating to applicants will be treated confidentially. 

Official Application Forms 

All applicants will be made aware that providing false information is an offence 

and could result in the application being rejected or dismissal if the applicant 

has been selected and possible referral to the police. The school has its own 

application form; before the interview is scheduled candidate/ the agencies will 

have to share the information with the school minimum 12 hours before the 

interview. 

Job Descriptions and Person Specifications 

A job description is a key document in the recruitment process and must be 

finalised prior to taking any other steps in the recruitment process.  It will 

clearly and accurately set out the duties and responsibilities of the job role. 

The person specification is of equal importance and informs the selection 

decision.  It details the skills, experience, abilities and expertise that are 

required to do the job. The person specification will include a specific reference 

to suitability to work with children. 

References 

References for shortlisted applicants will be sent for immediately after short-

listing.  The only exception is where an applicant has indicated on their 

application form that they do not wish their current employer to be 

contacted.  In such cases, this reference will be taken up immediately after the 

interview and prior to any formal offer of employment being made.  Two 

professional references must be provided.  These will always be sought and 
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obtained directly from the referee and their purpose is to provide objective and 

factual information to support appointment decisions.    

Interviews 

There will be a face-to-face interview whether via Skype or in person. The 

interview process will explore the applicant’s ability to carry out the job 

description and meet the person specification.  It will enable the panel to 

explore any gaps have been identified in order to satisfy themselves that the 

chosen applicant can fit the required position. The interview feedback should be 

documented in the Galileo School Interview Form. 

Any information about past disciplinary action or allegations, cautions or 

convictions will be discussed and considered in the circumstance of the 

individual case during the interview process.  

All applicants who are invited to an interview will be required to bring evidence 

of their identity, address and qualifications.  The original document will only be 

accepted and photocopies will be taken.  Unsuccessful applicant documents will 

be destroyed following at the end of the recruitment programme. 

 

OFFER OF APPOINTMENT AND NEW EMPLOYEE PROCESS 

The appointment of all new employees is subject to the receipt of original 

educational Certificates, references, medical checks, copies of qualification, 

police clearance and proof of identity.   

Members of staff at Galileo International School are aware of their obligation to 

inform the HR Department of any changes to their passport, change of 

circumstances or contact details.  

All applicants invited to attend an interview at the school will be required to 

bring their identification documentation such as passport and original 
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qualification certificates with them as proof of identity/eligibility to work in 

Qatar. 

In addition, applicants must be able to demonstrate that they have actually 

obtained any academic or vocational qualification legally required for the 

position and claimed in their application form. 

 

Overseas and Local staff  

All applicants will need to obtain a Police Clearance from the relevant country. 

Highest qualification degree certificate must be attested from the Qatar embassy 

in the home country. 

Induction Programme 

All new employees will be given an induction programme which will clearly 

identify the school policies and procedures, and make clear the expectation and 

codes of conduct which will govern how staff carry out their roles and 

responsibilities.   

Centralised Register of Members of Staff 

In addition to the various staff records kept in school and on individual 

personnel files, a single centralised record of recruitment.  This is kept up-to-

date and retained by the Human Resources.  The Centralised Register will 

contain details of the following: 

1. All employees who are employed to work at the school; 

2. All employees who are employed as supply staff to the school whether 

employed directly or through an agency; 

3. All others who have been chosen by the school to work in regular contact 

with children.  This will cover volunteers and people brought into the school to 

provide additional teaching or instruction for pupils but who are not staff 

members ex:  sports coaches etc. 
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All information retained on employees is kept in a locked and secure cabinet.   

On-going Training in Employment 

Galileo International School recognises that safer recruitment and selection is 

not just about the start of employment, but should be part of a larger policy 

framework for all staff. The school will therefore, provide on-going training and 

support for all staff, as identified through the Annual Review/Appraisal 

Procedure.   

 

Leaving Employment at Galileo International School 

There are various reasons staff members may leave employment Galileo 

International School; for example:  personal reasons, anomalies noted in 

screening processes, staffing projections leading to redundancies and through 

performance management processes.  Despite the best efforts to recruit safely, 

there will be occasions when allegations of abuse against children are raised.  In 

cases relating to the behaviour of an employee (these behaviours are within the 

context of four categories of abuse (i.e. physical, sexual and emotional and 

neglect) the School’s appropriate Disciplinary action will apply.   

In all cases, a clearance procedure as specified by the HR Department will be 

followed. Leaving staff members will be asked to fill in an exit survey to allow 

for data analysis and reflection by the school. 
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4.2 STAFF CODE OF CONDUCT POLICY 

1.Rationale 

Parents, students and any outside bodies are entitled to have trust and 

confidence in the integrity of Galileo International School and its staff. The 

conduct of all must therefore be of the highest standard.  This Code of Conduct 

has been prepared to help employees on issues of conduct by providing 

guidelines. 

2. General Obligations 

All staff – teaching and non-teaching - working at Galileo International School 

must act with utmost good faith with regard to the business of the school, do all 

to promote the school’s interests and not do anything which may adversely 

affect the school’s reputation. 

3. Public Duty and Private Interest 

Off-duty hours are an employee’s own personal concern.  It is important, 

however, that staff do not put themselves in a position where their duty to the 

school and their private interests conflict. All employees are expected to abide 

by the policies of the School.  They must take care to ensure that their own 

personal, political and/or religious opinions do not interfere with the provisions 

of balanced professional advice or their duty to carry out those policies. 

4. Confidentiality and Information Disclosure 

All staff working at Galileo International School must conform to the guidelines 

set out in the Data Protection Policy and must take all reasonable steps to ensure 

that the loss, destruction, inaccuracy or disclosure of information does not occur 
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as a result of their actions. This includes information relating to school business 

and pupil data: 

1. Members of staff must not disclose personal or financial information about any 

other member of staff to any unauthorised person, external organisation or 

agency without the express consent of the individual concerned or that of the 

Principal 

2. Members of staff must not use information obtained in the course of their duties 

to the detriment of Galileo International School or for personal gain or benefit; 

nor should they impart this information to others who might use it in such a 

way. 

3. Confidential information belonging to the school must not be disclosed to any 

person not authorised to receive it. 

 5. Staff Dress Code 

To dress professionally shows pride, effort, respect for oneself and one’s 

profession. All staff at Galileo International School – teaching and non-teaching 

– are role models for learners in the school; therefore, they have a responsibility 

to model appropriate dress and appearance. The image that we project as 

professionals is associated with how we present ourselves; the image of the 

school in the community is related to how employees of Galileo International 

School dress. It is therefore important to dress appropriately when acting in a 

professional capacity. 

Adults should be neat, clean, smart and tidy, wearing clothes, including shoes, 

which are appropriate for their post in the school. The staff dress code is smart-

casual.  This is not a policy meant to detail every eventuality; it is up to 

individual staff to decide whether their appearance is appropriate.   
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However, not allowed are: 

1. denim (i.e. any type of jeans)  

2. flip flops  

3. revealing clothes (i.e. short skirts, low cut tops)  

4. tattoos and facial piercings– these need to be covered completely 

5. extreme haircuts, including unnatural colours 

 

For health and safety reasons jewellery should be kept to a minimum and 

be appropriate to the role. 

Galileo International School is committed to promoting diversity and will 

therefore, respect individual preference in terms of customs, culture, religion 

and tradition. 

6. Other Employment (i.e. Tuition) 

1. Employees of Galileo International School are not allowed to set up a business 

or accept employment with a business engaged in work which is in direct 

competition with Galileo International School.  

2. If employees do have another job it must not conflict with the school’s interest 

or bring the school into disrepute. 

3. If employees wish to undertake another job with any organisation they must 

obtain written approval from the school management. 

4. If employees have another job with another organisation they must not act as a 

messenger, go-between or arbitrator between that organisation and the school. 

Formal channels of communication must be maintained. 

5. Employees’ working commitments to another employer must not interfere with 

their work for the school; they must be able to work for the school at the 

contracted rested and refreshed. 
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Also, refer to the Conflict of Interest Policy and Circular No 4. Appendix 1) 

6.  General:   

1. Employees must ensure that they do not discriminate in recruitment and 

employment practices or in the delivery of services.  

2. Employees must also ensure that in their dealings with the local community, all 

members of the public are treated with respect and fairness. 

3. Serious misconduct and/or criminal offences committed during or outside of 

working hours which bring employees or Galileo International School into 

disrepute will be the subject of disciplinary action which could lead to 

dismissal.  

7. Financial Inducements, Gifts, Hospitality and Sponsorship 

1. Employees must not seek or receive preferential rates by virtue of your dealings 

on behalf of the school. Offers of hospitality, including visits to exhibitions, 

business meals, social functions, etc should only be accepted if there is a 

genuine need to represent Galileo International School in an official capacity. 

2. Where an external organisation wishes to sponsor or is sought to sponsor a 

school activity, the above rule applies.  

8. Disciplinary Action 

Any breach of this Code of Conduct will be the subject of disciplinary action 

which could result in dismissal (see Staff Discipline Policy) 

9. Further Information 

This Code of Conduct cannot cover every eventuality. Its purpose is to alert all 

employees Galileo International School to some of the matters. It does not 

replace the general requirements of the law, common sense and good conduct. 

If employees are uncertain about what to do in a particular situation or require 

further information or guidance on the appropriate course of action to take in 



 
 

155 
 

EMPOWERING LEARNERS FOR LIFE 

                         E: enquiry@galileois.com, T: +974 30313523, A: Street No 656, Zone 53, P.O Box 12968, Muaither North, Doha, Qatar.  

any situation they must contact the Principal for advice before they taken any 

action. 

 

 

Appendix 1 

PAID PRIVATE TUITION CIRCULAR 

 

 

To: All staff members of Galileo International School 

 

This is from all stakeholders of Galileo International School and is to inform 

that there must be NO PAID PRIVATE TUITION given to ANY STUDENT 

attending Galileo International School of your OWN BRANCH.  

Any breach of this may result in termination of employment.  

If the members of staff would like to teach OWN Galileo School student outside 

the normal teaching commitment, then they MUST do so within the ESL 

programme done through the school. 

Members of staff are requested to sign this letter of acceptance and return it to 

their School Principal. 

 

  

I herewith confirm that I have understood the above and accept. 

 

Name: _____________________________________ 

 

Signature: __________________________________ 

 

Date: ______________________________________ 
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4.3 STAFF DISCIPLINARY AND GRIEVANCES POLICY & 

PROCEDURE 

1. Rationale: 

Discipline is necessary for the efficient and effective daily operation of the 

school. Disciplinary rules and procedures help to promote effective employee 

relations as well as ensuring fairness and consistency in the treatment of 

individual employees.  

2. Aims: 

This Document aims to find solutions to overcome difficulties whilst protecting 

the shared interests of everyone concerned at Galileo International School and 

ensuring the continued provision of high-quality services to our students.  

3. Employees covered by this policy and procedure: 

This policy and procedure apply to all staff employed by Galileo International 

School, both teaching and non-teaching. It forms part of all employees’ contract 

of employment. 

If an employee has difficulty reading, or if English is not his or her first 

language, someone able will explain the content of any written correspondence 

issued in relation to the Disciplinary Procedure.  

It is the responsibility of the school management and the Principal to ensure that 

all employees of Galileo International School have access to a copy of the 

policy and procedure.  

4. Delineation of other Policies and Procedures: 

In order for Galileo International School to manage conduct issues effectively 

and maintain a positive employee relations climate, it is essential that all staff 

understand the Disciplinary Policy and Procedure and its delineation from other 

policies and procedures, including but not limited to: 

1. Code Of Conduct Policy 
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2. Staff Performance Policy and Procedure 

3. Health and Safety Policy 

4. Staff Attendance Policy, etc. 

Clarification: 

The Disciplinary Policy and Procedure has been developed to help encourage 

employees of Galileo International School to achieve and maintain acceptable 

standards of conduct and provide a fair and effective process for managing 

disciplinary issues.  

The Staff Performance Policy and Procedure meanwhile has been developed to 

manage those situations where an employee’s unsatisfactory work performance 

can be attributable to a lack of ability, aptitude, knowledge or skills.   

5. Policy Statement 

Disciplinary rules are necessary to set standards of conduct and performance at 

the school and make clear to employees what is expected of them. These rules 

should be recognised as reasonable by the school and the individual employees. 

1. Knowing and observing the rules and being aware of the consequences of 

contravening those rules assist employees in attaining standards of conduct and 

behaviour.  

2. The rules set out in this document cannot and are not intended to cover all the 

possible incidents which may arise.  The omission of a particular type of 

conduct from this policy does not mean that disciplinary action is thereby 

excluded, the policy gives examples only and any breach of normal good 

conduct or standards of work may be subject to disciplinary action.  

3. Galileo International School encourages improvement in individual conduct and 

performance in order to both develop the individual and meet the school's 

objectives. 
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4. This procedure sets out the action which will be taken when the rules are 

breached.  It is intended to encourage employees to conform to acceptable 

standards. 

5. The procedure must be applied fairly and consistently across the school, and 

particular care must be taken not to discriminate.  

 

6. Principles 

Where possible, or if appropriate to do so, disciplinary problems will be 

resolved by the school management informally via discussion as part of day-to-

day responsibilities, without referral to the formal procedure. 

1. No disciplinary action will be taken against an employee until a thorough 

investigation of the allegations has been completed.  

2. All employees are contractually obliged to make themselves available to attend 

Investigatory Interviews and Disciplinary Hearings when required, whether they 

are at work or not (i.e. absent from work due to sickness or suspension).  

3. An employee will be entitled to be accompanied by a colleague who may be 

present to observe proceedings and advise the employee in question, but he/she 

cannot speak on the employee’s behalf. There will be no right to external legal 

representation in any internal disciplinary proceedings.  

4. All employees are required by their contract of employment to co-operate with 

the operation of this policy. Refusal to participate in an investigation is 

potentially a breach of contract. 

5. Whilst school management will apply the policy within the time limits 

specified, it may not always be possible to achieve this due to the availability of 

relevant individuals. Failure to adhere to the time limits shall not render the 

operation of the policy invalid. 
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6. If, at any stage in the procedure, it appears that there is a significant medical 

factor involved, then the employee can be referred an outside authority (i.e. 

medical service)  

7. The owner of Galileo International School has overall responsibility for staffing 

issues within the school. The owner has the power to delegate the responsibility 

for disciplinary action and dismissals to the Principal.  

8. Where the owner has delegated responsibility for disciplinary hearings to the 

Principal, this cannot be delegated on to another person by the Principal 

9. Misappropriated or fraudulent loss found to have been caused to Galileo 

International School by the employee may result in the employee being 

requested to make recompense in either whole or in part.  Failure to do so may 

result in the school pursuing the employee through the County Court.  The 

employee may agree to this being deducted from his/her final payment.  

10. Where the allegations are of a criminal nature they will normally be reported to 

the police, however an internal investigation may continue and be concluded 

where it is not prejudicial to the police investigation.   

11. If, during the course of the formal disciplinary process the employee concerned 

raises a related grievance then consideration should be given to dealing with this 

as part of the ongoing disciplinary process.  Alternatively, it may be appropriate 

to suspend the disciplinary process and consideration be given to the grievance 

as a separate matter.  Neither process should be unduly delayed.   

12. Behaviour which subsequently proves to be frivolous and vexatious could result 

in disciplinary action being taken against the perpetrator.  

It is intended that this procedure will provide a speedy, fair and equitable basis 

for effective and consistent disciplinary action to be taken, when necessary.  
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7. The Procedure 

The Informal Stage: 

Good management practice is that minor acts of misconduct are dealt with 

through normal supervision and management conversations with the individuals 

in the first instance. 

Informal instruction, letters of concern, reminders or reprimands regarding the 

standard of conduct expected may be given to the employee where minor acts of 

misconduct occur, and recorded where appropriate in writing to the employee, 

by the school management.  These should only be used following a discussion 

between the employee and management.  Such instruction, reprimand or 

reminders should not be referred to after 12 months unless in the contextual 

purpose of a subsequent disciplinary matter.  

An employee’s failure to learn from an informal action, written instruction, 

reminders, or reprimands may be subject to formal disciplinary action.  

Where minor acts of misconduct have been unchecked by management the 

formal disciplinary procedure should not be invoked until the informal process 

described above has been carried out.  

8. Suspension  

The Managing Director and the School Principal have the authority to suspend 

an employee from duty where an allegation involves potential gross 

misconduct.  A suspension will be on normal pay in accordance with 

contractual entitlement, pending a thorough investigation. The period of 

suspension will be as brief as the circumstances allow and are a neutral act.   

1. Suspension from the workplace does not represent disciplinary action and does 

not involve prejudgements or an assumption of guilt.  A period of suspension 

must be kept under review to ensure it does not become unnecessarily 

protracted.  
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2. In the instance that it is known that the suspension may be lengthy (such as 

where there is an ongoing external investigation), the employee should be made 

aware of this fact.  This will take the form of a letter at least once per half term 

if the suspension is prolonged.  

3. An employee’s contract of employment will remain in force during a period of 

suspension.   

4. A suspended employee will be required to hand over any equipment in his/her 

possession belonging to Galileo International School, pending the completion of 

an investigation e.g. keys, mobile phones, IT equipment, etc.  

5. An employee who is suspended should be afforded the opportunity to access 

any personal property that may be in school at a mutually convenient time. 

6. The employee will also be advised that they should not discuss the matter of 

their suspension and any potential allegations with any other employee of 

Galileo International School. This includes the use of social media such as 

Facebook and Twitter and emails. 

7. Whilst on suspension an employee must make him/herself available to attend 

meetings in connection with the disciplinary investigation. 

8. Whilst on suspension an employee must not book any leave without having first 

obtained the written authorisation from the school management.   

9. Suspension may be lifted during the investigation by agreement of the owner of 

Galileo International School and the Principal.  

9. Investigations 

When the informal route has been exhausted or where the matter is serious 

enough to justify formal action, a thorough investigation ‘as much as is 

reasonable in the circumstances’ must be undertaken by an Investigating 

Officer. The Investigating officer will be the School Principal in conjunction 

with HR Department and the Legal Department. No disciplinary action will be 
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taken until an investigation has been completed.  The investigation must be 

concluded as quickly as possible.  

1. The School Principal, with HR and Legal Departments support, will be 

appointed to conduct the investigation and may recommend that formal action is 

instigated. In the function of investigating officer, the School Principal will 

review the progress of the investigation and notify the employee of this or any 

reasons for a delay. 

 

2. An employee will be notified of the general nature of the allegations against 

him/her, in writing, during the investigation stage, as soon as possible, including 

known specific allegations, including dates and times, provided this does not 

compromise the integrity of the investigation. The employee will be notified in 

any event of the specific allegations once the investigation has been concluded 

and he/she receives the letter requiring him/her to attend a disciplinary hearing.  

 

3. The key purpose of an investigation is to ascertain the facts through the scrutiny 

of manual and computerised files, records and documents, complaints or any 

other relevant documentation.  An employee will also be interviewed along with 

witnesses where appropriate.   

 

4. A record of all interviews held with the employee will be made.  The record will 

not be verbatim notes of an interview but a summary of the key points and 

therefore will not require agreement.  Employees are entitled to submit a written 

account of their explanations/answers at any interviews, which will be taken 

into account.  
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5. It may be necessary to interview witnesses as part of the investigation.  Witness 

statements will be produced and a signed copy retained by the Principal. 

Witnesses will be informed that their statements and testimony may be used at a 

subsequent hearing. 

  

6. If the matter to be investigated involves or is believed to involve gross 

misconduct, then the suspension in line with Section Seven must be 

considered, while the investigation takes place. HR and Legal Department will 

be part of this process. Since suspension is not disciplinary action the employee 

must therefore be advised in writing of the decision to suspend with reasons 

given. 

 

7. If at any time, or on completion of the investigation the allegations are shown to 

be unfounded or less serious, the Principal can recommend that the disciplinary 

suspension be lifted and the employee returned to work.  There may still be 

sufficient grounds for proceeding to a disciplinary hearing and in such cases 

employees will be advised of this.  

 

8. Similarly, in an investigation where a suspension has not been agreed initially 

but where the information acquired during the course of the investigation is 

sufficiently serious and constitutes gross misconduct, a suspension may be 

considered at that time.   

 

9. As soon as reasonably practicable after the completion of an investigation, an 

employee will be notified in writing that the investigation has been completed 

and whether or not the case will proceed to a hearing.   
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10. Disciplinary Hearing:  

The purpose of a disciplinary hearing is for the Principal to establish the facts of 

the case, and then decide whether or not the employee should be disciplined, 

and to take the appropriate action. 

The employee will be notified that he/she is required to attend a disciplinary 

hearing, and be given sufficient notice to prepare for the hearing. The School 

Principal, alongside HR and Legal Department, will determine the date of the 

hearing. At the disciplinary hearing, an employee will have the opportunity to 

present his/her case, together with any witnesses, before any decision is taken. 

  

If an employee cannot legitimately attend a disciplinary hearing, the hearing 

will be re-arranged and, as far as is reasonably practicable, the school will 

endeavour to reschedule the hearing on the day the employee is next available to 

attend.   

An employee will receive written confirmation of the outcome of the hearing. 

This letter must be sent within five working days of the conclusion of the 

hearing. 

 

11. Disciplinary Sanctions: 

Disciplinary sanctions need not be sequential.  For example, if a single breach 

of discipline is considered to be serious but not serious enough to warrant 

dismissal, a final written warning may be given even though the employee may 

not have previously received a written warning.  This could also include 

additional disciplinary action. 

With the exception of gross misconduct, an employee will not be dismissed 

for the first breach of discipline.  
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Before arriving at a decision, the School Principal, alongside the HR and Legal 

Department, will consider the seriousness of the offence, any mitigating 

circumstances and the employee’s previous employment record.  

Examples of behaviours considered to be gross misconduct are found in 

Appendix 1.  Examples of behaviours considered as misconduct are found in 

Appendix 2. A table of penalties in Accordance with Article 72 of Labour Law 

can be found in the Appendix 3  

Where a ‘reasonable belief’ that the employee is to blame for misconduct, and 

this is established based on the evidence submitted, there are a number of 

formal sanctions available: 

1. First Written Warning 

2. Final Written Warning 

3. Dismissal 

4. Summary Dismissal 

First Written Warning: This will normally be issued to an employee whose 

conduct is considered to be of a serious nature, or if previous unheeded informal 

warnings have not prevented further acts of misconduct.  A first written warning 

will remain live on an employee’s personal file for 6 -12 months. 

Final Written Warning: If an employee’s conduct does not improve, or if the 

case warrants it or a further offence is committed requiring disciplinary action, a 

final written warning may be issued.  A final written warning will remain live 

on an employee’s personal file for 12 months.  

Dismissal: An act or acts of further misconduct, other than gross misconduct, 

by an employee who already has a final written warning in force (i.e. 12 

months), could result in the employee being dismissed with notice or with pay 

in lieu of notice, i.e. for persistent misconduct. At the Principal discretion, a 
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further written or final written warning, if the act of misconduct is not the same 

as or similar to that to which the final written warning was given.  

Summary Dismissal: In cases where gross misconduct has been established, 

an employee is likely to be summarily dismissed. In the case of summary 

dismissal, the employee’s contract will be terminated immediately and he/she 

will not be entitled to notice or pay in lieu of notice.  

Action as an alternative to dismissal: In cases justifying dismissal, if there are 

special circumstances or significant mitigating circumstances (e.g. evidence that 

the behaviour was out of character), the Principal may consider another sanction 

as an alternative to dismissal, which must be agreed by the employee.  Such 

other sanctions would be a final written warning.   

An employee will be provided with written reason(s) for the decision to issue a 

formal warning or for the dismissal.  

Appendix 1:  Examples of Gross Misconduct 

The following list, not intended to be exhaustive, provides examples of what 

may be considered gross misconduct and which through the application of the 

Disciplinary Procedure could lead to an employee being dismissed from the 

school: 

1. Gross negligence in performing duties that causes or might cause unacceptable 

loss, damage or injury.  

2. Physical violence, bullying or harassment. 

3. Deliberate and serious breach of safety rules and instructions. 

4. Physical violence, bullying or harassment; including wilful assaults or fighting 

with fellow employees during working hours. 

5. Any form of unlawful discrimination, victimisation, harassment and/or bullying 

on the grounds of sex, race, colour, ethnic or national origin, religion or belief, 
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disability or age. 

6. Misuse or unauthorised use of the school’s computer systems/equipment e.g. e-

mail and internet facilities, personal use, including contravention of the school’s 

guidelines for acceptable use of the Internet. 

7. Downloading and/or circulating inappropriate, offensive, defamatory and/or 

illegal material. 

8. Failure to protect confidential or sensitive information held either on portable 

devices or in paper format in transit, off-site and/or at home. 

9. Using social media sites to post inappropriate or offensive material that could 

adversely impact on or damage the reputation of the school. 

10. Using social media sites to post information which could constitute a contempt 

of court, a breach of copyright, a breach of the Data Protection Policy  

11. Fraud, theft or incitement to steal. 

12. Fraudulent timekeeping, abuse of leave entitlements, the school’s sick pays 

scheme or similar procedure.  

13. Using or disclosing confidential, personal, secure or protected information 

obtained during the course of employment with school. This would include 

issues involving confidentiality breaches under the Data Protection Act 1998. 

14. Being under the influence of drugs or alcohol whilst at work, including being in 

possession, custody or control of illegal drugs on the school premises. 

15. Accepting or offering bribes. 

16. Making false and misleading statements e.g. on application forms, at medical 

examinations, on medical questionnaires, at an accident investigation or as part 

of a disciplinary investigation. 

17. Deliberately disobeying a reasonable lawful contractual instruction from 

management or gross insubordination. 

18. Bringing the school into disrepute. 
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19. Conduct outside the workplace that could result in a loss of trust. 

20. A criminal conviction which renders it unlawful for an employee to undertake 

the full range of duties as laid down in his/her job description or person 

specification 

21. Serious misuse of the school’s brand, name, premises, property, or equipment. 

22. Incitement to use, or actually using, physical violence on school premises or 

whilst working on behalf of the school. 

23. Bringing firearms or offensive weapons onto school premises.  

24. Malicious damage to school property. 

25. Sexual misconduct whilst working or on school property or with any person in 

or under the school’s care including professional misconduct or sexual offences. 

In particular, this includes persons under the age of 21 years.  

26. Serious breach of the schools Code of Conduct for Employees.  

 

Appendix 2:  Examples of Misconduct 

 

1. Frustration 

The following is likely to result in the termination of the contract of 

employment on the grounds of frustration:  

1. Claiming false qualifications, or other material fact, age or previous experience, 

or good health essential for an appointment with the school. 

2. Failure to disclose a conviction detrimental to the performance of the 

employee’s job (including a spent conviction) and any bind over order or 

caution  

 

2.  Misconduct 

1. Unsatisfactory timekeeping.  
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2. Absence without permission.  

3. Unsatisfactory standards of work not related to capability.  

4. Failure to follow recognised procedures, e.g. holiday and sickness notification.  

5. Rudeness or incivility to clients, members of the public or fellow employees.  

6. Failure to protect information held either on portable devices or in paper format 

in transit, off-site and/or at home.  

7. Conducting paid private tuition to Galileo students. 

 

Appendix 3: Table of Penalties in Accordance with Article 72 of the Labour 

Law (Law No. 3 Of 1962) 

Categor

y 

Offence Disciplinary Action 

1st Offence 2nd Offence 3rd Offence 

A. 

Tardines

s/ 

Absente

eism 

1.Consistent poor 

time-keeping  

 

Verbal 

reprimand 

First warning 

letter  

1/4 day salary 

deduction and 

thereafter 

2. Leaving job site 

before the fixed time 

or lateness in being 

present for work for 

more than ½ hour 

without permission or 

acceptable excuse. 

Verbal 

reprimand 

First warning 

letter  

1/2day and 

thereafter 

3.Leaving job site 

before the fixed time 

or lateness in being 

present for work for 

more than one hour 

without permission or 

acceptable excuse 

Verbal 

reprimand 

First warning 

letter  

3/4day and 

thereafter 

4.Absence for one 

day without 

permission or 

acceptable excuse 

Verbal 

reprimand 

+ deduction 

of 1 day 

salary 

First warning 

letter+ deduction 

of 1 day salary  

2 days plus the 

deduction of the 

pay for the period 

of absence 

5. Absence for 2 

consecutive  days or 

Verbal 

reprimand 

First warning 

letter+ deduction 

3 days plus the 

deduction of the 
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more  without 

permission or 

acceptable excuse 

+ deduction 

of the pay 

for the 

period of 

absence 

of the pay for 

the period of 

absence 

pay for the period 

of absence 

 6. Feigning illness or 

physical disability in 

order to avoid work.  

Written 

admonition 

Second warning 

letter + 

deduction of 2 

days salary 

Termination with 

End of service 

gratuity 

 7.An unexcused 

absence for more than 

20 working days in 

one year 

Termination with ESG after first warning letter after 

10 days of absence and final warning letter after 15 

days of absence. 

 8.Job abandonment 

for more than 10 

consecutive days 

Termination with ESG after final warning letter 

after absence for 5 working days. 

Categor

y 

Offence Disciplinary Action 

1st 

Offence 

2nd 

Offence 

3rd Offence 4th 

Offence 

5h 

Offence 

B. 

School 

Safety 

Environ

ment 

1.Exceeding the 

speed limit 

when driving at 

the school area 

Written 

reprima

nd 

First 

warning 

letter + 

1/2 day 

salary 

deduction 

Second 

warning 

letter + 

deduction 

of 1 day 

salary 

Final 

warning 

letter + 

deduction 

of 2 days 

salary 

Termina

tion with 

ESG 

2. Ignoring the 

school published 

safety 

instructions 

Written 

reprima

nd 

First 

warning 

letter + 

1/2 day 

salary 

deduction 

Second 

warning 

letter + 

deduction 

of 1 day 

salary 

Final 

warning 

letter + 

deduction 

of 2 days 

salary 

Termina

tion with 

ESG 

3.Failure to 

follow the 

training received 

for job 

performance  

Written 

reprima

nd 

First 

warning 

letter + 

1/2 day 

salary 

deduction 

Second 

warning 

letter + 

deduction 

of 1 day 

salary 

Final 

warning 

letter + 

deduction 

of 2 days 

salary 

Termina

tion with 

ESG 

4.Leaving 

students 

unattended  

Final 

warning 

letter+ 

Terminati

on with 

ESG 
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deductio

n of 2 

days 

salary 

5. Allowing 

students to leave 

school premises 

without written 

approval from 

the Principle 

Final 

warning 

letter + 

deductio

n of 2 

days 

salary 

Terminati

on with 

ESG 

   

6. Wilful and 

persistent 

disregard of 

school safety 

regulations as 

published or 

explained 

verbally  

Final 

warning 

letter + 

deductio

n of 3 

days 

salary 

 

Terminati

on with 

ESG 

   

7.Committing in 

any dangerous 

act or 

negligence in 

carrying out any 

rightful duty 

which could 

result in  injury 

to himself or to 

the  students or 

damage to 

school property, 

irrespective of 

whether actual 

injury of 

damage result 

Final 

warning 

letter + 

deductio

n of 3 

days 

salary 

Terminati

on with 

ESG 

   

Categor

y 

Offence Disciplinary Action 

1st Offence 2nd 

Offen

ce 

3rd 

Offence 

4th 

Offence 

5th 

Offenc

e 
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B. 

Safety 

and 

Environ

ment 

8. Being under the 

influence of alcohol 

or drugs while on 

duty. 

Termination 

in 

accordance 

with Article 

20 of the 

Labour Law 

    

9. Possession of 

weapons at work  

Termination 

with ESG 

    

10. Smoking in 

strictly prohibited 

areas (classrooms, 

corridors, playground 

& Admin areas etc.. 

Termination 

with ESG 

    

 

11. Smoking in non-

smoking designated 

areas 

First 

warning 

letter + 1 

day salary 

deduction 

 Second 

warning 

letter + 

deductio

n of 2 

day 

salary 

deductio

n of 3 

days 

salary 

and 

thereafte

r 

 

Categor

y 

Offence Disciplinary Action 

1st Offence 2nd 

Offence 

3rd 

Offence 

4th 

Offence 

5th 

Offenc

e 

C. 

Behavio

ural/ 

Ethical 

1.Quarreling at 

work 

Written 

reprimand 

First 

warning 

letter + 1 

day salary 

deduction 

Second 

warning 

letter + 

deductio

n of 2 

day 

salary 

Final 

warning 

letter 

+deducti

on of 3 

days 

salary  

Termin

ation 

with 

ESG 

 2. Using 

insulting or 

provocative 

language or 

behaviour. 

Written 

reprimand 

First 

warning 

letter + 1 

day salary 

deduction 

Second 

warning 

letter + 

deductio

n of 2 

day 

salary 

Final 

warning 

letter 

+deducti

on of 3 

days 

salary 

Termin

ation 

with 

ESG 

 3.Assaulting any 

individual within 

Final 

warning 

Terminati

on with 
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school premises letter 

+deduction 

of 3 days 

salary 

ESG 

 4.Defrauding or 

attempting to 

defraud the 

school including 

forgery of 

documents 

Terminatio

n in 

accordance 

with 

Article 20 

of the 

Labour 

Law 

    

 5.Committing on 

school premises 

a crime in which 

honour, honesty 

or morality are 

involved 

Terminatio

n in 

accordance 

with 

Article 20 

of the 

Labour 

Law 

    

 6.Obtaining 

employment by 

resorting to 

forgery 

Terminatio

n in 

accordance 

with 

Article 20 

of the 

Labour 

Law 

    

Categor

y 

Offence Disciplinary Action 

1st 

Offence 

2nd 

Offenc

e 

3rd Offence 4th 

Offence 

5th 

Offence 

D. 

Carryin

g out 

duties 

1.failure to 

comply with 

clear school 

rules and 

procedures 

Written 

admoniti

on 

First 

warnin

g letter  

Second 

warning 

letter + 

deduction of 

1 day salary 

Final 

warning 

letter 

+deducti

on of 2 

days 

salary  

Terminati

on with 

ESG 

2. Sleeping on Written First Second Final Terminati
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duty admoniti

on 

warnin

g letter  

warning 

letter + 

deduction of 

1 day salary 

warning 

letter 

+deducti

on of 2 

days 

salary  

on with 

ESG 

3.Lingering in 

places other 

than his/her 

work place 

Written 

admoniti

on 

First 

warnin

g letter  

Second 

warning 

letter + 

deduction of 

1 day salary 

Final 

warning 

letter 

+deducti

on of 2 

days 

salary  

deduction 

of 3 days 

salary and 

thereafter 

4.Refusing to 

obey an order in 

conjunction 

with work 

First 

warning 

letter 

Second 

warnin

g letter 

+ 

deducti

on of 2 

days 

salary 

Final 

warning 

letter 

+deduction 

of 3 days 

salary 

Termina

tion 

with 

ESG 

 

5. Failing to 

carry out basic 

duties in 

accordance with 

a contract of 

work through 

performance 

appraisal. 

Written 

admoniti

on 

First 

warnin

g letter 

+ 1 day 

salary 

deducti

on 

Final 

warning 

letter 

+deduction 

of 3 days 

salary 

Termina

tion 

with 

ESG 

 

6.Failure to 

return work 

tools to 

designated 

places after 

work 

completion 

Written 

admoniti

on 

First 

warnin

g letter 

+ 1 day 

salary 

deducti

on 

Final 

warning 

letter 

+deduction 

of 3 days 

salary 

Termina

tion 

with 

ESG 

 

7.Unjustifiable 

refusal to carry 

out essential 

duties when 

First 

warning 

letter + 3 

days 

Termin

ation 

with 

ESG 
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called to do so 

during the 

official working 

hours 

salary 

deduction 

Categor

y 
Offence 

Disciplinary Action 

1st Offence 2nd Offence 3th Offence 

E. 

Protectin

g School 

assets 

and 

interest 

1.Negligence or 

omission causing 

damage to school 

property 

First 

warning 

letter 

Final warning 

letter 

+deduction of 3 

days salary 

Termination with 

ESG 

2. Driving a school 

vehicle without 

permission. 

First 

warning 

letter+ 

deduction of 

1 day salary 

Termination 

with ESG 
 

3. Inappropriate 

misuse or removal of 

school equipment, 

material or property 

without authority. 

First 

warning 

letter 

Final warning 

letter 

+deduction of 3 

days salary 

Termination with 

ESG 

4.Negligence or 

carelessness in 

maintenance of school 

tools, instruments and 

machines or fiddling 

with them  

Written 

admonition 

Final warning 

letter 

+deduction of 2 

days salary 

Termination with 

ESG 

5. Divulging to 

unauthorized persons, 

information 

confidential to the 

school. 

First 

warning 

letter 

+deduction 

of 3 days 

salary 

Termination 

with ESG 
 

7.Theft involving the 

school’s property or 

other colleagues 

personal things at 

school premises 

Termination 

in 

accordance 

with Article 

20 of the 

Labour Law 
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N.B. 

1. Written warning letters are issued by school Administration and considered 

invalid and will not be recorded in the employee’s personal files. 

2. Admonition letter is prepared and approved by the Principal. 

3. First and Final warning letters are signed by the Principal. 

4. Copy of Admonition or any warning letter should be sent to School files. 

5. Validity of each category is 12 months. 

 

 

Appendix 2: Mobile phone use during school hours 

 32 رقم تعميم

 بهم الخاص  التليفون باستخدام للمدرسات السماح عدم

 الاطفال  لتصوير

Staff are not allowed to use their 

personal mobile phones to take 

pictures/videos of the students. 

 

 وبعد  طيبة تحية المدرسات  / السيدات 

 

 للتليفون  المدرسات  استخدام إلى بالإشارة

 الصور  واستخدام الاطفال لتصوير الخاص 

 

 تقرر  فأنه تعليمية غير لأغراض  والفيديو

 التليفون  باستخدام مدرسة لأى السماح عدم

 المدرسة اطفال لتصوير بها الخاص 

 

 تليفون  استخدام المدرسات  علي يتعين سوف

 فور للإدارة وأعادته للتصوير المدرسة

 .التصوير من الانتهاء

 من  حرصا الإجراءات  هذه تطبيق تم وقد 

 الطلاب  مصلحة على المدرسة

 

 الاحترام فائق بقبول ،،وتفضلوا

 

 جاليليو  مدرسة إدارة

Dear all, 

 

It has been noted that some teachers 

are using their mobile phones to take 

photos and videos of the students and 

using it for non-academic purposes. 

 

Therefore, the Galileo International 

School management decided that no 

teacher is allowed to use her personal 

mobile phone around the students, or 

take any photos or videos of them. 

 

Staff will be using the school phone to 

record any event, and return the 

mobile phone to the school 

management as soon as you are done 

with it. 

 

This procedure is introduced and 

implemented for the best interest of 

the students and will be held 

accountable for the consequences. 

 

Your usual valuable cooperation and 

support are highly appreciated. 
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We seek the cooperation of everyone 

to implement the decision. 

 

Galileo International School 

Management. 
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4.3 (b) STAFF GRIEVANCE POLICY & PROCEDURE 

1. Rationale: 

It is important that employees are treated fairly and receive prompt responses to 

problems and concerns. This procedure may be used freely without fear of 

retaliation, and the Office of Human Resources is available to assist throughout 

the procedure. The process outlined below should be used if an individual has 

any problem and disagrees with a supervisor’s action including any disciplinary 

action.  

2. Scope: 

This policy refers to everyone in the company regardless of position or status. 

This policy also covers the investigation of formal complaints of unacceptable 

behaviour such as Bullying, Harassment or Victimisation. 

3. Procedure: 

1. Discuss complaint with School grievance representative.  

2. School grievance representative will discuss the complaint with immediate 

supervisor 

3. Immediate supervisor will prepare and submit complaint procedure form. 

4. Complaint form will be reviewed by the Human Resource, Principal & Deputy 

Principal. 

5. If an employee is not satisfied that their complaint has been resolved by 

informal resolution, he/she may raise a formal grievance.  This will be referred 

to the Grievance Committee. This committee is made up of managers from over 

all branches, and will not include the complainants own branch. The Grievance 

committee will provide a forum for the grievance of be heard and an 

investigation to be initiated if necessary. 

6. Submit complaint form for a final appeal to the appropriate level. 

General Information: 

The time limits above are subject to modification on a case-by-case basis due to 

operational requirement and in-depth investigation. 
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4.4 STAFF ATTENDANCE AND PUNCTUALITY POLICY 

1. Rationale  

Timely and regular attendance is an expectation of performance for employees 

of Galileo International School. To ensure adequate cover for all lessons 

throughout the school day, positive employee morale, and to meet expected 

productivity standards, employees will be held accountable for any failure to 

adhere to their daily schedule unless there is a valid reason. In the event an 

employee is unable to meet this expectation, he/she must obtain approval from 

the Principal in advance of any requested and planned absences, and includes 

late arrivals and early departures from school.  

Galileo International School will reserve the right to evaluate extraordinary 

circumstances of tardiness, absence or failure to clock in or clock out and 

determine whether the incident warrants a repercussion for the employee.  

 

WORKING HOURS AS STATED  

Teaching Staff: 6.45 am to 2:00 pm four days in a week 

                : 6:45 am to 3:00 pm one day in a week 

Non-Teaching Staff: 6:30 am to 3:00 pm five days a week (Sunday – 

Thursday)  

 

2. Procedure 

I. Absent 

An employee is deemed absent when he/she is unavailable for work and such 

time off was not scheduled/approved in advance.  

a. Advance notice of scheduled/planned absences must be given in writing to the 

Principal as soon as the date/s of the absence is/are known to the employee. 

b. In case of unplanned absence, the employee must notify the School Principal 

and/or the School Office no later than 6 am on the day of the absence.  

NOTE: In case of sick leave, please refer to the ‘SICK LEAVE POLICY’ 

 

II. Lateness 

An employee is deemed late when he/she: 

a. Fails to report for work at the assigned time.  

b. Leaves work before the end of the assigned time without prior supervisory 

approval. 

c. Frequently arrives to work past his/her assigned time. 
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III. Time Clocks and Failure to Clock in/out 

Employees are required to record their actual hours at the school by clocking 

in/out daily. A missed clock in/out is a violation of this policy and includes:  

a. Failure to clock in/out on their designated time clock at the beginning and/or 

end of their assigned shift 

b. Failure to accurately and timely report time worked through the fingerprint 

machine 

c. Clocking in/out early (or late) without prior approval by the school Principal 

and the Administration Manager. 

 

3. Notification Procedure 

Employees are expected to inform the School Principal or Deputy Principal if 

they will be late for work, will not be at work or are requesting time away from 

work.  

NOTE: Please refer to I. above  

 

4. Progressive Discipline Process  

Employees’ attendance is regularly monitored by the school management, and 

directly linked to Galileo International School’s payroll system. Any late arrival 

for work or regular lateness will be punished by deduction of salary according 

to Qatar Labour Law. (See Appendix 3/Staff Disciplinary Policy and 

Procedure). When an employee has been previously reprimanded, this will be 

taken into account when further action is to be discussed.  

 

I. Disciplinary Action: 

The disciplinary action for staff signing in any later than the contractual 

duty time is as follows (as counted per one calendar month).  

This means that the employee is to clock in no later than 15minutes after 

Staff sign in time. 

1. 2 lates (2 occasions of coming late) in one calendar month – verbal warning 

2. any subsequent late in the same calendar month – written warning 

3. any late thereafter in the same calendar month – deduction of ¼ day’s salary 

In the months to follow after the first deduction, the verbal warning and the 

written warning are nil and void, and ¼ of a day’s salary will be deducted 

without warning or notice to the employee.  
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Note: An employee’s attendance forms part of their performance management 

and will be taken into account on salary reviews 

 

II. Valid Reasons: 

The late employee is to inform the School Principal, should an ‘unplanned’ late 

arrival be imminent. The School Principal will then determine whether the 

reason for the late is valid. 

Such valid reasons could be: 

1. Late of transportation (i.e., taxi) 

2. an accident 

3. extremely bad weather (i.e., fog) 
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4.5 LEAVE POLICY 

 

1. Rationale 

It is Galileo International School policy to provide vacation with ‘pay’ to all 

full-time direct hire employees.  Such policy provides the employee with an 

opportunity to leave the work environment on a regular basis and return relaxed, 

rested and productive. The provisions of this policy shall be consistent with 

work requirements, and complying with Labour Law and Galileo International 

School regulations. 

Galileo School shall observe all declared Qatar official or public holidays and 

consider them as holidays for employees to take on that date. 

2. Scope 

This Policy and Procedure covers all employees of Galileo International School. 

 

3. Roles and Responsibilities 

Administration & Human Resources Department:  

Galileo International School Administration shall be responsible for the 

following: 

1. Interpreting the vacation policy, authorising and issuing such it to all staff 

periodically. 

2. Scheduling vacations of eligible employees under their jurisdiction in 

accordance with work requirements and established policies.  

3. The School Principal shall approve the guidelines established to assure 

that work requirements within area of responsibility are being met. 

4. Ensuring that vacation requests are submitted to Galileo School 

Administration at least ten (10) working days prior to the scheduled 

departure date.  

4.  Annual Leave Entitlements: 

All employees are entitled to annual leave inclusive of travel time as listed 

below: 

1. Teachers will be entitled to paid annual leave of 45 days  

2. Administrators will be entitled to paid annual leave of 40 days  

3. Support Staff: (Teacher assistant, helpers, cleaners, drivers and guards 

will be entitled to paid annual leave of 30 days)  
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4. Working day’s entitlement is calculated on the basis of a five-day week 

Administration: 

Employees are entitled to Annual Leave, to be taken within the calendar year 

July to August. Leave entitlements are expressed in calendar days. Working 

day’s entitlement is calculated on the basis of a five-day week. 

Newly Engaged Employees: 

Staff will only be entitled to take their first paid leave after completing their 

probationary period on a pro-rata basis. Probation period is for 6 months 

5. Leave Payments 

All employees will be paid their annual Leave Settlement as follows 

1. Full July salary (Less housing allowance for those in school 

accommodation) at the end of July. 

2. Full August salary (Less housing allowance for those in school 

accommodation) will be credited by the beginning of September. 

6.  Late Return 

A request for an extension of leave by an employee should be submitted in 

writing to the School Principal at least 10 days before the proposed date, and 

must include an appropriate and compelling reason. Any extension of leave 

must be approved by the School Principal. Should the employee not receive 

approval to the requested extension, he/she must report for duty on the expiry of 

his/her regular leave. A failure to do so will be considered as absent without 

permission, and results in a loss of pay and appropriate disciplinary action. 

7.  Official and Public Holidays 

All officially declared holidays in the State of Qatar, are considered holidays for 

all employees of Galileo International School on any such date.  

According to Article (46) of the Qatar Labour Law, employees are entitled to 11 

public holidays as follows: 

• Eid Al Fitr – 5 days 

• Eid Al Adha – 4 days 

• Qatar National Day – 1 day 

• Qatar Sports Day – 1 day 
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The Holy Month of Ramadan: 

Working hours during the Holy Month of Ramadan are reduced to 5 hours per 

day. 

8.  Sick Leave 

Sick Leave 

An employee who is unable to report to work due to illness is required to submit 

a medical certificate authorising Sick Leave (Hamad Medical Cooperation). The 

sick leave shall be as follows: 

One week sick leave for each year with full pay (sick note from HMC) 

Four weeks sick leave for each year with half pay (sick note from HMC)  

9.  Maternity 

When a married female employee with a minimum of one year of service 

becomes pregnant, the question of whether or not she will continue in 

employment after childbirth shall be determined. Provided it is accepted that a 

pregnant employee returns to work after confinement, the following will apply: 

Leave Entitlement 

The female employee is entitled to 50 calendar days of Maternity Leave at full 

pay. Maternity leave starts from the date of birth of the child. Any Maternity 

Leave must be approved by the School Principal. 

Mother's Working Hours  

When the employee returns to work, she shall be entitled to one hour off 

with pay per working day until her child reaches one year of age. 

This is not applicable during the time of Ramadan because we usually have 

shorter working hours in Ramadan.  

Payment 

Maternity Leave is on full pay.  

10. Compassionate Leave 

Compassionate Leave may be granted to employee subject to the approval of 

the School Principal. The degree of assistance provided by Galileo International 

School depends on the seriousness of each case and it is applied as appropriate 

and with the necessary discretion.  
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In the case of disaster, death or critical illness of the employee's father, mother, 

spouse, children, brothers & sisters the, employees will be granted  

compassionate leave. 

3 days – If family staying in Qatar 

5 days – If travelling to home country 

Payment 

Compassionate Leave is on full pay.  

11.  Unauthorized Absence 

Unless satisfactory reasons for absence are given, such absence will be treated 

as absence without permission and without pay or allowances and will be 

subject to disciplinary action.  As soon as the employee absents himself/herself, 

Galileo International School should initiate enquiries as to his/her whereabouts 

and the reason for his/her absence. Unauthorised Absence has consequently an 

appropriate disciplinary action. 
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4.6 - STAFF APPRAISAL POLICY 

1. Rationale: 

This is to streamline the monitoring of staff performance in line with the 

legislative framework of the National Curriculum and its Teacher Standards and 

to incorporate good practice.  

2. Guiding Principles: 

Galileo International School is committed to ensuring consistency of treatment 

and fairness. The School Principal will moderate and check that agreed plans 

are consistently followed and weighted between employees who have similar 

levels of responsibility, and that the plans comply with the school’s appraisal 

policy.  

The appraisal process and the supporting documentation will be treated with 

strict confidentiality at all times. Only those who need access to such 

information will be granted access to enable them to discharge their 

responsibilities as directed by the school. The School Principal will monitor the 

operation of the appraisal system and review it at appropriate intervals together 

with the Managing Director and Human Resources Manager 

3. Purpose: 

This policy sets out the framework for a clear and consistent assessment of the 

overall performance of teachers and support staff and for supporting their 

development needs within the context of the school’s improvement plan.  

4. The Appraisal: 

The Managing Director is to appraise the performance of the School Principal. 

The School Principal, in turn, is responsible for ensuring the review of the 

performance of every teacher with Human Resources Manager.  

Appraisal meetings should be held during normal working hours and should be 

scheduled for at least one hour should read or longer, if necessary. The purpose 
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of the appraisal meeting is to review the employee’s performance and their 

plans. More specifically, the meeting will also be an early opportunity to discuss 

how the employee can contribute to the wider work of the school and to agree to 

a set number (typically three) of objectives.  

5. The Appraisal Period: 

The appraisal period will be for 10 months and will be around March/April. The 

appraisal cycle will begin with a planning, meeting and will end with a review 

meeting. Mid-year review meetings may also be held if agreed and considered 

necessary. Salary increment will be done every two years. 

6. Responsibility: 

The School Principal and Human Resources Manager are responsible for the 

appraisal of all employees. 

7. Objective Setting: 

The setting and agreement of objectives are fundamentally important to the 

effective operation of a performance management system that aims to link 

individual performance to pay progression and student achievement. The job 

description can be a particularly useful place to begin the process of identifying 

relevant objectives for each individual job holder. Other useful reference 

documents may include the school improvement plan, the school’s business 

plan and/or the teachers’ standards.  

In addition, it may be prudent to allow for some flexibility in the setting and 

agreement of objectives to enable objectives to be set and agreed around issues 

that are emerging for the school and that requires some dedicated attention that 

is best articulated as one or as a set of objectives. On the grounds that emerging 

issues are unlikely to be known at the outset of an appraisal period, objectives 

may need to be adjusted throughout the appraisal period so that they remain 

relevant to the performance of the individual and to the priorities of the school. 
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The ideal outcome for all the ideal outcome for all parties is that the overall 

weight of objectives is broadly or proportionately the same at the conclusion of 

any subsequent ‘objectives’ discussion.  

Objective should be SMART 

S =  Specific      

M =  Measurable     

A =  Achievable 

R =    Relevant 

T =    Timed 

 

Objectives should also be fair and equitable when judged across employees with 

similar roles and responsibilities. However, appraisal objectives will normally 

become more challenging as a teacher progresses up the main pay scale. 

Teacher standards, against which their performance will be assessed and set 

objectives are to be given to all teaching staff at the start of each appraisal period 

(see Appendix 1). 

Objectives will be set out in a planning statement, along with details of any 

training and support which have been agreed. The planning statement should 

also specify the evidence that will be collected to support the review of 

performance including details of the arrangements for task or classroom 

observation, where relevant 

8. Teachers’ standards: 

The performance of all teachers, regardless of their career stage, will be assessed 

against the teachers’ standards. The standards define the minimum level of practice 

expected of trainees and teachers. 

The standards against which performance must be assessed in respect of a teacher 

are the set of standards articulated in the teachers’ standards document and any 

other set of standards relating to teachers’ performance. (see Appendix 1) In order 

to meet the teachers’ standards, a teacher will need to demonstrate that their 
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practice is consistent with the definitions set out in part one (teaching) and part two 

(personal and professional conduct). 

Applying the teachers’ standards 

Teachers make the education of their pupils their first concern and are accountable 

for achieving the highest possible standards in their work and their conduct. 

Teachers act with honesty and integrity, have strong subject knowledge and are 

self-critical. They forge positive professional relationships with those around them 

and work with parents in the best interests of their pupils. 

Teachers 

The teachers’ standards effectively set out a ‘code’ of good teaching practice and 

professional conduct. It is, therefore expected of all teaching staff to meet the 

expectations set out in the standards document. Teachers are be evaluated against 

all the elements set out in the teachers’ standards. 

10. Gathering the evidence 

As part of the overall appraisal process, it is critically important for all members of 

staff who are subject to the school’s staff appraisal policy to be clear about the 

evidence that will be required by their appraiser to enable the appraiser to assess 

their performance and make a substantiated and evidence-based pay 

recommendation to the ‘decision maker’. 

Judgments relating to performance should be supported by evidence, agreed at the 

beginning of the performance cycle. Evidence should show and demonstrate a 

contribution towards: 

1. a positive impact on pupil progress; 

2. a positive impact on wider outcomes for pupils; 

3. improvement in specific elements of practice, eg lesson planning; and 

4. a positive contribution to the work at the school. 
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The evidence gathered by the school and the member of staff will largely be 

determined by the nature and scope of the agreed objectives and/or the teachers’ 

standards. Examples of evidence may include: 

5. Classroom observations 

6. Task observations 

7. Reviews of assessment results 

8. Reviews of lesson planning records 

9. Internal tracking 

10. Pupils’ voice 

11. Parents’ voice 

12. School Principal’s/ Deputy Principal’s walkabouts 

13. Evidence supporting progress against teachers’ standards 

Classroom observation will be carried out by the School Principal or the Deputy 

Principal. At least five working days’ notice of the date and time of the observation 

will be given and verbal feedback will be provided by the end of the next school 

day in a suitable private environment. Written feedback will be provided within five 

working days. The appraiser has the right to append written comments to the 

feedback document. 

The arrangements for classroom/task observation will be stated in the appraisal 

planning statement and will include the amount of observation, specify its primary 

purpose, any particular aspects of the employee’s performance which will be 

assessed, the duration of the observation, when, during the appraisal cycle, the 

observation is likely to take place and who is likely to conduct the observation.  

Where evidence emerges about the appraiser’s performance, which gives rise to 

concern during the cycle, additional observations may be arranged during the 

cycle. 
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The School Principal has a duty to evaluate the standards of teaching and learning 

and to ensure proper standards of professional performance are established and 

maintained throughout the school and may therefore determine that it is necessary 

to collect additional evidence to help inform the evaluation of teaching standards 

and school improvement strategies. This additional evidence may include 

walkabouts, task observation, reviews of assessment results and lesson planning 

records.  

11. Reviewing performance and the annual assessment 

At the end of the cycle, assessment of performance will be on the basis agreed at 

the beginning of the cycle. In determining an appraisal, the School Principal must 

assess the performance in the appraisal period, apply the relevant ‘standards’, 

assess performance against the agreed objectives and assess the professional 

development needs and identify any action that should be taken and, finally, 

include a recommendation relating to pay. 

A written appraisal report must be provided at the conclusion of the appraisal 

process; the report must record the overall performance assessment and pay 

recommendation. 

Good progress towards the achievement of a challenging objective, even if the 

performance criteria have not been met in full, may still be assessed favorably. 

If agreement cannot be reached, especially on the outcomes of an appraisal 

meeting, the teacher may appeal the decision to the General Manager via the 

School Principal in writing, stating valid reasons. The decision of the General 

Manager will be final and cannot be contested. The final version 

of the appraisal documentation will be placed on the employee’s file. The school 

management will ensure that all written appraisal records are retained in a secure 

place for 3 years and then destroyed. 
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Continuing professional development 

The school’s CPD programme will be informed by the training and development 

needs identified through the appraisal procedure. The School Management will 

ensure in the budget planning, that, as far as possible, appropriate resources will be 

made available for any agreed training, support and continuing professional 

development. Support to meet individual or collective development needs should 

be provided within the context of the school’s improvement plan. 

13. Conflict of interest 

In any circumstances where an individual believes that their participation in any 

part of the appraisal process amounts or may amount to a ‘conflict of interest’ they 

should declare this to their appraiser and/or absent themselves from any part of the 

appraisal process where they believe that a ‘conflict of interest’ would or is likely 

to prevail.  

14. Pay progression linked to performance 

The School Management have the opportunity to consider whether or not to 

increase the salary of a high performing teacher who have completed 3 years of 

continuous employment. The school management will review the increase of salary 

towards the end of the employment contract. Please note that excellent and very 

good recommendation will have to be taken as a special case, which means in 

addition to performing outstandingly on their job description, the teacher(s) are 

performing excellently with all other extra areas that contribute to the development 

of the school. This recommendation will have to be supported with the teacher’s 

performance management and a form called ‘My contribution to Galileo l on’ like 

other teachers plus the teacher’s folder throughout the year. 

 

All pay recommendations should be clearly attributable to the performance of 

an employee. 
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The pay progression will be determined, subject to the following: 

 

1. The decision, whether or not to award pay progression, must be related to a 

teacher’s performance 

2. The decision, whether or not to award pay progression, must be related to 

student’s progress 

3. A pay recommendation must be made in writing by the mine manager as 

part of a teacher’s annual appraisal report. 

4. Continued good performance, as defined by an individual school’s pay 

policy, should give a classroom or an unqualified teacher an expectation of 

progression to the top of their respective pay ranges. 

5. A decision may be made not to award pay progression, whether or not the 

teacher is subject to capability proceedings. 

6. The final decision is to be made by the Managing Director through the Human 

Resources department. 
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15. Pay Progression – Guidelines:  

NB: The amounts below are guidelines only and can change at the Managing 

Director’s discretion. 

Annual Salary Increment Based on Performance Appraisal and linked to Basic 

Salary 

Performance 

 Ratings 

(Ofseted scale) 

      4         3B        3A         2        1 

Individual 

Performance  

Description  

    Poor 

Performer 

Potentially good 

    Performer 

   Good 

Performer 

Very Good 

Performer 

  Excellent 

 Performer 

Annual Salary   

Increment  
     NA         100   200-300   300-500   750 -1,000 

Where teachers are eligible for pay progression, the recommendation made by the 

appraiser will be based on an assessment of performance against agreed 

performance objectives. The decision made by the relevant decision-making body 

will be based on the statutory criteria and guidance set out in the STPCD and the 

relevant teacher standards.   

To move up the main pay range, one point at a time, teachers will need to have 

made good progress towards achieving their objectives and have demonstrated that 

they are competent in all elements of the Teachers’ Standards. Teaching should be 

consistently ‘good’. 

If the overall appraisal evidence shows that a teacher has demonstrated exceptional 

performance, the governing body will consider awarding enhanced pay 

progression. Teaching should be ‘outstanding’. 
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Teachers will work with their appraisers to ensure that there is sufficient evidence to 

support pay recommendations. Teachers will also keep records of objectives and 

review them throughout the appraisal period.   

16. Staff, especially teachers, experiencing difficulties:  

When a member of staff is experiencing difficulties, support and guidance will be 

provided through the appraisal process. Where it is clear that a member of staff’s 

personal circumstances is leading to difficulties at work, appropriate support 

should be offered at the earliest opportunity.     

If the appraiser identifies through the appraisal process or through other sources of 

information, parental complaints for example, that the difficulties experienced by a 

teacher are such that, if not rectified could lead to the capability procedure, the 

appraiser will, as part of the appraisal process, meet the member of staff to: 

1. give clear written feedback to the teacher about the nature and seriousness of 

the concerns; 

2. give the teacher the opportunity to comment on and discuss the concerns; 

3. give the teacher at least five working days’ notice that a meeting will be held 

to discuss targets for improvement alongside a programme of support and 

remind the teacher that they have the right to be accompanied by a work 

colleague or trade union representative at any future meetings where 

capability will be discussed; 

4. agree and establish, in consultation with the teacher, an action plan with 

support that will help to remedy specific concerns; 

5. make clear, how progress will be monitored and when it will be reviewed; and 

6. Explain the implications and process if no, or insufficient, improvement is 

made. 
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The teacher’s progress will continue to be monitored as part of the appraisal 

process and a reasonable time given for the teacher’s performance to improve. 

During this monitoring period, the teacher will be given regular feedback on 

progress and arrangements will be made to modify the support programme if 

appropriate. 

If sufficient progress is made, the teacher should be informed of this at a formal 

meeting and the appraisal process will continue as normal. 

If no, or insufficient improvement has been made, the teacher will be invited to a 

transition meeting to determine whether formal capability proceedings will be 

invoked.  

As a final check and balance to invoking the capability procedure, it is advised that 

line managers ensure that the following have been put in place: 

1. The employee has undergone an appropriate period of induction to their role 

2. An up to date job description has been issued to the employee 

3. Professional standards and overall expectations of performance have been made 

clear 

4. The employee’s performance has been monitored and feedback has been 

provided 

17. Transition to capability 

Performance concerns should be dealt with through the staff appraisal policy but if 

progress towards addressing performance concerns is insufficient or the concerns 

are sufficiently serious, a ‘transition meeting’ should be held; the expectation is 

that this meeting will reduce the likelihood of invoking the capability procedure or 

triggering a prolonged period of sickness absence. In this event, further support 

should be granted through the appraisal procedure. 

A meeting of this nature does not amount to part of the formal capability procedure. 
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The employee, the Coordinator and the School Principal will be present at the 

meeting.  

Guiding principles to the overall approach to the meeting: 

1. Ensure that practical support, advice and guidance is provided to the employee 

2. Training should be provided where this is a reasonable expectation 

3. Performance criteria should be clear and monitored within agreed time 

schedules 

4. The employee’s shortcomings are clearly set out in writing 

 

The meeting will consider the following matters: 

5. The evidence that has given rise to the specific concerns about the employee’s 

performance 

6. The seriousness of the concerns and their impact on the performance of the 

school 

7. The support that has been provided to date 

8. The time for which the concerns have persisted 

9. The degree of improvement that has been achieved and whether or not this has 

been sustained 

10. The extent to which the employee has shown insight and has engaged with 

the support provided throughout the appraisal process 

Once these matters have been considered, the School Principal should close the 

meeting and reflect on the findings, take advice and reach a decision. The 

employee will be informed of the decision in writing and normally within five 

working days.  The decision will be either to continue with the appraisal process or 

to invoke the capability procedure by convening a formal capability meeting. 

The transition to the capability procedure will not normally be made unless there is 

evidence that: 
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11. under-performance against agreed objectives and / or standards has prevailed 

for some time; and 

12. the underperformance is either serious or has persisted despite the provision of 

support.   

18. Capability procedure 

The principal purpose of a capability procedure is to support and ensure that staff 

are able to perform their duties and to deal with under-performance on a formal 

basis. The aim is to deal with those cases, where, despite appropriate management 

support (normally provided through the appraisal process), a member of staff is 

deficient in key areas of ability, skill, competence or knowledge and is 

consequently unable to carry out their required duties to an acceptable standard. 

It is important that under-performance is managed to ensure that the quality of 

teaching and learning is unaffected and that the overall performance of the school is 

not compromised.  The overall approach to capability should be supportive, 

constructive and helpful to the employee.   

The capability procedure applies only to teachers where there are serious concerns 

about their performance that are not able to be addressed by the appraisal 

procedure. The purpose of a capability meeting is to establish the facts and will 

usually be chaired by either the chair of governors or the head teacher. The subject 

of the capability meeting will be able to respond to concerns about their 

performance and to present any relevant evidence. 

Where an employee believes that they are being unfairly treated, they may raise an 

informal complaint or a formal grievance as appropriate and in writing. 

As is the case in all formal procedures, the chair of each meeting should ensure 

that clear written records are kept, in particular, the management concerns about 

the employee’s performance. 
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19. Time scales 

Under the procedure, time scales may be adjusted as appropriate: 

1. a period of between four and eight weeks for the implementation of the 

informal stage where a member of staff is typically supported by a support 

plan or what may also be known as an action plan. The agreed period may 

be adjusted to suit the merits and circumstances in each individual case; for 

example, you would expect an experienced teacher or other member of staff 

to make improvements in a short period of time whereas you may wish to 

grant a longer period of time to an employee at early career stage 

2. In particularly serious cases where the education, health or wellbeing of 

pupils may be at risk, a shorter period for monitoring is, in all likelihood, 

going to be more appropriate (eg where a teacher’s control of the class is 

poor or where pupil progress is inadequate, despite support) 

 

20. Formal capability meeting 

The first meeting under the capability procedure, often referred to as the formal 

interview initiates the capability procedure. At least five working days’ notice will 

be given of the formal capability meeting. The notification will contain sufficient 

information about performance concerns and the possible consequences to enable 

the teacher to prepare to present their case at the meeting. The notification of a 

capability meeting will be accompanied by copies of written evidence, details of 

the date and time of the meeting and will confirm the teacher’s entitlement to be 

accompanied by a companion who may be a work colleague. 

The School Principal in the capability meeting will aim to 

1. identify the teacher’s professional shortcomings; 

2. give clear guidance on the improved standard of performance needed; 

3. explain any support that will be available to help the teacher improve to a 

point where they can be removed from the capability procedure; 

4. set out the timetable for improvement and explain how performance will be 

monitored and reviewed; and 
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5. warn the teacher formally that failure to improve within the set period could 

lead to dismissal (in very serious cases, the warning could be a final written 

warning). 

Notes will be taken of the formal meeting and a copy sent to the member of staff.  

Possible outcomes from the formal capability meeting: 

1. A return to the appraisal process, where it is determined that there is insufficient 

evidence to progress the matter further within the capability procedure 

2. A first written warning 

3. A final written warning 

The employee will be notified of the decision arising from the meeting and of the 

timescales for monitoring and the anticipated next steps in the process. An 

employee may appeal against the decision arising from the first formal meeting 

within five working days of receiving notification of the decision and will 

normally be heard with a period of ten working days, unless alternative timescales 

are agreed between the parties to the dispute.  

 

20. Monitoring and review period following a formal capability meeting 

A performance monitoring and review period will follow the formal capability 

meeting. This period will include regular task/classroom observation, performance 

evaluation and monitoring, training, management support and guidance. 

 

21. Formal review meeting 

Following the conclusion of a monitoring and review period, the member of staff 

will be invited to a formal review meeting. At the formal review meeting, if the 

person conducting the meeting is satisfied that the teacher has made sufficient 

improvement, the capability procedure will end and the appraisal process will re-

start. If some progress has been made and there is confidence that more is likely, it 

may be appropriate to extend the monitoring and review period. If no or insufficient 
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improvement has been made during the monitoring and review period, the teacher 

will receive a final written warning. 

A further monitoring period will be set and a subsequent and final review meeting 

will be scheduled.  If, following a final written warning, performance does not 

improve to an acceptable standard; the case will be referred to the General 

Manager.  

22. Decision meeting 

At the decision meeting, if an acceptable standard of performance has been 

achieved during the monitoring and review period, the capability procedure will end 

and the appraisal process will re-start.  

If performance remains unsatisfactory (ie where sufficient improvement cannot be 

achieved despite comprehensive support or where performance concerns are of 

particular gravity), a decision will be made that the teacher should be dismissed or 

required to cease working at the school as soon as possible. 

23. Dismissal 

Once the decision to dismiss has been taken, the School Management will dismiss the 

teacher with notice. 

24. Appeal 

If a teacher feels that the decision to dismiss them is wrong or unjust, they may 

appeal in writing against the decision, setting out the grounds of the appeal. The 

teacher will be informed in writing of the results of the appeal hearing without 

unreasonable delay. The Managing Director’s decision with regards to the appeal is 

final. 

25. Role of the School Principal 

The School Principal will be responsible for taking the decision to invoke the 

capability procedure.  

26. Written records 

The formal warning should be disregarded after a specified period of satisfactory 

performance.  



 
 

206 
 

EMPOWERING LEARNERS FOR LIFE 

                         E: enquiry@galileois.com, T: +974 30313523, A: Street No 656, Zone 53, P.O Box 12968, Muaither North, Doha, Qatar.  

First written warning – 3-6 months 

Final written warning – 6-10 months 

Appendix 1: GRADING CRITERIA 

Outstanding (1): Teachers demonstrate excellent practice in some or all of 

the standards for teaching and their personal and professional conduct. 

Much of their teaching is outstanding and never less than consistently 

good. 

Good (2): Teachers exceed the minimum level of practice expected. Much of 

their teaching is predominantly good, with examples of outstanding 

teaching. 

Satisfactory (3A) Teachers meet the minimum level of practice expected of 

teachers. 

(3B)  Requires improvement- much of their practice meets the minimum 

standard, and is making progress in teaching performance.                       

  

 Inadequate (4): Teachers fail to meet the minimum level of practice 

expected. 

 

Appendix 2: Teacher Standards    

  

Standard 1: Set high expectations which inspire, motivate and challenge 

pupils 

• establish a safe and stimulating environment for pupils, rooted in mutual 

respect. 

• set goals that stretch and challenge pupils of all backgrounds, abilities and 

dispositions. 

• demonstrate consistently the positive attitudes, values and behaviour 

which are expected of pupils. 

 

 



 
 

207 
 

EMPOWERING LEARNERS FOR LIFE 

                         E: enquiry@galileois.com, T: +974 30313523, A: Street No 656, Zone 53, P.O Box 12968, Muaither North, Doha, Qatar.  

Standard 2: Promote good progress and outcomes by pupils 

• be accountable for attainment, progress and outcomes of the pupils. 

• plan teaching to build on pupils’ capabilities and prior knowledge. 

• guide pupils to reflect on the progress they have made and their emerging 

needs. 

• demonstrate knowledge and understanding of how pupils learn and how 

this impacts on teaching 

• encourage pupils to take a responsible and conscientious attitude to their 

own work and study 

Standard 3: Demonstrate good subject and curriculum knowledge 

• have a secure knowledge of the relevant subject(s) and curriculum areas, 

foster and maintain pupils’ interest in the subject, and address 

misunderstandings. 

• demonstrate a critical understanding of developments in the subject and 

curriculum areas. 

• demonstrate an understanding of and take responsibility for promoting 

high standards of literacy, articulacy and the correct uses of Standard 

English, whatever the teacher’s specialist subject 

Standard 4: Plan and teach well-structured lessons 

• impart knowledge and develop understanding through effective use of 

lesson time. 

• promote a love of learning and children’s intellectual curiosity 

• set homework and plan other out-of-class activities to consolidate and 

extend the knowledge and understanding pupils have acquired. 

• reflect systematically on the effectiveness of lessons and approaches to 

teaching. 

• contribute to the design and provision of an engaging curriculum within 

the relevant subject area(s) 

Standard 5: Adapt teaching to respond to the strengths and needs of all 

pupils 

• know when and how to differentiate appropriately, using approaches 

which enable pupils to be taught effectively. 

• have a secure understanding of how a range of factors can inhibit pupils’ 

ability to learn, and how best to overcome these 
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• demonstrate an awareness of the physical, social and intellectual 

development of children, and know how to adapt teaching to support 

pupils’ education at different stages of development. 

• have a clear understanding of the needs of all pupils, including those with 

special educational needs; those of high ability; those with English as a 

Second Language; those with disabilities; and be able to use and evaluate 

distinctive teaching approaches to engage and support them. 

Standard 6: Make accurate and productive use of assessment. 

• know and understand how to assess the relevant subject and curriculum 

areas, including statutory assessment requirements 

• make use of formative and summative assessment to secure pupils’ 

progress 

• use relevant data to monitor progress, set targets, and plan subsequent 

lessons 

• give pupils regular feedback, both orally and through accurate marking, 

and encourage pupils to respond to the feedback 

Standard 7: Manage behaviour effectively to ensure a good and safe 

learning environment 

• have clear rules and routines for behaviour in classrooms, and take 

responsibility for promoting good and courteous behaviour both in 

classrooms and around the school, in accordance with the school’s 

behaviour policy 

• have high expectations of behaviour, and establish a framework for 

discipline with a range of strategies, using praise, sanctions and rewards 

consistently and fairly 

• manage classes effectively, using approaches which are appropriate to 

pupils’ needs in order to involve and motivate them 

• maintain good relationships with pupils, exercise appropriate authority, 

and act decisively when necessary 

Standard 8: Fulfil wider professional responsibilities 

• make a positive contribution to the wider life and ethos of the school 

• develop effective professional relationships with colleagues, knowing 

how and when to draw on advice and specialist support 

• deploy support staff effectively 
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• take responsibility for improving teaching through appropriate 

professional development, responding to advice and feedback from 

colleagues 

• communicate effectively with parents with regard to pupils’ achievements 

and well-being. 

Appendix 3: 

Ofsted Standards for Whole School – Descriptors 

“These descriptors should not be used as a checklist. They must be applied 

adopting a ‘best fit’ approach which relies on the professional judgment of the 

inspection team.” 

Outstanding (1) 

▪ Much teaching over time in all key stages and most subjects is 

outstanding and never less than consistently good. As a result, almost all 

pupils currently on roll in the school, including disabled pupils, those who 

have special educational needs, disadvantaged pupils and the most able, 

are making sustained progress that leads to outstanding achievement. 

▪ All teachers have consistently high expectations of all pupils. They plan 

and teach lessons that enable pupils to learn exceptionally well across the 

curriculum. 

▪ Teachers systematically and effectively check pupils’ understanding 

throughout lessons, anticipating where they may need to intervene and 

doing so with notable impact on the quality of learning. 

▪  The teaching of reading, writing, communication and mathematics is 

highly effective and cohesively planned and implemented across the 

curriculum. 

▪ Teachers and other adults authoritatively impart knowledge to ensure that 

pupils are engaged in learning and generate high levels of commitment to 

learning across the school. 

▪ Consistently high quality marking and constructive feedback from 

teachers ensure that pupils make significant and sustained gains in their 

learning. 
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▪ Teachers use well-judged teaching strategies, including setting appropriate 

homework that, together with clearly directed and timely support and 

intervention, match pupils’ needs accurately. 

Good (2) 

▪ Teaching in most subjects, including English and mathematics, is 

consistently good, with examples of some outstanding teaching. As a 

result, most pupils and groups of pupils on roll in the school, including 

disabled pupils, those who have special educational needs, disadvantaged 

pupils and the most able, make good progress and achieve well over time. 

▪ Teachers have high expectations. They plan and teach lessons that deepen 

pupils’ knowledge and understanding and enable them to develop a range 

of skills across the curriculum. 

▪ Teachers listen to, carefully observe and skillfully question pupils during 

lessons in order to reshape tasks and explanations to improve learning. 

▪ Reading, writing, communication and mathematics are taught effectively. 

▪ Teachers and other adults create a positive climate for learning in their 

lessons and pupils are interested and engaged. 

▪ Teachers assess pupils’ learning and progress regularly and accurately at 

all key stages, including in the Early Years Foundation Stage. They ensure 

that pupils know how well they have done and what they need to do to 

improve. 

▪ Effective teaching strategies, including setting appropriate homework, and 

well-targeted support and intervention are matched well to most pupils’ 

individual needs, including those most and least able, so that pupils learn 

well in lessons. 

Satisfactory (3A) 

• Is achieving many of the ‘Good’ descriptors, and is becoming at adept at 

all.  

Satisfactory (3B) 

• Teaching requires improvement. Is achieving some and making progress 

on many of the ‘Good’ descriptors. 
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Inadequate (4) 

Teaching is likely to be inadequate where any of the following apply: 

▪ As a result of weak teaching over time, pupils or particular groups of 

pupils, including disabled pupils, those who have special educational 

needs, disadvantaged pupils and the most able, are making inadequate 

progress. 

▪ Pupils cannot communicate, read, write, or apply mathematics as well as 

they should. 
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4.7 - ACCOMMODATION POLICY 

1. Rationale 

The purpose of this policy is to provide guidance on the rules and regulations 

that are in place for all employees who reside in School provided 

accommodation. The provision of School accommodation is not automatic 

and cannot be guaranteed but where applicable it will be reserved for the 

staff.  

2. Scope 

This policy applies to the staff of Galileo International School who intends to 

live in school accommodation and to ensure that all the members of the 

organisation are aware of their rights.  

3. Responsibilities 

Staff accommodation is planned by the Human Resources under the direction 

of the Managing Director. Human resources is responsible for the distribution 

of the accommodation for all schools.  

4. Locations 

The staff accommodation can be at different locations in Doha. 

5. Assets in Accommodation: 

All apartments are furnished and equipped with all necessary appliances. 

Occupants would be provided with cooking utilities like utensils, plates, pots, 

pans, mattress, bed-sheet, bed linen and blankets. Utilities such as water and 

electricity are covered by the school QAR 300 for each flat. If housed in a 

villa, the water and electricity bills should not exceed QAR1500 per month.  

Any flat bill of water and electricity exceeding this amount will be 

responsibility of the occupants and the extra amount will be deducted equally 

from the occupant salary, however staff will be responsible for phone and 

internet charges. It is requested that all staff stay in school accommodation 
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for at least one academic year, after which they can choose to find their own 

accommodation and have the housing allowance paid out.  

6. Accommodation Maintenance:  

Staff will have free accommodation maintenance from the school. School has 

a systematic process in place. Staff will have to fill in the maintenance 

request form and submit it to the Human Resources. Human Resources will 

contact the Maintenance Manager and will pass on the request, each 

maintenance request to be actioned in 24 working hours.  

7. Damage to Staff Accommodation:  

Any damages to basic fixed assets of the guest house like fan, tube light, 

bulb, Bathroom and kitchen fixtures windowpanes, doors, locks etc, would be 

collective responsibility of the employees sharing the company 

accommodation and equal deduction would be made by dividing the cost of 

the damages to number of people sharing the company accommodation at the 

time of damage.  

1. If there is damage to the property, any charges incurred in 

repair/replacement will have to borne by the person responsible for the 

damage. If the damage is not done by a particular person, occupants have to 

share the cost incurred in repair/ replacement of the damages. 

2. Cost incurred on loss of keys must be settled by the person losing the key. 

3. There would not be any deduction for damages to supplementary items 

given by company like Utensils, Hotplate, Bucket, mug, Bedroll.  

8. Leave Staff Accommodation:  

If the staff would like to leave the school accommodation, then every year 

they will have two chances to notify the Human Resources. Staff can fill in 

Employee Request Form and can request to leave the school accommodation. 

Every year staff can request in December and May to leave the school 

accommodation and live outside and take cash allowance.  



 
 

215 
 

EMPOWERING LEARNERS FOR LIFE 

                         E: enquiry@galileois.com, T: +974 30313523, A: Street No 656, Zone 53, P.O Box 12968, Muaither North, Doha, Qatar.  

9. Basic Guidelines:  

1. Smoking, consumption of alcohol or any illegal substance and are not 

permitted at company accommodation 

2. Occupants are advised not to keep valuables in the company 

accommodation and they will be responsible for the safety of valuable items 

if kept in the rooms. 

3. Visitors coming to see an employee staying in the company 

accommodation should meet them in outside area and are not allowed to visit 

the rooms.  

4. Occupants are advised to keep noise levels to a minimum that should not 

affect the neighbours. Any complaints coming from neighbours or landlord 

will be addressed and action will be taken on concerned occupants. 

5. Occupants are advised to keep company accommodation clean and to best 

of hygiene condition. This is directly linked to the health and safety of 

occupants. Human Resources will perform surprise audits at the company 

accommodation and any deviations will lead to action on concerned 

occupants.  

6. Occupants may come from diverse background and are advised to live in 

company accommodation with peace and harmony and respect for each 

other, neighbours and outsiders. Any events of misbehaviour, quarrel 

between occupants or with outsiders will lead to strict action against the 

concerned person. Occupants are advised to go through the copy of company 

accommodation Letter of Undertaking for Occupying Accommodation. Apart 

from the terms and conditions mentioned in this policy document, occupants 

will have to abide by terms and conditions mentioned in the Letter of 

Undertaking. (Appendix 1) 
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Appendix 1: 

Letter of Undertaking for Occupying Accommodation 

Employee Name:  _______________________________ 

Job Title:                              _________________________ 

Nationality:            _______________________________ 

Passport Number: _______________________________ 

This letter of Undertaking is supplemental to the employment agreement 

entered into Galileo International School (Second Party) and 

__________________ (First Party) on _________________ 

(the “Undertaking letter”). As a housing benefit under the Employment 

Contract, is pleased to provide 

You with residential accommodation subject to your undertaking as set out 

here in below. 

1. Leased Premises: 

a) Apartment Location: 

................................................................................................. 

b) Composed of (1) Apartment Number……………. Consisting…………. 

BEDROOMS and Accessories, Water No.: …………… Electricity No.: 

…………… Located at __________  ________________ Area, Doha, Qatar. 

c) The two parties agreed on the lease of one Fully-Furnished Bedroom 

Apartment 

You hereby undertake and warrant to that at all relevant times you shall 

occupy the Premises the Following Occupant Liabilities: 
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Occupant Liabilities: 

1. You as the occupant will comply with all rules set out in the Undertaking 

letter. 

2. The occupant shall undertake to hand over the leased premises upon 

expiry or termination of his employment contract in the same condition as 

when first delivered to it without the need to warning or notice. 

3. You will use the Premises for personal accommodation purposes only for 

yourself no other parties such, friends, housemaid Spouse. 

4. You will observe all rules, regulation and instructions as may be issued 

from time to time by the Galileo International School of the Premises. 

5. You will not cause any damage to (i) the Premises or any shared or 

common areas thereto, or (ii)the furnishings or other moveable property in 

the Premises and you will personally be liable and hereby indemnify in full 

Galileo International School for any such damage caused due to your direct 

or indirect negligence, wilful misconduct or misuse. 

6. You will indemnify and hold harmless from any costs or expenses arising 

from any claims, liabilities or demands from parties in relation to the 

Undertaking Letter. 

7. You will not sub-let the Premises or any part thereof to any other person 

or entity. 

8. The occupant shall have no right to make any changes whatever in or on 

the leased premises, Whether by demolition, removal or addition, before 

obtaining a prior written consent from Galileo International School . You will 

be responsible for paying all initial and ongoing costs related to telephone 

lines, internet, and any other telecommunication services. Charges related to 

electricity, water, sewage, and cable vision, as well as charges for other 

services rendered now or in the future by the government or taxes shall be 

borne solely and entirely by the occupant, even if they are imposed on 

Galileo International School. 
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9. The occupant shall be responsible for arrangements to connect any 

services in the leased premises such as telephone, internet, electricity, water, 

etc. 

10. You will not keep pets within or without the Premises. 

11. Galileo International School shall not be responsible for any loss to you 

resulting from a break-in or any accident in the Premises including that from 

flood, fire, explosion, gas leak, water disruption, electricity disruption, 

electricity fluctuation, electricity overload, window implosion, partial or 

complete building collapse or any other incident outside any party’s control 

adversely affecting the Premises. 

12. The occupant acknowledges receipt of the household devices and 

furnishings in the leased Premises. As listed in the attached inventory, In 

good operational conditions. In case of loss or damage, the occupant shall 

fully be responsible thereto before Galileo International School and value of 

the lost or damaged items and if the amount is insufficient, the occupant shall 

immediately pay the difference upon request by Galileo International School 

or its representative. 

13. Galileo School shall not responsible for any and all contents in the leased 

premises whether they belong to it or the occupant neither shall it be 

responsible for making any sort of insurance related to the leased premises. 

The occupant shall be allowed and free to concluded any such insurances at 

own expense and without any further liability on Galileo School. 

14. Galileo School shall not be responsible for loss of any items resulting 

from any robbery or otherwise breaking in and shall not also be responsible 

for any accidents incurred by the occupant or nay of its family members or 

visitor, or any of it properties within the complex, building or leased 

premises. 

15. The occupant shall undertake to respect other the occupant’s rights, make 

no nuisance to neighbours and observe senses of others, and shall stick to 

moral ethics and public order, and shall refrain from damaging the facilities 
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and shall undertake to repair any damage incurred due to misuse by it or any 

of its visitors or family members. 

16. Upon vacating the leased premises, the occupant shall submit a final 

release and quittance certificate from the electricity and Water Department, 

Q-tel and other such service authorities stipulated for occupying and using 

the leased premises. 

17. You will promptly notify the school principle of any incident or 

information which might affect directly or indirectly in relation to this 

Undertaking Letter. 

18. You will need to notify in writing the school Administration of your last 

date to vacating the apartment two weeks prior vacating the premises. 

19. The occupant shall cast or dispose of any waste or garbage only into the 

locations so specified and designed. 

20. You will surrender the premises in the same good condition as when it 

was occupied by you and as per the handover checklist attached. 

21. The occupant shall be liable to any laws that may be imposed by the State 

of Qatar as to usage of the leased premises and facilities in the complex or 

building, and such laws shall not affect provisions or validity of this 

Undertaking Letter. 

22. The occupant shall compensate and shall not hold Galileo School liable 

against any liability relating to injury or death of any person, or damages to 

any movable or immovable properties, breach, harassment or breaking, or 

any such right arising directly or indirectly as a result of any of its conducts 

or conducts by any of its family members, visitors, guests or employees. 

23. The occupant shall be responsible for compensation of Galileo School 

against any and all damages incurred in the dwelling premises or adjacent 

properties or any part thereof or any damage incurred by a person as a result 

of inattention, negligence or any such conduct by the occupant or her guests. 
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24. Galileo International School shall not be responsible for any loss or 

damage incurred by you, the occupants, any guests and/or visitors in the 

premises resulting from accident whatsoever. 

25. In case of early expiry of this Agreement, the occupant shall hand over all 

keys related to the leased premises, any permit and access cards relevant to 

entering into the facilities. 

26. The occupant shall not be allowed to bring any kinds of liquors, alcohol 

or Hookah (sheesha) to the apartment and public facilities. 

27. If the occupant happened to receive guests, they shall not be allowed to 

use the parking plots allocated for other apartments in the building as per the 

internal regulatory rules applied in the building. 

28. Should the occupant erect or execute any construction or plant in the 

leased premises, or that it shall make any renovations therein (upon obtaining 

a written consent from Galileo International School), it shall leave the same 

behind upon expiry of this Undertaking letter without claiming any 

compensation thereto from Galileo International School. 

Galileo International School Liabilities: 

1. Galileo International School shall, in its own expense, execute repair and 

maintenance works in the apartment and accessories unless such accessories 

are misused, and hence, the occupant shall replace and repair the same. 

2. Galileo International School, in its own expense, shall execute the repair 

and maintenance works in the leased premises, save for anything destroyed or 

damaged due to the occupant’s negligence or intended conduct or by any 

person belonging to it that lives in the leased premises, as such maintenance 

and repair shall be at the cost of the occupant. 

3. Should the occupant fail to give access the apartment to execute such 

repair within a reasonable framework of time after being informed by Galileo 

International School, the later shall be entitled to execute such necessary 

maintenance, Galileo School shall execute immediately by using suitable 
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materials, by good craftsmen and in conformity with applicable government 

laws, and in harmony with quality standards. 

4.  Galileo International School shall execute the repairs and maintenance 

works in a manner appropriate for the thereto, including decoration, all 

accessories, furnishings, electricity, water and plumbing services, which 

include the manholes, drainage, pipes, cables, ventilations (A/Cs) and any 

such relevant equipment not executed by Kahramaa. Such repair and 

maintenance shall be executed in a professional manner in compliance with 

the applicable government laws and in a contemporary and quality manner 

conforming to the existing building. 

5. Galileo School shall ensure the occupant’s right to utilize and benefit 

from the premises leased but only for the housing purposes throughout the 

term of this Agreement. 

6. Besides, the occupant shall have the absolute right during the term of this 

Agreement, to use all the facility in the property personally. 

Miscellaneous: 

7. Galileo International School shall not be responsible for any injury or 

damage incurred by the occupant or its belongings kept in the leased property 

or any such belongings related to any other person whether a family member 

of or one of its visitors or employees, resulting from the use and occupation 

of the occupant to the property or any of its facilities, acts of God, or as a 

result of any other person’s negligence, which all shall be borne by occupant. 

8. The school will be paying monthly water and electricity consumption 

QAR 300 for each flat. Any flat utilities bill of water and electricity 

exceeding this amount will be responsibility of the occupants and the extra 

amount will be deducted equally form the occupant salary. 

9.  Galileo School shall not be responsible before the occupant and the 

occupant shall have no right to claim from Galileo International School any 

compensation as to shortage of facilities arising from services. Such services 

due to necessary repair, maintenance and renovation or facilities, fixtures, 
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fittings, equipment, furnishings, devices, public services, the leased premises, 

or any damage incurred as a result of fire, water, act of God, or that which 

occur beyond control of Galileo School, or due to a mechanical default, or 

any such default beyond reasonable control of Galileo School, or because of 

unpreventable shortage of labour, fuel or water supplies. 

10. In all cases, it is agreed that Galileo School shall have the right to enter 

into the leased premises during reasonable times of daytime, upon giving 

prior 24 hour notice (with or without workers) to inspect conditions of the 

leased premises. 

11. Should the occupant be outside the country, or he or she vacates the 

leased premises to an unknown location for a period exceeding one month, 

Galileo School shall be entitled to force open the leased premises ten days at 

maximum after such instance, make an inventory of contents therein without 

the need to any further action or consent by competent government 

authorities. Galileo School shall reserve the right to claim its amounts due by 

the occupant under such circumstances from the staff final settlement. 

12. This Agreement shall be construed and governed pursuant to the laws of 

the State of Qatar. 

13. The two parties hereby agree to refer to Qatari courts, or any such similar 

judiciary entity in case of any dispute that may arise between them from time 

to time as to hearing and settlement of disputes that may arise between 

Galileo School and the occupant. 

14. The two Parties acknowledge reading and reviewing this Undertaking 

letter and hereby pledge to commit themselves to respect and implement its 

provisions expressly and in essence. 
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4.7 - RESIGNATION POLICY 

1. Rationale:  

The purpose of this policy is to provide guidelines for handling resignations at 

each school. Resignation is a part of the recruitment and happens occasionally 

and we want to ensure that our school appropriately handles them and maintains 

a smooth running of the school. 

 

2. Scope:  

This applies to all employees of Galileo International School. 

 

3. Notice of resignation:  

Staff members are obliged to give advance notice before resigning. However, 

for the smooth running of the school, we encourage staff to announce their 

intent to resign at least one month in advance. All staff members will be asked 

to sign a letter of intent in February as to if they intend to resign at the end of 

the Academic year. We ask staff to submit a written resignation via email. 

School also has resignation form that needs to be completed by the staff. 

Notice period for confirmed staff – is as stated in the employee’s contract  

Notice period during probation – 3 months. However, as per the school policy, 

the Employer can terminate the contract during probation period without any 

prior notice period (due to lack of performance/Discipline). 

 

4. Revoking Resignation:  

Staff may ask the Principal to revoke their resignation. The Managing Director 

will decide whether to grant this request on a case-by-case basis.  

 

5. Exit Interviews:  

Employees may be more willing to share their opinions on our processes, 

practices and culture when they are leaving our company. By collecting those 

opinions, we can improve our workplaces for our remaining employees.  

Human Resources Department are responsible for arranging exit interviews 

with employees who recently resigned. 

  

6. Resignation Process: 

We advise our staff to follow the process. 

Step 1: Talk to your Principal, discuss any issues that may exist that can be 

resolved. 
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Step 2: Once they agree, email the Principal, keeping Deputy Principal, 

Administration Manager and Human Resources Manager advised by adding 

them is as ‘cc’ regarding the resignation. 

Step 3: Same day meet your school Administration Manager and submit school 

resignation form (form is with the Administration Manager) 

Step 4: Principal notify the employee of receiving the resignation and forward 

the information to Managing Director, School Lawyer & Human Resources 

Manager.  

Step 5: Clear your dues with the school or with any external agencies. 

Step 6: Clearance letter from the bank for all staff (bank letter will take up to 7 

working days). 

Step 7: School clearance form and sign off from all the respective department.  

 

Appendix 1: Employee Clearance Form – online form to be obtained from HR 

or Administration. 

Submission Date:     

Employee Clearance Form 

Part I  To be completed by the  respective Admin Manager  

Employee 

Name  

Staff ID 

No  

 

Position 

 

 

Joining 

Date 

 Travel 

Arranged Yes                       

No  

Reason for 

Leaving   

 

Termination 

Date 

  

Last 

Working 

Day 

  

Notice 

Period 

From :  

To : 

 

Part II  To be completed by the respective Admin Manager/Finance Manager 

    Yes    No   N/A Remarks 

Settle dues/amortization loan (if 

applicable) 

    

Access Card /or any other EIA Property 

submitted  
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Recover Medical Card     

Cancellation of Residence Permit     

Issue exit or transfer visa     

Deactivate the assigned email ID     

Disabled  access to the other system     

Name Signature Date 

   

 

Part III  To be completed by the School Principal 

 

   Yes   No   N/A Remarks 

Recover all documents and materials 

in custody of the staff 

    

Submitted all school lesson plans & 

teacher’s manual 

    

Submitted all school reports 
    

Clearance from Library 
   

 

Handing over class resources 
    

Name Signature Date 

   

 

Part IV  To be completed by Human Resources 

 

   Yes   No   N/A Remarks 
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Recover Apartment keys on  
    

Accommodation clearance form 

submitted 

    

Name Signature Date 

   

 

 

 

Galileo International School User Separation Checklist 

To be completed by the IT officer 

Employee Name : Last Working Date 

Position :   

ITEM YES NO N/A 

Hardware 

Recover Laptop Tag No:    

Recover PC Tag No:    

Recover of  USB / OTHERS     

Accounts 

Deactivate Email ID and Windows Login    

Deactivate class DOJO    

Deactivate Digital Campus /Mograsys system    

Data Recovery 

Archive Email and home folder    

 PC data    

Delegation/Replace 

Delegate/Digital Campus/Mograsya/Class DOJO System Roles     

 - To  

Grant Home folder Access     

 - To  
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Grant Email Access to  Till Date:    

 - To  

Email Forward Till Date:    

 - To  

Conducted By: IT Officer 

  

First Reviewed  By: Admin 

Manager  

 

Final Reviewed By: 

Principal  

 Name: 

 

Signature: 

 

Date: 

Name :  

 

Signature:  

 

Date: 

Name: 

 

Signature:  

 

Date: 
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D01: SELF EVALUATION AND QUALITY ASSURANCE POLICY 

 

1. Rationale and Aim: 

It is Galileo International School’s aim to ensure that all students achieve their 

best. The effective monitoring of teaching, learning and other key aspects of 

provision, are important ways of improving the school. Monitoring and review 

of information are used to ensure that the school improvement plan is 

implemented successfully, and leads to continual development. The school is 

committed to improving the quality of learning and teaching. 

Monitoring is about constantly reviewing the work we are doing in order to 

move forward in a way that ensures an optimum learning environment and 

outcome for all our students. 

Monitoring is important to develop and improve the curriculum and planning, 

but also considers the standards our students have or have not achieved.  

Monitoring helps all staff at to see what we are doing well, yet also shows the 

areas we need to improve on. 

 

2. The purpose of monitoring, self-evaluation and review: 

Self-evaluation and review are based on an organised and structured programme 

of collecting, analysing and interpreting information about all aspects of the 

work and life of the school, and this should be the key to identifying areas that 

require improvement. These areas are likely to have a positive impact on the 

overall quality of provision and prioritisation. Subsequently, a plan of action is 

prepared, and these actions are then carried out, including provisions as to how 

this process will be monitored and evaluated.  

 

4. Roles and responsibilities: 

a. School Principal and Heads of Section: 

• monitoring, gathering of information 

• self-evaluation, analysis of information collected 

• planning improvement, production of School-Improvement-Plan 

b. Coordinators: 

• support the School Principal in carrying out responsibilities  

• support their department in the effective and efficient delivery of well-

planned and well-presented lessons through monitoring and evaluation of 

teaching and learning 
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c. All staff: 

• focus on their areas of responsibility 

d. Managing Director: 

• challenge and support the School Principal 

• ensure effective monitoring, evaluation, review and improvement takes 

place 

• knows the strengths and weaknesses identified  

• ensures monitoring findings leads to well-focused actions 

• checks the progress and impact of actions 

 

4. Definitions: 

Monitoring:  

This is the process of checking whether planned actions are happening, and is 

led by the School Principal and/or the Coordinators. It is regularly recorded and 

reported and arrangements are indicated against each action. Each action has a 

time-line. 

Evaluation: 

Success criteria are included in each action programme and these provide clear 

goals against which the impact is measured. 

Success Criteria: 

These are designed to be measurable entities, and provide criteria against which 

students’ achievements will be evaluated. Success criteria for an action plan 

may become Performance Management Targets for all staff. 

Links with resources, including budget: 

Each action plan item needs to have a cost estimation, which must be included 

in the plan. 

 

5. What is monitored, evaluated and reviewed? 

a. How well students are performing? 

b. How effective are current provisions? 

c. How effective are School Management and Coordinators? 

• Galileo International School has a comprehensive set of assessments 

(outlined in the Assessment Policy). The assessment data is analysed to 

identify whole-school strengths and weaknesses, and informs targets that 

need to be set for each Key Stage. 
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• The quality of teaching is the most significant aspect of Galileo 

International School provision that influences student attainment and 

progress.  

• The Managing Director and the School Principal, with the purpose of 

ascertaining the overall quality of the teaching in the school and to 

identify particular strengths and weaknesses, take a general summative 

observation. Observation findings are recorded and retained by the 

School Principal as part of the monitoring evidence. This information is 

kept confidential. A summary report is shared with all staff and is further 

used to inform improvement activities. 

• Coordinators are responsible for ensuring the completion of long and 

short term planning in their respective area of responsibility, and also that 

these plans are implemented during their monitoring of planning. The 

School Principal has to ensure good practice of teaching in all classes. 

• Coordinators and/or the School Principal carry out work scrutiny by 

monitoring the appropriate use of assessment files. Teachers identify a 

piece of work from a core subject area as evidence to support their 

ongoing assessment.  

• The School Management is to liaise with parents to ensure their views are 

embedded in any plans. This is done through parent evenings, PTMs, 

questionnaires, etc. 

 

6. After the monitoring activity: 

The purpose of monitoring is to contribute to the continuous development of 

attainment, teaching and learning at Galileo International School. Thus, all 

monitoring information is analysed with a view to identify key messages that 

are then used to inform the school’s improvement plan and/or staff development 

activities. 

Each monitoring event leads to the production of a monitoring summary report, 

which records the main findings, both positive and negative. These summary 

reports are then shared and discussed with all members of staff and retained in 

the School Principal’s office, so that they can be used to inform the short and 

long-term improvement plans. 

 

7. School Improvement Planning: 

This provides the focal point to the key improvement actions for the school, and 

at the same time a programme of activities for one academic year. It should 

focus on only a few key priorities that are selected because of school self-
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review findings. The issues selected should be those that have the greatest 

potential and priority to improve achievement and quality of education at 

Galileo International School. 

 

8. Who is involved in the School Improvement Plan? 

All members of staff should be involved at every stage. The overview of the 

development of the plan lies with the School Principal under the supervision of 

the Managing Director, who ultimately approves the plan. All staff contribute to 

identifying areas of strengths and areas of development. 
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D02: HEALTH AND SAFETY POLICY 

“The safety of the people shall be the highest law.” Marcus Tullius Cicero 

 

1- STATEMENT OF INTENT: 

 

Galileo International School Management believes that ensuring the health and 

safety of staff, pupils and visitors is essential to maintain a healthy, safe and 

secure learning environment. 

We are committed to: 

1. Providing a safe and healthy working and learning environment 

2. Preventing accidents and work related ill health 

3. Assessing and controlling risks from curriculum and non-curriculum 

work activities 

4. Complying with statutory requirements as a minimum standard 

5. Ensuring safe working methods and providing safe equipment 

6. Providing effective information, instruction and training 

7. Monitoring and reviewing systems to make sure they are effective 

8. Developing and maintaining a positive health and safety culture through 

communication and consultation with employees, students, parents and 

their representatives on health and safety matters 

9. Setting targets and objectives to develop a culture of continuous 

improvement 

10. Ensuring adequate welfare facilities exist at the school 

11. Ensuring adequate resources are made available for health and safety 

issues, so far as is reasonably practicable 

A Health and Safety Management System has been created to ensure the above 

commitments can be met. School Principal, Managing Director, all staff and 

pupils/students will play their part in its implementation. 

 

2- RESPONSIBILITIES: 

a. The Managing Director and the School Principal: 

1. Ensure a clear written policy statement is created which promotes the 

correct attitude towards safety and demonstrates their commitment to ‘lead 

by examples’ in all health and safety matters. 

2. take overall responsibility for the implementation and monitoring of 

Health and Safety 
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3. allocate sufficient resources to meet health and safety priorities 

4. ensure attendance on appropriate health and safety training courses 

5. regularly check the legal health and safety requirements and implement all 

updates 

6. ensure good communication by including health and safety issues in staff 

briefings and meetings 

7. organise and implementing regular inspections  

8. oversee the completion of the arrangements and ‘risk assessment’ for all 

on and off site activities 

9. ensure that health and safety is a criteria for performance management and 

appraisal scheme 

10. carry out the policy for the management of critical incidents 

11. ensure all employees and contractors are fully briefed on health and safety 

issues at the school and they have sufficient experience, knowledge and 

training to perform the tasks required of them 

12. complete all relevant risk assessment 

13. carry out termly fire drills, check fire extinguishers, appropriately record 

findings and act accordingly 

14. ensure that all employees are aware that lone-working with regards to 

health and safety issues and incidents is highly discouraged 

15. Consult with the staff through the Safety Committee which must be 

representative including a representation from the administration, the 

teaching staff, the Assistants, the Nurse and the cleaners. 

 

b. The School Principal and Heads of Section: 

1. includes health and safety session in the induction of all new employees 

2. Identify, provide health and safety training to all employees 

3. monitors documentation, risk assessment, practices and procedures 

4. supports employees with personal safety issues including stress 

5. ensures off-site visits are approved and appropriately adequate measures 

are implemented to ensure the Health and Safety while acting for the 

School. 

 

c. School Administration Manager and School Secretary: 

1. a health and safety file is kept in the school office, containing all relevant 

information (i.e. certificates and licences from Civil Defence, Hamad 
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Medical Corporation, police clearances, HSE Policy, Emergency contact, 

Evacuation plan, list of students,  etc.) 

2. all office risk assessment is completed and reviewed 

3. hazard reporting and maintenance documentation is actioned  

4. maintain accurate records of all equipment and resources 

5. organise the planned programmed maintenance of equipment relating to 

health and safety at the school 

6. arrange for an annual electrical testing programme 

7. arrange for every 6 months the inspection of playing equipment  

8. arrange for every 6 months the inspection of the Fire alarm web system 

d. School Security Guards: 

1. ensure all visitors and outside contractors are registered 

2. ensure that no child leaves the school before the regular pick up time 

without prior approval and with an issued and signed ‘Early Departure 

Slip’. 

e. All Staff: 

1. to carry out risk assessment and keep documentation as appropriate, 

especially in  ICT, Science, PE and off-site activities 

2. ensure all hazardous equipment and materials are appropriately marked, 

assessed, maintained, stored in a safe place which is not accessible by 

pupils, and used by a competent person 

3. ensure that pupils are aware of health and safety issues and that these are 

being continually reinforced 

4. cooperate with health and safety requirements 

5. report any defects to the School Principal and/or the School 

Administrative Officer 

6. complete and action risk assessment for all potentially hazardous on and 

off site activities 

7. use, but not misuse equipment provided for the health, safety and welfare 

of all 

8. do not undertake unsafe acts 

9. inform the School Principal of any incidents immediately and document 

the same on the school’s Incident Report Form 

10. be familiar with the emergency action plan for fire, first aid, security and 

off-site issues 

11. raise health, safety and environmental issues with pupils 
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f. Visitors and Contractors: 

1. report to the guard and sign the ‘visitors’ book’ 

2. report to the School Office on arrival 

3. follow evacuation procedure in the event of an emergency 

g. Pupils: 

1. behave in a way that does not put anyone’s health and safety at risk 

2. observe standards of dress consisten with good healty (i.e. no jewellery) 

3. follow safety rules including the instructions of staff given in an 

emergency 

4. use, but not misuse equipment provided for their health, safety and 

welfare. 

 

3- PREMISES SAFETY: 

Maintenance Book:  

This is available at the Reception desk and must be used to record and 

document any fault, hazard or potential hazard that may be identified by any 

member of staff, teaching and non-teaching. Staff entering an item in the book 

may wish to inform the School Principal and/or the School Administrative 

Officer as well. It is the responsibility of the School Principal to respond to the 

fault and/or hazard as soon as possible.  

The School Principal is to regularly review any outstanding building 

maintenance works, to set priorities and have the necessary works carried out. 

School Grounds: 

Picking up litter is a shared responsibility and involves all staff as well as 

pupils. Metal cans and glass bottles must be confiscated from pupils 

immediately, and should they be found on school grounds must be removed. 

Car Park: 

All staff and visitors must adhere to the ‘gate opening timings’ displayed at 

the school gates.  

GATE 1 

Morning: 6.30 am – 7.30 am  

 Dispersal: 11:15-11:45 am (KG1 &KG2) 

                    12:45-2:00 pm. 

GATE: 2  

 Morning: 6.30 am – 7.30 am       

 Dispersal: 12:45-1:30 pm.  
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Cars are not allowed on school grounds outside the hours published 

(exceptions for wheelchair visitors, for example, are at the discretion of the 

Principal) 

Play Equipment: 

The playground must be supervised at all times during school opening hours. A 

minimum of three adults should be on duty at all times during the morning 

playtime and all breaks on each playground. 

One staff member, on a rotational basis, is to carry out supervision from 1pm to 

2pm. 

Playground equipment needs to be checked daily, and any concerns are to be 

forwarded to the Principal and/or the School Office immediately. 

 

4. CONTRACTORS: 

The School Principal is to receive suitable and sufficient prior notification of 

any programmed maintenance works from contractors. 

Contractors are to sign in and report to the Principal/Reception as soon as they 

arrive on site. 

 

5. EMERGENCY PROCEDURES (SEE ALSO EMERGENCY 

EVACUATION PROCEDURE POLICY) 

First Aiders: 

A list (names and photograph) of currently trained First Aiders is to be 

displayed on the notice-board in the Administration Office. 

 

First Aid Equipment: 

It is the responsibility of the school nurse to keep the first aid equipment well 

stocked, but it is the responsibility of ‘’all’’ who use the first aid boxes to report 

any shortages or inadequacies to the school office. First aid equipment is 

located in the nurse’s room in the school office.  

Reporting of injuries, diseases and/or dangerous occurrences: 

a. Accident Reporting: ALL accidents, including minor ones, to pupils, staff and 

visitors MUST be reported on the Accident/Incident Report Form. Regarding 

accidents to pupils that result in the pupil being sent to a doctor or the hospital, 

accidents involving the alert of emergency services and fire, please refer to the 

Emergency Procedure Policy. 

b. Informing Parents: in case of any accidents involving pupils, minor and/or 

major ones, parents must be informed as soon as possible by phone or face to 

face 

Administering of Medication: 
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If a child requires prescribed medicines whilst attending school at Galileo 

International School, the parent must complete a written form of consent. Once 

completed, these forms should be kept in the student file and with the nurse. 

All medication should be stored safely either in the fridge in the kitchen or in 

the medicine box in the Galileo International School clinic. 

It is the responsibility of the admin staff and class teachers to ensure children 

have access to inhalers/medicines on any off-site visits. 

Epilepsy and Diabetes: 

All children who suffer from either epilepsy or suffer from a diabetic condition 

are to be identified at the beginning of each academic year. It is the 

responsibility of the School Nurse(s) to put together a file of known cases and to 

display a photograph with the name of the child and the name of the condition 

on a display board visible to all staff.  

All staff is to be informed of children who are epileptic or diabetic, and are to 

be aware of the procedure and actions that need to be taken. 

If a child with no history of epilepsy has a seizure, parents should be contacted 

immediately and medical advice sought. The school must regularly follow up 

with parents of concerned children and inform them of any incidents that 

take place during the school day. In the event of fatal or serious injury, 

nothing at the site of the accident must be moved, except for helping the injured, 

until a thorough examination has been carried out. 

Parents/guardians or next of kin must be contacted as soon as possible. 

Head Lice: 

If a child is found to have live head lice, the parent is contacted and requested to 

obtain suitable medication or refer to a qualified health practitioner 

 

6. FIRE SAFETY 

For a detailed outline regarding the appropriate procedures and action in the 

case of fire, please refer to the Emergency Procedure Policy. 

Fire exits, recommended routes and fire assembly points are to be clearly sign 

posted.  

 

7. EQUIPMENT SAFETY 

Any hazardous or potentially hazardous equipment shall not be used by pupils 

without due supervision from a qualified adult.  

 

8. PERSONAL HEALTH AND SAFETY 

1. Members of staff are reminded that they must not stand on tables or 

chairs when putting up or taking down displays for instance. It is 

recommended that teachers work together when working on displays. 
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2. Personal property should be locked away or kept in the school 

administration office. Money and valuables should not be left unattended. 

Responsibility for personal items rests with the individual member of 

staff. 

3. Cash on school premises should be kept out of sight and sent to the 

school office or the Principal as soon as possible. In the school office, it is 

the responsibility of the Administration Manager to lock away cash. 

Under no circumstances should money be counted in a public place. 

9. CHILDREN’S SAFETY 

Under no circumstances must children be left unsupervised in the classroom. In 

an emergency, it is the responsibility of the class teacher to get their lesson 

covered, and that the school office and/or the Principal/Principal is informed of 

the emergency immediately. The school cannot accept responsibility for pupils 

before 6.45am and after 2pm. 

 

10. AIDS AWARENESS 

1. Protective gloves should be worn in case of an accident.  

2. Blood and other bodily fluids in contact with the skin should be washed 

off immediately 

3. Cuts should be covered with a waterproof plaster. 

4. be careful with sharp object that could carry blood and/or bodily fluids if 

they should puncture the skin 

11. EDUCATIONAL ACTIVITIES 

Staff responsible for such will implement a risk assessment and monitor the 

effectiveness for hazardous activities undertaken on or off site. 

 

12. EDUCATIONAL VISITS 

Galileo International School will ensure all necessary preparation is undertaken 

for educational visits on or off site, and necessary risk assessment will be 

carried out prior to such an educational visit.  

Other guidelines are: 

1. Sufficient and appropriate staff is to accompany the educational visit, based 

on the age of the children and the type of activity undertaken. 1 adult for 

every 6 pupils in school years 1 to 3, (under 5s reception classes should 

have a higher ratio), 1 adult for every 10-15 pupils in school years 4 to 

6, 1 adult for every 15-20 pupils in school year 7 onwards. 
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2. Written parental consent has to be obtained from parents for each 

educational visit planned. The child will not be allowed to participate 

without written permission from the parent or guardian. 

3. A first aid box is to be taken on all trips off the school premises 

4. Staff is to carry at least (2) two mobile phones.  

5. Any visit off site must be approved by the School Principal. 

6. Each adult on the visit should have a copy of the list and a copy should be 

left with the driver at the front of the coach. 

7. All coaches hired by the Galileo International School will have seat belts 

fitted and the supervising staff should ensure that they are used. 

8. Adults must base themselves in different parts of the vehicle to maintain 

full supervision and control. 

9. Children should not sit in the front seats of the coach or in the Centre back 

seat. 

10. Children should not be seated by an emergency exit. 

11. Children are not allowed to eat or drink on coaches and should sit still not 

to distract the driver or drivers of other vehicles. 

13. CRITICAL INCIDENT MANAGEMENT 

Galileo International School has in place an Emergency Procedure Policy. 

Parents are to be regularly reminded to keep the school updated of contact 

numbers and addresses. Further, an emergency contact is to be kept on each 

pupil’s file. 

 

14. PERFORMANCE MONITORING 

Galileo International School expects full cooperation from all members of staff, 

teaching and non-teaching at all times.  
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Appendix 1:  

HEALTH AND SAFETY CHECKLIST 

 

Health and Safety Checklist 

تدقيق الأمن والسلامة قائمة   

Yes 

 نعم

No 

 لا

N/A 

بدون 

 إجابة

Comment توضيحات 

1. Exit Doors and Fire exits 

 بوابات الخروج ومخارج الحريق      

    

a. Are exits adequate to evacuate 

students quickly in an emergency? 

هل المنافذ ملائمة لإخلاء الطلاب بسرعة في  

الطواريء؟ حالة   

   

 

b. Are the exits clearly marked? 

هل هناك لافتات واضحة تؤشر الى مخارج 

 الطواريء؟ 
   

 

c. Are alternative exits available? 

    هل هناك منافذ بديلة؟ 
 

d. Are all exit doors unlocked and 

unobstructed? 

هل إن كل بوابات الخروج غير مقفلة ولا  

 مغلقة؟ 

   

 

e. Do exterior doors have panic 

hardware? 

هل توجد اجهزة إنذار على الأبواب 

 الخارجية؟  

   

 

2. Emergency measures and 

evacuation procedures 

تدابير وإجراءات الإخلاء في حالة 

 الطواريء

   

 

a. Is a written policy available? 

    هل هناك خطة إخلاء مدونة؟ 
 

b. Is there an emergency evacuation 

procedure that is known and 

practiced? 
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هل هناك إجراء تدريبي للإخلاء متعارف 

 عليه؟ 

3. Fire safety regulations 

    إجراءات السلامة من الحريق 
 

a. Are there signs that clearly mark 

exit routes? 

هل هناك لافتات تشير الى مسالك الخروج 

 بوضوح؟ 

   

 

b. Are fire drills held regularly and 

reviewed for ways to improve? 

هل التدريب على الإخلاء الوهمي يجري  

بإنتظام ويعاد فيه النظر لتحسين بعض 

 الجوانب؟ 

   

 

c. If the drill itself is unsatisfactory 

is it repeated until students have 

learned the procedure? 

في حال لم ينفذ الإخلاء الوهمي بالشكل  

الصحيح، هل يكرر الطلاب الإخلاء الى أن 

 يتدربوا عليه؟ 

   

 

d. Do students remain silent until the 

“all clear” signal is given? 

هل يحافظ الطلاب على هدوئهم حتى إنطلاق  

؟آخر إشارة  

   

 

4. Fire Extinguishers and Hoses 

    طفايات وخراطيم الحريق     
 

a. Are there an appropriate number 

of extinguishers available? 

 هل هناك عدد مناسب من طفايات الحريق؟ 
   

 

b. Are all extinguishers charged and 

operational? 

 هل إن جميع الطفايات صالحة للعمل؟
   

 

c. Are various types of extinguishers 

available? 
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 هل هناك أنواع متعددة من الطفايات؟ 

d. Are there sufficient extinguishers 

in accessible locations? 

هل هناك طفايات كافية وفي أماكن سهلة 

 الوصول؟ 

   

 

e. Are all fire hoses charged and 

ready for use? 

هل إن جميع خراطيم الإطفاء جاهزة 

 وصالحة للعمل؟ 

   

 

f. Has staff been trained in their use? 

هل تم تدريب الفريق على إستخدام أجهزة  

 الإطفاء؟ 
   

 

5. Emergency Assembly 

    مناطق التجمع في حالات الطواريء 
 

a. Are assembly locations known to 

staff and students? 

هل يعرف الطلاب أماكن التجمع في حالات  

 الطواريء؟ 

   

 

b. Are alternative locations available 

and known? 

 هل هناك أماكن تجمع بديلة متعارف عليها؟ 
   

 

6. Fire procedures 

    إجراءات الإخلاء عند الحريق 
 

a. Is there a distinctive alarm bell 

that is recognized by students and 

staff? 

متعارف عليه هل هناك جرس إنذار خاص 

 من قبل الطلاب والموظفين؟ 

   

 

b. Do students and staff respond 

immediate to alarms? 

هل يستجيب الطلاب والموظفين بسرعة  
   

 



 
 

248 
 

EMPOWERING LEARNERS FOR LIFE 

                         E: enquiry@galileois.com, T: +974 30313523, A: Street No 656, Zone 53, P.O Box 12968, Muaither North, Doha, Qatar.  

 لصفارة الإنذار؟ 

c. Is there an orderly dismissal 

following an alarm? 

هل هناك خروج منتظم بعد سماع صفارة 

 الإنذار؟ 

   

 

d. Are procedures understood by 

staff and students? 

هل إجراءات الإخلاء مفهومة من قبل  

 الموظفين والطلاب؟ 

   

 

e. Is there a student count and 

reporting procedure at the 

assembly point? 

هل هناك إجراء حساب وتدوين عدد الطلاب 

 في منطقة التجمع؟ 

   

 

f. Are records kept of fire drill 

results? 

 هل يتم الإحتفاظ بسجلات الإخلاء؟
   

 

g. Was there a first fire drill 

completed before September 30th? 

؟ 9/ 30هل تم إجراء إخلاء وهمي قبل تاريخ   
   

 

7. Bus Transportation 

    النقل بالحافلات   
 

a. Is student movement to and from 

bus areas orderly and safe? 

هل يخرج ويصعد الطلاب الى الحافلات 

 بانتظام وأمان؟ 

   

 

b. Are the loading and unloading 

areas safe? 

 هل مناطق التجمع للحافلات آمنة؟ 
   

 

c. Is appropriate supervision 

present? 

هل هناك مراقبة وإشراف جيد على  
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 الحافلات؟

d. Is there is a known schedule for 

the bus monitors? 

هل هناك جدول واضح لللإشراف على 

 الحافلات؟

   

 

e. Is pedestrian and vehicle traffic 

controlled? 

هل أن حركة المشاة والسيارات الخاصة 

 منظمة وآمنة؟ 

   

 

f. Are other vehicles restricted 

during loading and unloading of 

student? 

حركة السيارات الخاصة محظورة  هل إن 

 خلال صعود أو نزول الطلاب من الحافلات؟

   

 

g. Is there a written policy to govern 

school off-site and sport bus trips? 

هل هناك سياسة مدونة تنظم حركة الحافلات  

 خارج المدرسة وخلال الرحلات المدرسية؟ 

   

 

8. Sports 

    مادة التربية الرياضية 
 

a. Are all materials and equipment in 

use in good repair? 

هل إن جميع المعدات والأجهزة الرياضية في  

 حالة جيدة؟ 

   

 

b. Are there student activities that 

put students at risk? 

هل هناك أنشطة رياضية قد تعرض الطالب 

 للخطر؟

   

 

c. Are the playing field and grounds 

in good repair? 

هل إن أرضية الصالة الرياضية والملعب  

 بحالة جيدة؟ 
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d. Is the gymnasium in good repair? 

جيدة؟ هل إن الصالة الرياضية بحالة      
 

e. Is appropriate supervision in place 

at all times? 

هل هناك متابعة وإشراف متوفر ومستمر في  

 كل الأوقات؟ 

   

 

9. Access to School Support 

Personnel 

الحصول على الدعم والمساعدة من 

 الموظفين 

   

 

a. Do the students have social 

support at the school, for example 

access to social workers? 

هل هناك إخصائي إجتماعي للطلاب في  

 المدرسة؟

   

 

b. Is a school psychologist available 

for students when needed? 

هل هناك أخصائي نفسي للطلاب عند الحاجة  

 اليه؟ 

   

 

c. Are students with risky medical 

conditions monitored, if 

necessary, by the school nurse? 

هل يتم متابعة الطلاب ممن لهم حالات  

 صحية خطرة من قبل الممرضة؟ 

   

 

d. Are students with special needs 

identified? 

هل تم تحديد الطلاب ذوي الإحتياجات  

 الخاصة؟ 

   

 

e. Are special needs students 

appropriately supported in their 

learning? 

هل يتم متابعة ومساعدة الطلاب ذوي 

 الإحتياجات الخاصة في تعليمهم؟ 
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10. Medical Emergencies 

    الحالات الطبية الطارئة
 

a. Are students with medical 

conditions known to appropriate 

school staff? 

هل إن طلاب الحالات المرضية المزمنة  

موظفي المدرسة؟ متعارف عليهم من قبل   

   

 

b. Are medical emergency 

procedures known and followed 

by all staff? 

هل يعرف جميع موظفي المدرسة إجراء  

 الإسعافات الأولية؟ 

   

 

c. Are ambulance and medical 

numbers readily available for 

staff? 

هل هناك ممرضين أو مسعفين متدربين من  

المدرسة؟ ضمن موظفي   

   

 

11. School Nurse 

    ممرضة المدرسة 
 

a. Is a school nurse available to 

students? 

هل هناك ممرضة دائمية للطلاب في 

 المدرسة؟

   

 

b. Is there a sufficient amount of 

time allocated for nursing 

presence in the school? 

هل هناك وقت كافي مخصص للمرضة داخل  

 المدرسة؟

   

 

c. Does the school nurse conduct 

health education initiatives? 

هل تقوم الممرضة بتعليم الإرشادات الصحية 

 الأولية للطلاب؟

   

 

d. Does the school nurse contact and     
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follow up with parents when 

concerns arise about a child’s 

health? 

الممرضة مع أولياء الأمور في  هل تتواصل 

 حال تأزم صحة ولدهم أو بنتهم؟ 

12. Kitchens 

    مطبخ المدرسة 
 

a. Are gas and electrical connections 

safe and secure? 

هل إن ربط الغاز والكهرباء آمن ومحمي في  

 المطبخ؟ 

   

 

b. Are vents clean and maintained 

regularly? 

الهواء نظيفة وتعمل بطريقة  هل إن مفرغات 

 صحيحة؟ 

   

 

c. Are sinks, drains and counters in 

good condition and maintained? 

هل إن الدواليب و المغاسل ومصارف المياه  

 في حالة جيدة ويتم صيانتها باستمرار؟ 

   

 

13. Doorways and Hallways 

    المداخل والممرات 
 

a. Are they clear of obstructions? 

هل إن المداخل والممرات خالية من المطبات 

 والحفر؟ 
   

 

b. Are walkways free of holes, 

damage or other dangers to 

walking? 

هل الممرات خالية من الحفر والمطبات التي  

 تعرض الطالب لخطر السقوط؟ 

   

 

14. Ventilation Systems 

    أنظمة التهوية 
 

a. Are the air conditioning systems     
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clean? 

 هل إن أنظمة التهوية والتبريد نظيفة؟ 

b. Is there a regular maintenance 

schedule? 

 هل هناك جدول صيانة دورية لها؟ 
   

 

c. Are AC systems operating in each 

room where students assemble? 

يتجمع  هل أنظمة التكييف تعمل في كل غرفة 

 فيها الطلاب؟

   

 

15. Electrical Equipment and 

Panels 

 المعدات والواح المفاتيح الكهربائية 
   

 

a. Are they accessible when needed? 

    هل الوصول اليها عند اللزوم سهلا؟ً  
 

b. Are they safe from interference by 

students? 

هل هي بعيدة بطريقة آمنة وليست تحت 

 متناول الطلاب؟ 

   

 

c. Are doors and panels locked 

where appropriate? 

هل ابواب لوحة المفاتيح الكهربائية محكمة  

 بطريقة صحيحة؟ 

   

 

16. Storage Areas 

    المستودعات
 

a. Are they clean and free of 

combustible materials? 

هل هي نظيفة ولاتحتوي على مواد قابلة  

 للإشتعال؟ 

   

 

17. Housekeeping and Cleanliness 

    إدارة الممتلكات والعناية بها 
 

a. Is the building clean and well     
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maintained? 

 هل المبنى المدرسي نظيف وله صيانة مستمرة؟ 

b. Is minor damage repaired in a 

timely fashion? 

هل يتم تصليح الأضرار البسيطة بفترة  

 وجيزة؟ 

   

 

c. Is there a reporting system for 

major repairs? 

هل هناك  طريقة للإبلاغ عن الأضرار  

 البالغة في المبنى؟ 

   

 

d. Are reports requesting repairs 

responded to in a timely fashion? 

هل يتم الرد على طلبات التصليح بفترة 

 وجيزة؟ 

   

 

18. First Aid 

    الإسعافات الأولية 
 

a. Are First Aid kits are available 

and their whereabouts known to 

staff? 

هل تتوفر مواد الأسعافات الأولية في مكان  

 مخصص متعارف عليه؟ 

   

 

b. Are there trained First Aid 

providers in the building? 

هل هناك فريق متدرب على الإسعافات 

 الأولية في المدرسة؟

   

 

c. Does the staff know who is 

trained in First Aid? 

هل يعرف موظفي المدرسة إجراء الأسعافات 

 الأولية؟ 

   

 

d. Are the names of trained 

personnel posted in the school? 

هل أسماء الموظفين المتدربين مكتوبة ومثبتة 

 في مكان ما في المدرسة؟ 
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19. Lighting 

    الإنارة
 

a. Is lighting adequate in all 

classroom areas? 

 هل الإنارة كافية داخل جميع الفصول؟ 
   

 

b. Is there adequate lighting for 

hallways and all public areas? 

هل هناك إنارة كافية داخل الممرات والأماكن  

 العامة؟ 

   

 

20. Classrooms 

    الفصول
 

a. Are they clean and welcoming? 

    هل الصفوف نظيفة وذو طابع ترحيبي؟ 
 

b. Are entrances, walls and floors 

free of obstructions? 

مداخل الفصول والجدران وارضياتها خالية 

 من المطبات أو المعوقات؟ 

   

 

c. Is the lighting and ventilation 

adequate? 

 الإنارة والتهوية كافية؟ 
   

 

d. Are there sufficient and suitable 

furnishings? 

 هل هناك أثاث صفي كافٍ ومناسب؟ 
   

 

21. Art Room  

    غرفة الفن 
 

a. Is all material stored safely? 

    هل أدوات الفن مخزونة بطريقة آمنة؟ 
 

b. Are sharp or dangerous articles 

stored properly? 

والخطرة مخزونة بطريقة  هل الأدوات الحادة 

 صحيحة؟ 
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c. Are combustible materials 

properly stored? 

هل المواد القابلة للإشتعال مخزونة بطريقة  

 صحيحة؟ 

   

 

22. Technology Room 

    مختبر الحاسوب
 

a. Are all electrical connections 

safe? 

هل موصلات الكهرباء مربوطة بطريقة 

 امينة؟ 

   

 

b. Is all equipment in good repair? 

    هل إن كل الأجهزة في حالة جيدة؟ 
 

23. Science Laboratories 

    مختبرات العلوم
 

a. Are all chemicals safely stored? 

هل إن المواد الكيمياوية مخزونة بطريقة  

 آمنة؟ 
   

 

b. Are gas connectors, access and 

storage safe? 

 هل موصلات الغاز وخزنها ومفاتيحها امينة؟  
   

 

c. Are all materials that may be 

harmful to students properly 

stored? 

هل إن جميع المواد والأدوات التي قد تكون  

 مؤذية للطلاب مخزونة بشكل صحيح؟ 

   

 

d. Is a fire extinguisher available? 

    هل هناك طفاية حريق؟ 
 

e. Is an eye wash station available? 

هل هناك هل هناك مكان ومواد مخصصة  

 لغسل العين؟  
   

 

f. Are acids stored in locked     



 
 

257 
 

EMPOWERING LEARNERS FOR LIFE 

                         E: enquiry@galileois.com, T: +974 30313523, A: Street No 656, Zone 53, P.O Box 12968, Muaither North, Doha, Qatar.  

containers? 

 هل الحوامض مخزونة في دواليب مغلقة؟ 

24. Student Security on the 

Premises 

ة سلامة الطلاب في المقدم  
   

 

a. Are students free from 

interference from non-school 

personnel? 

 هل توجد حماية للطلاب داخل المدرسة؟

   

 

b. Are adults or others picking up 

children screened before the child 

leaves? 

هل يتم التأكد من هوية الشخص قبل أن يستلم 

 الطالب للخروج من المدرسة؟ 

   

 

25. Parental Contact List 

    قائمة أرقام اولياء الأمور 
 

a. Is there an up-to-date parental 

contact list maintained by the 

school? 

هل توجد قائمة حديثة بأرقام  أولياء الأمور  

 محفوظة في المدرسة؟

   

 

b. Is there is a process for 

communication with parents when 

needed? 

معينة للإتصال بأولياء  هل هناك طريقة 

 الأمور عند اللزوم؟ 

   

 

26. Supervision of Students 

    الإشراف على الطلاب
 

a. Is there appropriate supervision 

before class, at recess and after 

class? 

هل هناك إشراف سلبم على الطلاب قبل وقت  

 الحصة وخلالها وبعد إنتهائها؟ 
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b. Are students under supervision as 

they transit between classes? 

هل يتم الأشراف على الطلاب أثناء تنقلهم  

 بين الفصول؟ 

   

 

c. Are there expectations regarding 

student movement (no running in 

the hallways for example)? 

هل هناك أحتمالات مدروسة بخصوص  

حركة الطلاب داخل المدرسة )مثال على ذلك 

لايسمح للركض في الممرات منعاً من حدوث  

 الإصابات( 

   

 

27. Code of Conduct for Students     

a. Is there a written policy for 

student conduct? 

 هل توجد قائمة ضبط سير وسلوك مدونة؟ 
   

 

b. Is this policy known to students, 

parents and teachers? 

هل هناك قائمة ضبط سير وسلوك يطلع  

 عليها الطلاب واولياء الأمور والمعلمين؟ 

   

 

c. Is there a process for handling 

complaints and/or grievances? 

هل هناك إجراءات متبعة لتسوية المشاكل  

 والشكاوى؟ 

   

 

28. Code of Conduct for Staff     

a. Is a written policy for staff 

conduct available?  

هل توجد قائمة سير وسلوك للموظفين  

 مدونة؟ 

   

 

b. Is it well known to staff? 

 

 هل يطلع الموظفون عليها؟ 
   

 

29. Playground Areas     
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 ساحة المدرسة 

a. Are playground areas safe in 

terms of play surfaces? 

هل إن أرضيات ساحات المدرسة  آمنة 

 للعب؟

 

  

 

b. Is all playground equipment safe 

and appropriate for children of 

their age group? 

هل إن كل الألعاب في ساحة المدرسة آمنة 

 وملائمة لاعمار الأطفال؟ 

 

  

 

c. Are there any hazards in the 

playground? 

مصدر خطر في ساحة المدرسة؟ هل هناك   

 

  

 

 

Appendix 2:  

SAFETY GUIDELINE FOR SCHOOL BUSSES 

General Rules: 

1. Students and bus assistants should ALWAYS walk 10 feet in front of the bus, 

NEVER behind the bus. 

2. Students should ALWAYS be at least 5 big steps away from the side of the 

bus while waiting for the bus or immediately after disembarking. 

3. If a student drops something, they should tell the bus driver and NEVER try 

to pick it up. 

4. Students and bus assistants should NEVER run to catch the bus. 

5. The bus is not allowed to operate without the bus assistant. If an assistant is 

absent, she needs to inform the school at least one day prior so that another bus 

assistant can be arranged.  

 

Getting on the Bus: 

1. The driver should park the bus at the front of the student’s house so that the 

student’s house so that the student does not need to cross the road (UNDER NO 

CIRCUMSTANCES MUST THE BUS BE PARKED ON THE OTHER SIDE 

OF THE ROAD). 

• Students should stay at the designated spot (usually a safe place, away 

from traffic), until the bus stops and the driver signals that it is safe for 

the assistant to go and collect the student. 
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• When the driver signals that it is safe to come, the bus assistant will get 

down from the bus to accompany the student. The bus assistant and the 

students should first check for other road users and/or traffic. (Many 

students are killed or seriously injured by motorists illegally passing a 

stopping school bus). The assistant, driver and student are to check for 

traffic in both directions LEFT – RIGHT – LEFT. 

• As the bus assistant and the student get onto the school bus, they should 

watch the driver. If you can see the driver, the driver can see the student. 

2. Students should board the bus using the handrail. 

3. Students should move towards the rear quickly without pushing or crowding. 

Note: if the bus is not filled to capacity, students should sit in the middle of the 

bus – it is the safest place. 

4. Students should sit down quickly. 

5. The bus driver is not allowed to move without ensuring that all passengers 

are seated on the bus and the door is closed.  

 

Getting off the Bus: 

1. Students should stay seated until the bus has come to a complete halt. 

2. The bus driver will signal to the bus assistant when it is safe to open the door. 

3. The bus assistant should open the door and disembark with the student. 

4. The student should not push or play while disembarking. 

5. The student should use the handrails to avoid falls. 

• Students should watch that straps, drawstrings and clothing do not get 

caught in the handrail of the door.  

6. The bus assistant and the student should look back towards the rear of the bus 

before they step off the bus. 

• Looking towards the rear of the bus is to ensure that there is no danger 

approaching. 

7. The bus assistant and the student should move swiftly away from the bus by 

10 feet. 

8. If the student has to cross the road to get home (ONLY in exceptional 

circumstances, such as ‘no parking’ signs, or activities that prevent parking) 

• The student must stay on the side of the road, away from traffic and 10 

feet ahead of the bus so that they can see the driver’s face. 

• If there is no danger, the bus assistant must cross the road quickly with 

the student. 
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• Under no circumstances must the road be approached if there is danger in 

sight. 

9. Once off the bus, the bus assistant must make sure that the student enters the 

home and is handed over to a designated adult who is to collect the children. 

Students must not be left to go home by themselves unless the parents have 

signed a pre-arrangement form which indicates this. 

 

 

 

Acknowledgement: 

I hereby confirm that I have read and understood the above outlined rules and 

further, that I will follow these rules to the best of my ability to ensure that the 

safety of everyone on the bus is guaranteed. 

 

Bus Assistant Name: __________________________________ 

Bus Assistant Signature: _______________________________  Date: 

__________________ 
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Procedure 1: 

SCHOOL TRIP PROCEDURE 

1. At least one month before: Discuss/email trip idea with Management – 

check appropriateness of location and availability of date. Lead 

teacher/organiser needs to oversee the trip and its arrangements. Check 

your trip does not clash with other trips/activities.  

 

2. At least 3 weeks before: Book trip and establish costs. MoE regulations 

state that we need to inform them of the trip and its details at least 2 

weeks before. 

 

3. At least one week before: Letter to parents stating: trip location, 

rationale, date, cost. Include child’s name, and place for parents to sign to 

give permission.  

 

4. At least one week before: Talk to Ms. Hanan  to ensure availability of 

transport to location.  She will need to know the estimated number of 

people (children and adults) going on the trip, location, time to leave 

school, time they need to be picked up from location and time they will 

be back at school. 

 

5. Health and Safety Trip Form. This needs to be filled in and given to 

Admin (Ms. Manal) for approval the day before the trip at the latest. 

Student/Adult ratios need to be checked and names of adults to assist 

written on this form. Signed copy stays to be filed in Trip folder, 

photocopy goes with trip organiser. 

 

6. Adults going on the trip need to be informed at least the day before the 

trip. If any subject teachers, assistants and/or nurses are going on the trip, 

classes that will be affected by their absence will need to be informed at 

least the day before. 

 

7. On the day before the trip, collate the permission slips.  
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  Please ensure you remind children at least 2 – 3 days before that they 

will not be allowed on the trip if the forms are handed back only on the 

day of the trip, as adult – student ratios as well as busses cannot be 

guaranteed. If necessary, hand out slips again 2 – 3 days prior to the trip 

and/or leave reminders on DC. 

 

8. On the day before the trip check the booking, check the bus has been 

booked, check food/water, if needed, has been organised. 

Before the trip, ensure that you have organised any educational activities for 

the day related for the trip. Alternatively, that all teachers are aware of the 

educational activity to be done at school after trip, so appropriate information 

can be gathered, photos taken etc while on the trip. 

On the day of the trip:- 

• Every class must go over the trip rules before they leave for the bus. 

• Organiser of the trip needs to have signed Health and Safety form, and all 

items listed. 

• Check that every class teacher has signed trip permission forms and a 

class list. All children must have permission to go on the trip. No 

permission, no trip. 

• Make sure that any child who is not going on the trip has been allocated to 

another class. Their names and what class they are in must be written 

down and given to Admin  

• Ensure all adults necessary have arrived, and check class lists before 

leaving the school grounds. 

 

Please ensure that all relevant information regarding the trip, as well as a sample 

of the activity/ies related to the trip is filed in the Trip Folder with Ms. Hanan 

on reception. 

 

 

Enjoy your trip! 
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Template 1:  

SCHOOL TRIP RISK ASSESSMENT 

Health & Safety Checklist 

 

Class/es going: ________________________________________   

 Date:____________________ 

Trip destination: _______________________________________ 

How are you travelling to the destination? ___________________ 

By bus: Check the bus is big enough to safely carry the number of children you 

have. The number of people (students & staff) must never exceed 12. 

On the bus: 

• No children should not be seated next to emergency exit or in the front 

seat. 

• Windows need to stay shut 

• Adults base themselves in the different parts of the bus. 

Have you got the correct adult to child ratio? 

EYFS: 1 adult for every 6 children        Grade 1: 1 adult for every 6 children     

Grade 2: 1 adult for every 8 children    

Grade 3 and 4: 1 adult/ for every 10 students 
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No. of children:   No. of adults:  

 Ratio is: 

 Names of teachers on trip Names of other adults (eg. Assistants, parents) 

  

1. 

____________________________________________ 

2. 

____________________________________________ 

3. 

____________________________________________ 

4. 

____________________________________________ 

5. 

____________________________________________ 

6. 

____________________________________________ 

 

1. 

____________________________________________ 

2. 

____________________________________________ 

3. 

____________________________________________ 

4. 

____________________________________________ 

5. 

____________________________________________ 

6. 

____________________________________________ 
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Please provide the necessary information and then highlight/circle the 

correct statement (add a comment, if required): 

 

Trip 

destination – 

identifying 

hazards and 

assessing 

their risk 

(risk rating 

high/mid/low

) 

Below, provide details of possible hazards at your destination 

and specify control measures you are putting in place to reduce 

those risk factors. 

 

1. 

___________________________________________________

_ 

 

2. 

___________________________________________________

_ 

 

3. 

___________________________________________________

__ 

 

4. 

___________________________________________________

__ 

 

5. 

___________________________________________________

__ 

When you 

arrive at the 

destination, 

how will you 

safely get to 

the children 

from the 

transport 

and inside to 

your 

destination?  

1. One teacher gets off bus first and stays at front of group.  

2. One teacher stays at back. Other adults spread amongst 

children as they form a line (in pairs) as they get off bus. Walk 

in this formation to entrance. 

3. Children are on bus in groups with a designated adult, and 

leave bus with this adult, and remain with this adult as they line 

up and walk to the trip activity. 

4. Other, please specify: _______________________________ 

___________________________________________________

____ 

___________________________________________________

____ 

___________________________________________________

____ 
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___________________________________________________

______ 

How are you 

going to 

make sure 

that all 

children will 

be monitored 

at all times?  

E. g. where 

will you place 

teachers/adult

s? Will an 

adult be 

responsible 

for a small 

group at all 

times, or will 

you be one 

big group 

with adults 

placed 

strategically? 

Will each 

class teacher 

look after 

their own 

class? How 

often/when 

will you take 

head 

counts/read 

the class roll? 

1. In groups, one adult responsible for each group throughout 

activity. Adult has names of group written down to check 

intermittently/head count. 

2. One big group, where adults are spaced strategically. Roll 

call taken intermittently/head count. 

3. Teacher and appropriate number of adults will look after own 

class, and take roll call intermittently/head count.  

 

4. Other, please specify: 

___________________________________ 

___________________________________________________

____ 

___________________________________________________

____ 

___________________________________________________

____ 

___________________________________________________

____ 

What will 

you do if 

there is an 

incident such 

as bad 

behaviour or 

an injury? 

1. Injury: 

a. If necessary, ring emergency number. 

b. Do first aid as necessary. 

c. Phone school if serious. 

d. Fill in accident report when return to school. 

2. Behaviour: 

a. Child taken out of activity and kept to side.  
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b. School informed.  

c. Incident report written when return to school.  

3. Other, please specify: 

___________________________________ 

___________________________________________________

____ 

___________________________________________________

____ 

___________________________________________________

____ 

___________________________________________________

____ 

Medical 

requirements 

Have you 

checked if 

any children 

need to take 

medication 

them or have 

medical needs 

that you need 

to prepare 

for? Anyone 

with allergies 

– are they 

relevant to the 

trip you are 

going on? Do 

you need to 

talk to any 

parent about 

this before 

you go on the 

trip? 

1. No children need medication. 

2. These children need to take medication with them: 

a. 

___________________________________________________

__ 

b. 

___________________________________________________

__ 

c. 

___________________________________________________

__ 

3. Is a nurse required on the trip?              Yes               No 
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ONLY CHILDREN WITH A SIGNED PERMISSION SLIP ARE 

ALLOWED TO GO ON THE TRIP 

Others will need to stay at school - arrangements need to be made for these 

children for while you are out of school on the trip - please complete the form 

provided and hand it to Ms. Manal along with the risk assessment form: 

1. Names of children staying behind need to be given  

2. Classes and teachers who will accommodate these children need to be given  

3. Parents need to be informed that child/ren will not go on the trip 

4. Any medical requirements need to be stated 

All teachers must have with them:  

• A copy of their class list, noting those absent that day/not on the trip  

• Returned permission slips – this means you will have the phone numbers 

of the parents if you need them. 

• At least 2 cell phones amongst the adults on the trip  

• Medication etc for children with needs 

• A first aid kit 

This form needs to be given to Ms. Manal at Reception, and will then be 

reviewed by the Principal or the Deputy Principal. Please note the School Trip 

procedures and be reminded that no trips will be authorised past the stipulated 

deadlines.   

(A copy of this Risk Assessment needs to go with the trip organiser on the day.) 

 

Signed:   

Teacher (Organiser): _______________________________________

 Signature: ________________________ 

Manager: _________________________________________________

 Signature: ________________________ 

 

School Contact numbers: 

Principal:                               School Phone: 4427 5927 or 3328 

0438 

 

Template 2: 

SCHOOL TRIP INFORMATION 

 

Class   Year 3        السنة الدراسية 

Place of Trip  Mall of Qatar – The Giant King   مكان توجه الرحلة

  

Date of Trip  3 December 2017     تاريخ الرحلة  
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Duration of Trip 7.00 am to 12.30 pm      وقت قيام الرحلة من

 المدرسة 

Transportation  Bus       وسيلة الانتقال  

Cost of Trip  QR 75 including breakfast     يرجى العلم بأن

 تكلفة هذه 

NOTE: All students should wear PE uniform and bring a lunch box and 

some pocket money. 

________________________________________________________________

__________________ 

RETURN SLIP 

My child has permission to go on the school trip  

 أوافق على اشتراك ابني/ ابنتي في الرحلةالمتوجهة إلى 

 

My child does not have permission to go on the school trip 

 لا اوافق على اشتراك ابني / ابنتي في الرحلة المتوجهة   

 

Student Name:  ___________________________________   أسم التلميذ  

  

Class:  ___________________________________ الصف   

Telephone Number:  ___________________________________  رقم

 الهاتف

Parent Signature:  ___________________________________  التوقيع 

 

Template 3: 

AFTER TRIP WRITE UP 

Year Group/Class: _________________________ 

Trip Destination: _________________________ 

Date: ___________________ 

 

Description of Trip: 

 

 

 

 

 

Samples of before or after trip activities:  

 

 

 

 



 
 

271 
 

EMPOWERING LEARNERS FOR LIFE 

                         E: enquiry@galileois.com, T: +974 30313523, A: Street No 656, Zone 53, P.O Box 12968, Muaither North, Doha, Qatar.  

 

 

Trip Reflection: 

 

 

 

 

 

 

Please attach photographs of the trip on a blank page. 
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D03: SCHOOL CLINIC AND HEALTH POLICY 

 

The following information outlines some of the important policies governing 

the clinical and nursing care functions of the School Clinic.  

 

1. The primary roles undertaken by the School Clinic are as follows:  

• Provide first aid or emergency care to sick or injured students.  

• Assess students, to detect early signs and symptoms of health problems, 

which will affect learning.  

• Monitor and maintain growth and development of students.  

• Administer nursing care appropriate to the identified nursing needs of the 

students.  

• Plan, implement and evaluate health education programme for students.  

• Plan, implement and evaluate vaccination programmes for all the students 

in the School.  

• Maintain and submit required records and reports as per Ministry of 

Health guidelines.  

 

2. Guidelines on Accident and Emergencies:  

• The School Nurse or the School Administration shall notify the parents or 

guardians in the event of accidents and/or cases of emergencies. The 

School Administration is to ensure that all student and parent details are 

updated termly so that contact can be made without problems in case of 

an emergency.  

• The School Nurse shall ensure that the parents or guardians have 

authorised the administration of emergency medical treatment for the sick 

or injured students.  

 

3. Policy on Medication: 

• Medication brought in from home, will not be administered without a 

written prescription from the doctor. This includes all over the counter 

medication such as Paracetamol.  
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• All medications shall be stored in their original pharmacy or 

manufacturer labelled containers, and in such manner as to render them 

safe and effective.   

• A parent, guardian or a designated responsible adult will deliver the 

prescription medications to the School Nurse. Medication must not be left 

with the class teacher.  

• The student shall only take the medication under the supervision of the 

School Nurse.  

 

4. Policy on Sickness: 

• Students who have a fever measuring 37.7 and above, are vomiting or 

diagnosed as clinically unwell by the school nursing team will not, under 

any circumstances be permitted to return back to the classroom and/or 

travel home by school bus. They are required to be collected by a parent 

or guardian 

• In order to return to school, the child should remain fever free for 24 

hours without the use of fever – reducing medications, i.e. Paracetamol.  

5. Policy on Immunisation: 

• Scheduled vaccination programs will take place for students in line with 

Ministry of Health guidelines.  

• Consent forms will be distributed for those wishing to partake.  

• Parents are required to submit applicable vaccination documents to the 

School Nurse for recording purposes.  

• The School Nurse shall maintain the cumulative School Health Records 

on all enrolled students.  

6. Policy on Referral to Health Care Providers: 

For students who require further medical intervention, the school nurse and/or 

the School Counsellor/Psychologist will provide a referral notification 

document to the parent.  

 

7. Confidentiality Policy: 

Information in the student's School Health Record will not be released to third 

parties, except with written permission from the parents or guardians, or a 

directive from any of the State of Qatar’s ministries.  



 
 

275 
                          E: enquiry@galileois.com, T: +974 30313523, A: Street No 656, Zone 53, P.O Box 12968, Muaither North, Doha, Qatar.  

EMPOWERING LEARNERS FOR LIFE 

 

8. Forms and Declarations: 

The following forms/documents/declarations are required to be submitted to the 

School Clinic, through the Admission Office, prior to the child's 

commencement Galileo International School: 

• Personal Information / Medical History / Immunisation declaration  

• Consent for the Administration of Medications  

• Consent for Emergency Treatment  

• Dietary Information  

• Copy of updated vaccination card, in English or translated into English.  

• Any other medical information the school needs to be aware of: your 

child’s place at the school will not be guaranteed if you do not submit 

required medical forms and documentation.  

9. Communications and Updates from the School Clinic: 

As and when it is appropriate, parents or guardians may receive the following 

notifications from the School Nurse:  

• Notification of Head Lice  

• Notification of communicable Diseases  

• Vaccination Information to Parents  

• Other general illness or injury notifications 
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D04: EMERGENCY EVACUATION POLICY 

 

1. Policy Statement: 

Emergency and evacuation situations in a school setting can arise in a number 

of circumstances and for a variety of reasons. In the event of an emergency or 

evacuation situation, the safety and well-being of all children, staff and visitors 

to Galileo International School are paramount, and as such, Galileo 

International School is committed to identifying risks and hazards of emergency 

and evacuation situations, and planning for their reduction or minimization, and 

ongoing review of planned actions around handling these situations. 

 

2. Requirements: 

a. The emergency and evacuation procedures are to set out 

1. instructions for what must be done in the event of an emergency, and 

2. an emergency and evacuation floor plan 

 

b. for the purposes of preparing the emergency and evacuation procedures, 

Galileo International School ensures that a risk assessment is conducted to 

identify potential emergencies that are relevant to the daily running of the 

school. 

 

c. Galileo International School must further ensure that: 

1. the emergency evacuation procedures are rehearsed every 3 months and 

include all on site at the time 

2. the rehearsals of the emergency and evacuation procedures are 

documented 
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d. Galileo International School ensures that a copy of the emergency evacuation 

floor plan and instructions are displayed in a prominent position near each exit 

of the school premises. 

 

3. The School Principal will: 

1. Work together with staff to develop procedures to manage all risks 

associated with emergency and evacuation situations (See in School 

Procedures folder) 

2. Ensure the development of an emergency evacuation floor plan (See in 

School Procedures folder) 

3. Ensure educators and staff have ready access to an operating telephone or 

similar means of communication and that emergency telephone numbers 

are displayed clearly in all classrooms and all public areas 

4. Ensure that all staff have ready access to emergency equipment such as 

fire extinguishers and fire blankets, and that staff are adequately trained 

in their use 

5. Ensure that emergency equipment is tested as recommended by 

recognised authorities 

6. Ensure that up to date portable emergency contact lists and class registers 

are held in each room within the school and that evacuation procedures 

include the carrying of this list by the Class Teacher at the point of 

evacuation 

7. Ensure that all emergency evacuation risk assessments are carried out 

8. Ensure the emergency evacuation procedures and floor plan are displayed 

in a prominent position in all public areas and near each exit and that all 

staff are aware of these 



 
 

279 
                          E: enquiry@galileois.com, T: +974 30313523, A: Street No 656, Zone 53, P.O Box 12968, Muaither North, Doha, Qatar.  

EMPOWERING LEARNERS FOR LIFE 

9. Ensure that all staff are trained in the emergency evacuation procedures 

10. Ensure that all staff are aware of the emergency evacuation points 

11. Ensure that all children are regularly made aware of emergency 

evacuation procedures and assembly points 

12. Ensure that rehearsals of evacuation procedures are regularly scheduled, 

live at least every 3 months 

13. Ensure that staff are aware of when scheduled emergency evacuation 

drills are to take place 

14. Ensure that spontaneous rehearsals also take place to ensure staff 

participate in the simulation of an unplanned emergency evacuation 

15. Provide staff with feedback after each scheduled and spontaneous 

rehearsal to assist in refining the risk management procedures around the 

safe evacuation of staff and children.  

16. Ensure that all scheduled, spontaneous and actual emergency evacuations 

are documented and reviewed 

17. Ensure that a fire marshal is appointed for each block to guarantee that no 

one is left behind and all staff and children are accounted for 

 

4. In case of fire: 

1. Operate the nearest fire alarm call point 

2. Carry out any previously arranged evacuation duties to be done in the 

event of fire and go to the dedicated fire assembly point 

3. On sounding the alarm the fire brigade will be summoned, if necessary, 

by senior management. All staff, pupils and visitors must leave the 

building immediately, closing doors behind them as necessary. Once each 

classroom has been cleared, a chair is to be place outside the closed 

classroom door to indicate that there is no one left behind 
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4. Assembly points have been designated and a diagram displaying how to 

reach them is placed in each room. 

5. Only if there is no risk to personal injury should attempts be made to 

tackle a fire using a suitable fire extinguisher. In addition, if there is no 

risk of injury, mains electricity should be turned off.  

6. The designated fire marshals are to check their allocated areas to ensure 

that everyone has left the building before they make their way to the fire 

assembly point. 

 

5. Action on Hearing a Fire Alarm 

1. The Teacher or responsible adult will supervise children leaving the 

building by the designated exit, closing the door when the last person is 

out and placing a chair in front of the door signaling the empty room 

2. Bathrooms should be carefully checked 

3. Proceed to line up point in the playground 

4. Walk quickly and do not run. 

5. Keep calm. 

6. Do not stop to collect any personal belongings or books. 

7. Registers will be taken to the line-up points by the class teachers for roll 

call. 

8. If the fire brigade have been called there must be clear access to the site 

by emergency services. 

 

Appendix 1:  

SCHOOL EMERGENCY RESPONSE PLAN 

 

1. Purpose of the Plan: 
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The School Emergency Response Plan is intended to provide school 

administrators, teachers and members of staff with simple systematic 

emergency procedures that explains what to do in case of an emergency. It also 

comes with the advantage of having all these procedures in one convenient 

folder. 

  

The purpose of Galileo International School Emergency Response plan is to 

identify and respond to incidents by outlining the responsibilities and duties of 

our school and its employees. Developing, maintaining and exercising the plan 

empowers employees in an incident to act quickly and knowledgably. In 

addition, it outlines responsibilities before, during and after an incident for staff, 

students and other stakeholders.  

 

For this Plan to be effective, it is important that school Principal along with the 

Emergency Response team inform school staff of all emergency procedures at 

least once per term, preferably at the first staff meeting of each term.  

The ultimate goals of this Plan are to protect the health and safety of all Galileo 

students and staff and to minimize the potential human and financial loss 

associated with many emergencies.  

 

In the event of an emergency, the school representative will be able to carry 

crucial information in one folder like emergency telephone numbers, student 

and staff lists and floor plans.  

 

2. Scope of the Plan: 

Galileo International School Emergency Procedures Plan outlines the 

expectations of all staff on site, their roles and responsibilities, direction and 
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control systems, communication plans, training outlines in the case of an 

emergency on school grounds. 

 

a. Definitions: 

Incident: is an occurrence that requires a response to protect life or property. 

The Principal/Health and Safety Officer shall have the authority to determine 

when an incident has occurred and to implement the procedures within this 

Plan. 

 

Hazards: include situations involving threats of harm to students, personnel, 

and/or facilities. Hazards include, but are not limited, to natural, technological, 

and human-caused incidents. Hazards may require an outside agency response 

involving law enforcement and/or emergency services agencies depending on 

the scope of the incident. 

 

3. Hazard Analysis Summary 

a. School Population: 

General Population: 

Galileo International School’s current enrolment is ______ students, located in 

7 buildings (refer to School Map in the Appendix). These students are supported 

by a staff, consisting of: 

____ Teachers 

____ Administrators 

____ Office/Support Staff 

____ Teaching Assistants 

____ Cafeteria Staff 

____ Maintenance Staff 
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____ Guards 

 

Special Needs Population: 

The Special Need Population may include students or staff with: 

____ Limited Language Proficiency 

____ Visual Disabilities 

____ Cognitive Disabilities 

____ Deafness 

____ Physical Disabilities 

____ Other fragile health (i.e. asthma) 

 

Classrooms or other areas of the school housing students and/or staff that 

require additional assistance during an incident will be highlighted in yellow on 

the School Map. A list of students and/or staff with special needs is attached in 

the Appendix.  

 

4. Building Information: 

Galileo International School includes 7 buildings, 3 sports grounds, 

__________________. A map of the buildings, annotated with evacuation 

routs, fire alarm pull stations, fire extinguishers, First Aid Kits, hazardous 

material storage and others, is included in Appendix D. 

 

5. Hazard Analysis: 

The Health and Safety Team at the school regularly assesses the school grounds 

for potential hazards that may impact the site, the staff and/or the students. 

Identified hazards have been assessed by risk and likelihood and ranked 

accordingly. 
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6. Preparedness and Prevention  

a. Preparedness is achieved and maintained through a continuous cycle of 

planning, organising, training, equipping, evaluating, and taking corrective 

action. Galileo International School fosters preparedness at all times and at all 

levels, including students, staff and parents. Examples of preparedness include 

maintaining this plan, conducting training, planning and implementing drills, 

etc. 

b. Prevention includes actions to avoid an incident or to intervene to stop an 

incident from happening. Galileo International School is committed to taking 

proactive steps for prevention wherever possible to protect the safety and 

security of students and staff. Our Behaviour Policy and Anti-Bullying Policy, 

as well as the implementation of our Health and Safety Committee are such 

measures.  

 

7. Limitations: 

No guarantee can be implied by this plan of a perfect incident management 

system. As personnel and resources may be overwhelmed, Galileo International 

School can only endeavor to make every effort of manage any adverse situation, 

with the resources and information available at the time.  

CONCEPT OF OPERATION 

School personnel are naturally the first on the scene of an incident in a school 

setting. Emergency Team Members are expected to take charge and manage the 

incident until it is resolved or command is transferred to someone more 

qualified and/or to an emergency responder (i.e. Civil Defense, Ambulance).  
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Emergency Team Members (ETM) 

The Emergency Team Members will be identified in the school and the team 

will consist of: 

• Principal and Deputy Principal 

• Administration Team 

• Safety and Risk Officer 

• Information Technology Officer in the school  

• Facility Manager of the school 

• All Safety Officers of the Premises 

 

The ETM will be responsible for: 

• Ensuring all required logistics, supplies and equipment are available; 

• Coordinating training schedules and plans; 

• Ensuring training and drills are carried out according to planned 

schedules 

• Ensuring Response schedules for each emergency code are prepared 

organization wide. 

 

The Principal, Deputy Principal and the Admin Manager are responsible for 

activating the Emergency Procedures Plan. 

 

The Principal will: 

• Assume overall direction of all incident management procedures based on 

the Emergency Procedures Plan. 

• Take necessary steps to ensure the safety of students, staff and other 

individuals on site 
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• Implement incident management protocols (i.e. evacuation, isolation, 

etc.), if necessary 

• Work with emergency services personnel (i.e. Civil Defense, Ambulance, 

etc.) 

• Keep the Managing Director informed of the situation. 

 

Teachers will: 

• Ensure that they know the Emergency, Security and Safety procedures 

• Ensure all escape routes are kept clear and fire doors are closed at all 

times 

• Supervise students under their charge 

• Take steps to ensure the safety of students, staff and other individuals  

• Direct students to their assembly points 

• Take attendance when class has relocated to the designated assembly 

point 

• Report missing students to the Principal or her designee 

• Obtain or render First Aid Services if necessary 

• Await instructions from the Principal 

 

Nurses will: 

• Ensure that they know the Emergency, Security and Safety procedures 

• Administer First Aid or emergency treatment 

• Supervise First Aid administration  

• Organize First Aid and medical supplies 

 

Maintenance staff/Health and Safety Officer will: 
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• Ensure that they know the Emergency, Security and Safety procedures 

• Survey the building damage and report to the Principal and the Managing 

Director 

• Control main shutoff valves for gas water, and electricity and ensure that 

no hazard results from those 

• Ensure all escape routes are kept clear and fire doors are closed at all 

times 

• Provide damage control as needed 

 

Administration Staff: 

• Ensure that they know the Emergency, Security and Safety procedures 

• Answer phone calls and provide consistent information to callers 

• Provide for the safety of essential school records and documents 

• Provide assistance to the Principal and/or Emergency personnel 

 

FLOOD, SANDSTORM AND/OR OTHER SEVERE WEATHER   

 

SEVERE WEATHER 

Policy In the event of severe weather, members of staff should follow defined 

safety procedures. 

Procedure Generally, there are two types of unusual weather conditions which 

may occur and for which extraordinary precaution should be taken: 

 

• Severe thunderstorm or sandstorm activity 

• Tornado 

 

Severe Thunderstorm or Sandstorm Activity 

 

Call the crisis and emergency management committee of the Ministry 

of Education and Higher Education 44045999. 

 

If and when the Facility Manager is notified of probable severe 
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thunderstorm or sandstorm activity and the estimated duration of such 

activity during regular business hours, Facility Management Staff will 

notify Members of staff. 

 

Tornado Warning 

 

Tornados are a highly unlikely event in the State of Qatar. If one is 

detected, the weather service may announce the approximate time and 

direction of movement 

Should a severe storm or tornado occur, the following safety procedure 

is  recommended:  

a) Move away from the exterior perimeter of the Building and 

from exterior glass. This means staying away from windows, 

doors, atriums, lobbies, and outside walls of the Building. 

Move to a corridor or inside a safe classroom. 

 

b) As you move, try to close the doors of classrooms that have 

windows. Also, be sure the door is closed tightly, but not 

locked. 

 

c) Go to interior rooms, hallways, centre corridors, or stairwells. 

Sit down and protect yourself by putting your head as close 

to your knees as possible or kneel protecting your head. 

 

d) The stairwells are safe. 

 

e) DO NOT go to the ground floor reception area or outside of 

the building. There is high risk of being hurt by flying glass 

and objects. 

 

f) If you are trapped in an office adjacent to the exterior 

windows seek protection under a desk. 

 

g) Keep Calm. 

 

h) If you have a radio or television, tune it to a local station for 

information. 

 

i) DO NOT use the telephone to get information or advice. 
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j) Once the weather has subsided, the Safety Officer shall 

report any damage or storm related leaks to the Facility 

Management and the Principal. 

  

 

FLOODING 

Policy 1.1 In the event of flooding, members of staff are responsible to 

inform the Facility Management at the earliest time possible. 

 

Procedure 1.2 Flooding can occur if severe weather hits, a sprinkler system 

leaks, or a drain backs up. If this situation develops, the following 

procedure should be followed: 

 

a) Call the Facility Management immediately at the number 

listed on the Essential Contact List.   

b) Call the Crisis and Emergency Management committee of the 

Ministry of Education and Higher Education 44045999 

 

c) Facility Management staff will be dispatched to determine 

the cause of the flooding and immediately take steps to lessen 

or stop the flow of water.  

 

d) If the water smells like sewage, avoid having people walk 

through it. 

 

e) The school maintenance staff or cleaning personnel will be 

using their equipment to clean up the common areas.  

Members of staff may request their assistance on a 

reimbursement basis. 

 

The Principal will determine whether or not to activate the Emergency 

Procedures Plan. 

 

1. In case of a severe weather warning, forecasting heavy rains and/or 

thunderstorm or severe winds and sandstorms, and the forecasted conditions are 

indeed observed; students are to be kept in the classrooms until the severe 

weather has passed.  
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2. Should the adverse weather conditions persist, the Principal has the authority 

to announce and confirm an Emergency School Closure, notifying the 

Administration team and the Managing director. 

 

3. Once Emergency School Closure has been confirmed, the school must 

contact: 

 

a. Parents (via telephone, Parent Portal, Class Dojo or any other means of 

communication) to inform them of the situation and to arrange for their child to 

be picked up. 

 

b. Bus Drivers: to drop off bus children at home at the earliest 

 

 

In case of emergency evacuation (water leaking into the classroom posing a 

safety hazard) 

 

• Execute evacuation procedures 

• Take attendance 

• Report missing or injured students 

• Teacher to remain with class throughout the process 

• Do not return to the classroom/part of the building until it has been 

inspected and declared safe 

• Document all actions taken 

 

Severe Weather Conditions over night: 

Should adverse weather happen overnight and cause flooding and/or other 

conditions that may hamper a safe entry into the school, the Principal may 

decide before the start of school, and after conferring with the Managing 

Director, to perform an Emergency School Closure before the start of the school 

day. 

 

In this case: 

a. parents are to be informed via text message, phone call, parent portal, Class 

Dojo and/or any other means of communication 

b. security personnel at the school is to be informed via phone call and must not 

allow any students and/or parents to enter the school grounds on that day 

c. Bus drivers are to be informed that there will be no busses running on that 

day due to Emergency School Closure 
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d. Maintenance Department: in case of any structural damage to the school 

building 

e. Mr. Othman: that no food needs to be supplied due to Emergency School 

Closure 

 

Decisions by the Ministry of Education with regards to Severe Weather 

Conditions: 

 

Should the Ministry of Education and Higher Education issue a 

recommendation that schools are to remain closed due to adverse and severe 

weather conditions, this is to be followed and all stakeholders are to be 

informed as above. 

       

FIRE 

  

IF YOU DISCOVER FIRE OR SMOKE 

FIRE EMERGENCY 

Policy In the event of a fire or any indications that may lead to suspicion of a fire, 

the safe and rapid evacuation of the Building is the joint responsibility of 

Facility Management and the Members of staff in that area. Therefore, it is 

imperative that each member of staff becomes familiar with the Emergency 

Procedures.  

 

If safe to do so, the Safety Officer of each zone is in charge of their 

allocated zone until the zone is cleared and should proceed with their own 

evacuation.  Should any person in the Building suspect or witness any 

indication of a fire, that person should initiate the Fire Emergency 

Procedures. 

 

Important Notes: 
 

• In a fire emergency, all members of staff will comply with the 

directions of the Safety Officer(s). 
 

• All members of staff should become familiar with the school-specific 

fire plan 
 

• All areas in the Building will have signs clearly stating fire 

procedures, fire exits, assembly points, location of fire extinguishers 

and evacuation routes. 
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Procedure The following steps should be taken by members of staff upon detection or 

suspicion of fire:  

 

1. Leave the fire area immediately unless you are trained to quench fire. 

Close all doors behind you.  

  

2. Activate the nearest fire alarm – use the manual pull station and inform 

the Principal or Deputy Principal, the Health and Safety Officer and the 

Administration Office who will call for the Fire Department to be 

dispatched.  

  

3. Proceed to evacuate to the assigned Fire Assembly Points. Close doors 

behind you. A chair in front of the door is to indicate that the 

classroom/room is empty.  

 

4. All Fire Marshals and School Administrators are to wear bright yellow 

‘Safety Vest’   

 

5. Class Teachers, Principal, Health and Safety Officer to bring the School 

Emergency Response Plan. All teachers will bring their student class list.  

 

a. Children to be lined up at the fire assembly points 

• attendance to be taken by the class teacher 

• if anyone missing, inform Principal, Admin, Fire Marshal assigned, 

Health and Safety Officer and/or the Fire Department 

b. Fire Marshal assigned to each building is to give the ‘all clear’ and 

confirm no one is inside the building/s. 

 

6. All Fire Marshals and School Administrators are to wear bright yellow 

‘Safety Vest’   

  

7. Follow all instructions given by the Fire or Police Department. Do not 

return to the school buildings until they are declared safe by the Fire 

Department.  

  

8. Principal or Deputy Principal to notify Managing Director and other 

branch Managers. Admin Team to also inform Mr. Othman regarding 

Cafeteria arrangements. 
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FIRE DRILLS 

Policy Fire drills are completed as arranged by the school and every effort is made 

to ensure that everyone is included. Prior notice of a fire drill may not be 

given in some instances to make the drill as realistic as possible. 

Procedure This will be done in accordance with the Health and Safety Policies and 

Procedures. 

 

    

MEDICAL EMERGENCY 

Policy 

 

 The school nurses (and qualified first aiders) are responsible for 

providing adequate first aid to the students, members of staff and 

Visitors if required. 

Procedure In the event that a students, members of staff or a visitor should 

become injured or seriously ill within the school: 

 

Dial 999 and say “Ambulance” when answered. Be prepared to 

provide the following information: 

 

a) The address of the school  

b) The location of the injured person 

c) The nature of the problem or emergency. (Check to see if 

the victim is wearing a Medi Alert or similar bracelet, 

necklace, etc. It describes the medical emergency 

requirements of the wearer.) 

 

Do not attempt to move the injured or ill person. Try to make them 

comfortable. 

Call the school nurse at the number provided on the Essential 

Contact List and give the same information.  

 

       

 

 

CHEMICAL SPILL 

Policy In the event of a chemical spill, member of staff should follow 

defined safety procedures. 
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Procedure Person discovering the Spill: 

• Alert others around the immediate area to leave the area 

• Close windows and doors and restrict access to the affected 

area 

• Leave area immediately  

• Notify Principal/Teacher/laboratory technician/Health and 

Safety Officer 

• Do not eat or drink anything  

Call the crisis and emergency management committee of the 

Ministry of Education and Higher Education 44045999. 

 

Principal Actions: 

• Call 999  

• Activate Evacuation Procedures, avoiding exposure to all 

chemical fumes, and follow evacuation protocol  

• Notify Maintenance and Health and Safety Officer to shut off 

systems that may be affected 

• Follow all instructions given by the Fire Department and 

Police Department. Do not return to the school until it is 

declared safe by the Fire and Police Department. 

• Principal to notify Managing Director and other branch 

Managers 

• Admin Staff to notify and keep updated parents, as well as 

Mr. Othman 
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EARTHQUAKE 

Policy In the event of an earthquake, members of staff should follow the 

defined safety procedures. 

Procedure During an Earthquake 

 

a) Remain calm. 

 

b) If you are indoors:  

 

a. Move immediately to a safe place. Get under a 

desk, table, or workbench, if possible. Stand in an 

interior doorway or in the corner of a room. Watch 

out for falling debris or tall furniture. Stay away 

from windows and heavy objects (such as 

refrigerators and machinery) that may topple or 

slide across the floor. 

 

b. Do not dash for exits since stairways may be broken 

and jammed with people. Equipment may stop 

operating. Seek safety where you are at the time of 

the incident and then leave calmly if evacuation is 

necessary. 

 

c. Do not be surprised if the electricity goes out, or if 

fire alarm starts ringing, or if sprinkler systems go 

on. Expect to hear noise from breaking glass, cracks 

in walls and falling objects.  

 

d. Call the Police, Civil Defense and ambulance 999 

and provide them with available information.  

 

e. Emphasize on staying away from walls, mirrors, 

closets and windows and also emphasize on staying 

in the beginning of the stairwell in multi-floor 

buildings and NOT using the elevators under any 

circumstances.  

 

c) If you are outdoors: 
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a. Try to get into an open area away from buildings 

and power lines. 

 

d) After the first motion is felt, there may be a temporary 

decrease in the motion followed by another shock. Also, 

aftershocks may occur several minutes, several hours, or 

even several days afterwards. Sometimes aftershocks will 

cause damage or collapse of structures that were already 

weakened by the main earthquake. 

After an Earthquake  

 

a) Remain calm and take time to assess the situation. 

 

b) Seek medical help for those who need it. Cover injured 

persons with blankets, coats or other available pieces of 

clothing to keep them warm. 

 

c) Check for fires and fire hazards. Put out fires immediately 

if safe to do so. 

 

d) Check for damage to utilities and appliances. Facility 

Manager will shut off electricity if there is any chance of 

damage to wiring. 

 

e) Facility Manage will shut off water mains if breakage has 

occurred. In due time, report utility damage to the utility 

companies and follow their instructions. 

 

f) Do not:  

 

a. Touch power lines, electric wiring, or objects in 

contact with them. 

 

b. Touch any wet electrical appliance which is plugged 

in, until the electrical circuit has been de-energised. 

Unplug any appliance which has been exposed to 

water. Appliances that have been wet must be safety 

checked before using. 

 



 
 

297 
                          E: enquiry@galileois.com, T: +974 30313523, A: Street No 656, Zone 53, P.O Box 12968, Muaither North, Doha, Qatar.  

EMPOWERING LEARNERS FOR LIFE 

c. Use the telephone except to call for help or to report 

serious emergencies (medical, fire, or criminal), or to 

perform some essential service.  

 

d. Flush toilets until sewer lines have been inspected. 

 

e. Clean up and warn others of any spilled materials that 

are dangerous, such as chemicals, gasoline, etc. 

 

f. During an earthquake, the safest place is right where 

you are.  It is not safer outside the Building.  In fact, 

most injuries occur as people enter or leave a building, 

due to falling debris. 

 

g. If inside, stay inside; if outdoors, stay in an open area.   

 

h. Stand-by for emergency announcements/instructions. 

 

i. There are no rules for eliminating all earthquake 

danger. However following the above precautions can 

reduce damage and injury. 

 

THEFT 

Policy The school will not be responsible for any theft of personal property 

within the Building/ Premises.  However, all incidents should be 

reported to the security officers. 

Procedure Should a member of staff suspect that their classroom or work area 

has been broken into or if items are found to be missing, the 

member of staff should immediately inform the Facility 

Management, Local Police and the Security Officers. 

 

 

CIVIL DISTRUBANCE 

Policy In the event of a civil disturbance, members of staff should follow defined 

safety procedures. 

 

The school will not be responsible for any property damaged or personal 
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injury in the event of a civil disturbance. 

 

Procedure All members of staff and visitors should follow specific instructions of the 

Facility Management, Security team and/or local authorities. 

 

There are three basic categories of Civil Disturbance: 

 

a) Demonstration & Protest; 

 

b) Rioting; or  

 

c) Picketing. 

 

Should a civil disturbance occur near the school, the Facility Management 

and security will be prepared for possible conduct that could threaten the 

wellbeing and safety of members of staff and visitors. Accordingly, security 

shall be prepared to operate on two operational risk levels: 

 

 

Elevated Risk - Heightened Alert and Controlled Disturbance  

 

a) This status will be in effect when a known and publicly planned 

protest, demonstration or similar event is going to occur.  

 

b) The location of the event, the cause, reason and potential protest-

march routes for such an occurrence will all be assessed to 

determine what potential threat level to building facilities may 

exist. 

 

c) Under such circumstances, and if deemed necessary, Police will 

be called or security staffing will be increased appropriately to 

accommodate the assessment level of the threat.   

 

Lock Down 

  

a) A school wide lock-down will occur when the protest, 

demonstration, riot or an event would directly threaten the school 

and when unauthorised and/or unlawful entry into the school is 

imminent. 
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b) The lock down procedure will include the following:  

 

i. Securing of all perimeter doors, including reception area 

access points. 

 

ii. Powering off all automatic doors. 

 

iii. A Public Address announcement to all members of staff 

advising of the event. 

 

iv. Communications and interaction with law enforcement or 

designated emergency agency. 

 

v. Preparation for secondary actions, if needed, such as 

environmental actions. 

 

Civil Disturbance Announcement 

 

a) When a Civil Disturbance occurs outside of the school, members 

of staff will be advised by a Public Address announcement. The 

typical announcement that will be made is:  

 

“May I have your attention please? Due to a civil disturbance on the 

streets near the school, Security and/or Facility Management requests 

that all personnel remain in their classrooms/ work areas until the 

situation is under control.  You will be given regular updates on the 

situation. Thank you for your cooperation.” 

 

 

COMMUNITY EMERGENCY 

 

Policy In the event of a community emergency, members of staff are responsible 

to inform the Facility Management and the school administration at the 

earliest time possible. 

Procedure There may be an emergency in the neighbourhood or vicinity of the school 

(e.g. industrial fire, chemical spill, hostage standoff,) that may require the 

evacuation of the school or the lockdown of the school. The State of Qatar 

Officials (the Fire Department, Police Department) have the jurisdiction to 

initiate whatever action is deemed appropriate. Please follow their 

directions.  
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1. Follow the directions of Emergency Response Officials (fire, police, 

EMS).  

  

2. Are you being directed to close all windows and shut down the main 

electricity? Do so immediately.  

  

3. Are you being asked to lock all interior and exterior doors? Do so 

immediately.  

  

4. Are you being asked not to dismiss class at the usual time? Please follow 

the instructions. Please call the Administration Manager to notify Bus 

Drivers and parents regarding the bus schedule and dismissal times. 

  

5. Are you being asked to evacuate? Activate the fire alarm and proceed to 

evacuate.   

  

6. Bring your School Emergency Response Plan. All teachers will bring 

their student class list.  

  

7. Administrators will wear the Emergency Arm Bands (included in the 

folder).   

  

8. Once outside, take attendance of all students and staff. Is anyone 

missing? Inform the emergency response officials.   

  

 9. Principal to notify Managing Director and other branch Managers.  

10. Are you able to return safely to your school? Does the school need 

to be closed and for how long? – Admin Team to notify ALL parents 

and Mr. Othman about the Cafeteria Delivery. 

 

CRIMINAL AND/OR VIOLENT BEHAVIOUR 

Policy In the event of a criminal / violent incident, members of staff should follow 

the defined safety procedures. 

 

The school will not be responsible for any property damaged or personal 

injury in this event. 
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Procedure If an armed attacker is in the school there are a few important things to 

remember. 

 

a) Stay calm, signal for help. Alert anyone when possible or send 

someone to alert other administration if safe to do so. 

 

b) Notify: 

 

a. Security officers: dial the number on the Essential 

Contacts List 

 

b. POLICE: Dial 999 & say “Police” when answered.  Give 

as much details as possible.  

 

c) If faced with demands from the attacker, comply.  Sudden 

movements may prove fatal.  Move with caution. Do not make 

eye contact. 

 

d) Become invisible.  Take cover behind a door, file cabinet or other 

furniture. 

 

e) Try to notice the attackers distinguishing traits: clothing, 

ethnicity, weight, age, hair colour, presence of facial hair, type of 

weapon used, voice and presence of accent that may be important 

to further investigations 

 

f) When Police arrive, follow Police direction. 

 

g) Do not alter anything that may be evidence. 

 

h) Do not discuss the situation with anyone other than the Police or 

Facility Management representatives. 

 

i) Security officers will immediately go to affected area to assess 

and, if possible and safe to do so, command the situation until 

the police arrives. 

 

j) Once Police officials arrive on the scene they will assume 

command of the situation 
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INTRUDER 

Policy In the event of an intruder, member of staff should follow defined safety 

procedures. 

 

Procedure  

To prevent an intruder from entering school grounds, Galileo International 

School will ensure that all visitors entering school grounds on school days 

will register first with Security, depositing their ID card and obtaining a 

Visitor’s Pass. They will then be directed to the Main Office.  

 

In the event of an intruder, Galileo International School will contact law 

enforcement to ask for assistance.  

Staff is to be alerted in order to protect students and themselves. 

Personnel and students should remain calm until the situation is resolved. 

 

The Principal or the Deputy Principal will determine whether or not to 

activate the Emergency Procedures Plan. 

 

Actions will be: 

 

• Principal or Deputy Principal to put the school on lockdown 

• Principal or Deputy Principal to consult with law enforcement and 

emergency agencies 

• If appropriate and safe to do so, request intruder to leave the school 

grounds in a calm and confident manner 

• Keep intruder in view until the police or law enforcement arrives 

• Do not allow students, staff and/or other visitors to enter or leave the 

building until it has been determined safe to do so 

• Give an all clear after the threat has passed 

If she/he refuses to leave: 

A) Call the Police 999. 

B) Provide a description of the suspect. 
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CHOOL BUS ACCIDENT / INCIDENT 

Policy In the event of an accident (school bus accident) the driver and the assistant 

are responsible and should inform the Facility Management and the school 

reception at the earliest time possible. 

Procedure 1. The Bus Driver will call the Administration Manager   

  

2. Bus Assistant will Call 999.  

  

3. Administration Manager will inform the School Principal and arrange for 

another bus.  

  

4. Principal or Deputy Principal to notify Managing Director and other 

branch Managers.  

 

5. The Principal or Deputy Principal will instruct the Admin Team on how 

to notify parents.    

 

The Emergency Management plan is followed. 

 

 

       

WORKPLACE OCCUPATIONAL FATALITY 

Policy In the event of a workplace occupational fatality, members of staff should 

follow defined safety procedures. 

 

Procedure 1. Call 999  

  

2. Principal or Deputy Principal to notify Managing Director   

  

3. Admin Manager to notify the Emergency Contact person of the deceased 

  

4. Health and Safety Personnel to block area ensuring students and other 

staff members do not have access to the scene. 

 

5. In the event that there is no available Emergency Contact and the 

deceased is an expatriate, the Embassy should be notified.   
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NATURAL GAS LEAK 

Policy In the event of a natural gas leak, members of staff should follow defined 

safety procedures. 

 

Procedure 1. Is there a smell of natural gas? If so, open the exit door of the room 

that leads to the outside and close the entry door from within the school.   

  

2. Call Maintenance Manager to locate the gas shut-off and turn it off 

and also call the Civil Defense Department 999. Call the Crisis and 

Emergency Management Committee of the Ministry of Education and 

Higher Education 44055999. 

 

3. If the smell is detected in corridor(s) / classrooms, pull the fire alarm 

and proceed to evacuate. Do not operate any electrical switches.  

  

4. Bring your School Emergency Response Plan. All teachers will bring 

their student class list.  

  

5. Administrators will wear the Emergency Arm Bands (included in the 

folder).   

  

6. Once outside, take attendance of all students and staff. Is anyone 

missing? Inform the Fire or Police Department and Principal.    

  

7. Principal or Deputy Principal to notify Managing Director and other 

branch Managers.  

 

8. Are you able to return safely to your school? Does the school need 

to be closed and for how long? – Admin Team to notify ALL parents 

and Mr. Othman about the Cafeteria Delivery. 

 

       

 

BOMB THREAT 

Bomb Threat and Suspicious Packages 

Policy In the unlikely event of an incident involving a bomb threat or detection 

of a suspicious package, all Members of staff are to respond in a 

responsible and safe manner avoiding any circumstances that may 

increase the threat to themselves or other Members of staff in the school. 
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Procedure Threats may be made by: 

a) Direct telephone call to a Member of staff and/or Facility 

Management 

b) Telephone call to third parties such as television studios, 

newspaper offices and general businesses 

c) Detection of a suspicious package. 

 

1. REMAIN CALM!   

2. Person who receives the call/ information/ detect the suspicious 

package in the main office or around the school will notify the Principal 

or any member of the management team.   

3. Principal Deputy Principal will notify all staff through the PA system 

or ringing the alarm.  

  

4. School staff will search their workstations/class for any suspicious 

object. Search will last no longer than 5 minutes.  

  

5. If a suspicious item is found – the area will be isolated. Activate 

the fire alarm and proceed to evacuate away from the isolated area.  

  

6. Bring your School Emergency Response Plan. All teachers will 

bring their student class list.  

  

7. Administrators will wear the Emergency Arm Band (included in 

folder)  

  

8. Once outside, take attendance of all students and staff. Is anyone 

missing? Inform the Principal and Police Department.  

  

9. Follow all instructions by the Police Department. Do not return to the 

school until it is declared safe by the Police Department.  

  

10. Principal, Deputy Principal to notify Managing Director and other 

branch Managers.   

11. Are you able to return safely to your school? Does the school 

need to be closed and for how long? – Admin Team to notify ALL 

parents and Mr. Othman about the Cafeteria Delivery. 
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POWER FAILURE 

Policy A power failure will affect either an isolated area of the school or the 

entire school. In the event of a power failure, members of staff should 

immediately inform the Facility Management if their classroom/ area 

have been affected by the power failure. 

Procedure In the event of an electrical failure the following procedure should be 

observed: 

 

a) Contact the Facility Management immediately at the number 

listed on the Essential Contact List. 

 

b) Remain at your workstation or gather in an area where there is 

emergency lighting. 

 

c) Disconnect or turn off all electrical equipment so when power is 

restored, there will not be a surge of electrical power or initiate 

overload of the electrical system. 

 

d) Your telephone will continue to operate. 

 

e) Raise blinds to let in outside light.  

 

f) If you are instructed to evacuate, lock all areas and follow the 

defined Evacuation Procedures. 

 

g) Do not congregate in the reception area. 

 

h) DO NOT PANIC. 

 

i) The Facility Manager will attempt to advise you regarding the 

length and cause of the power failure as soon as possible. 

 

If the Facility Manager is notified of a power failure after regular 

business hours or on the weekend, Facility Management staff will notify 

the principal. 

 

SUDDEN EPIDEMIC/DISEASE BREAKOUT 

Policy To help prevent and control the transmission of infectious diseases in 

schools and to promote health within the school community  
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Procedure In the event of sudden epidemic/disease breakout the following 

procedure should be observed: 

 

a) Call an ambulance 999 providing them with the number of cases 

and with their information. 

 

b) Call the Crisis and Emergency Management Committee of the 

Ministry of Education and Higher Education 44045999. 

 

c) Call the clinic nurse and individuals with first-aid training. 

 

d) Seek support from the neighboring schools if needed. 

 

e) Try to calm down students and employees and separate them 

form infected cases 

 

f) Ensure the school’s exits and entrances are clear for ambulance 

access. 

 

g) Conduct an investigation in cooperation with the concerned 

authorities and report to the Management of Emergency Team in 

Ministry of Education and Higher Education.  

 

h) DO NOT PANIC. 

 

MASS POISIONING 

Policy To help prevent and control the students from getting effected with the food 

poisoning or to the staff  

Procedure In the event of mass poisoning the following procedure should be observed: 

 

a) Call an ambulance 999 providing them with the number of cases 

and with their information. 

 

b) Call the Crisis and Emergency Management Committee of the 

Ministry of Education and Higher Education 44045999. 
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c) Call the clinic nurse and individuals with first-aid training. 

 

d) Seek support from the neighboring schools if needed. 

e) Close and seize the source of poisoning: Make sure the source is 

NOT used across the school. 

f) Confiscate and provide samples of poisoned food/water to the 

competent authorities and request examination report.  

g) Try to calm down students and employees and separate them from 

infected cases. 

h) Ensure the school’s exits and entrances are clear for ambulance 

access. 

 

i) Conduct an investigation in cooperation with the concerned 

authorities and report to the Management of Emergency Team in 

Ministry of Education and Higher Education.  

 

j) DO NOT PANIC. 

 

CHILD MISSING/ABUCTED 

Policy The purpose of this policy statement is to give both teaching and 

non-teaching, a clear understanding of how to respond and who to 

inform should they discover a child is missing. 

Procedure In the event of Child Missing/Abducted the following procedure 

should be observed: 

 

a) Call the police at 999 and be ready to provide a description 

of the child/abductor including a description of the 

child’s/abductor’s attire. 

 

b) Call the Crisis and Emergency Management Committee of 

the Ministry of Education and Higher Education 44045999. 

 

c) Call the security. 

 

d) Notify the teachers and instruct them to take attendance. 

 

e) Try to calm down students and employees and separate 

them form infected cases 
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f) Cooperate with the police investigations. 

g) Call the parents of the abducted/missing child by the 

authorised person. 

 

 

DEATH OF A SCHOOL MEMBER 

Policy The purpose of this policy to advise staff members how to take 

appropriate action in case of a death of a School member. 

Procedure Staff Responsibilities: 

 

a) Call the police at 999 

 

b) Identify the problem and its location. Secure and isolate the area. 

 

c) Notify the school Principal. 

 

d) Move students quietly away from the area. 

 

e) Discourage discussions. 

 

f) Wait for the Police and Environmental Management System to 

arrive. 

 

g) Identify students in need of Immediate support 

 

PRINCIPAL RESPONSIBILITIES 

 

A) Call the Crisis and Emergency Management Committee of the 

Ministry of Education and Higher Education 44045999. 

 

B) Assist the police in locating and identifying the possible suspect (if 

any) and the casualty or the dead person. 

 

C) Assess the situation and cause of death. 
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EMERGENCY MANAGEMENT PLAN (EMP) PROCESS 

 

 

a 

 

 

 

 

 

  

Mitigation 

 

Preparedness 

 

Response 

 

Recovery 

 

• Assessment & Hazard Vulnerability Analysis 

• Identify probably/likely emergency situations & 
impact 

• Devise plans to handle these situations 

• Continuous assessment of preparedness 

• Improvement plans of existing procedures 
 

• Testing the EMP  

• Staff awareness & training of EMP 

• Scheduled drills & rehearsals 

• Communication links and back up 
communication 

• Availability of supplies (agreement with suppliers 

• Implementation of EMP including Medical 
Emergency & Non-medical emergency (Fire, 
Utility Failure, Bomb threat, Weather 
Emergencies) 

• Decontamination/Isolation procedures 

• Security/Incident surveillance 

• Reporting 

• Restoration of essential services 

• Resumption of normal operations 

• Begins as soon as the response phase does 

• Dealing with community reaction 
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Emergency Planning Checklist 

 

 

 

 

Planning Issues Completed yes/no Comments 

Does your organization have an 

emergency plan? 

  

Have you identified which tasks and 

positions would be essential during an 

emergency? 

  

Have you considered how to keep your 

organization operational with a large 

number of staff ill and unable to work? 

  

Have you considered alternative 

strategies on how to continue service 

delivery when normal methods  

are disrupted? 

  

Do you have a mechanism to monitor 

increases in staff absenteeism? 

  

Have you considered how you would 

communicate information to your staff 

and parents in an efficient manner? 

  

Have you considered how you would 

provide your staff with support and 

counselling if applicable? 

  

Have you trained your employees on 

proper hand-washing and respiratory 

hygiene? 

  

Have you educated children on proper 

hand washing and respiratory hygiene? 

  

Is your cleaning staff aware of proper 

disinfecting techniques? 

  

Have you considered how to deal with 

employees who report to work ill? 

  

Have you made your employees aware 

of emergency response plans? 

  

In case of a death on site, do you know 

who to contact? (i.e., EMS)? 
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HAND WASHING TECHNIQUE 
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Appendix 2:  
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316 
                          E: enquiry@galileois.com, T: +974 30313523, A: Street No 656, Zone 53, P.O Box 12968, Muaither North, Doha, Qatar.  

EMPOWERING LEARNERS FOR LIFE 

 



 
 

317 
                          E: enquiry@galileois.com, T: +974 30313523, A: Street No 656, Zone 53, P.O Box 12968, Muaither North, Doha, Qatar.  

EMPOWERING LEARNERS FOR LIFE 
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322 
                          E: enquiry@galileois.com, T: +974 30313523, A: Street No 656, Zone 53, P.O Box 12968, Muaither North, Doha, Qatar.  

EMPOWERING LEARNERS FOR LIFE 
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D05:  CHILD PROCTECTION POLICY 

 

1. Rationale:  

Galileo International School fully recognises its responsibilities for child 

protection. This policy, therefore, applies to all stakeholders involved in the 

daily running of the school. “Because of their day to day contact with individual 

children during the school terms, teachers and other school staff are particularly 

well placed to observe the outward signs of abuse, changes in behaviour or 

failure to develop.”(Working Together 2006) 

2. Aims:  

With this policy, Galileo International School aims to: 

1. Ensure that it practises safe recruitment in checking the suitability of all 

staff and volunteers to work with children.  

2. Raise awareness of child protection issues and equip children with the 

skills needed to keep them safe.  

3. Develop and implement procedures for identifying and reporting cases, or 

suspected cases, of abuse.  

4. Support pupils who have been abused in accordance with his/her agreed 

child protection plan.  

5. Establish a safe environment in which children can learn and develop  

Together with all stakeholders, Galileo International School will further: 

6. Establish and maintain an environment where children feel secure, are 

encouraged to talk, and are listened to.  

7. Ensure children know that there are adults in the school whom they can 

approach if they are worried.  
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8. Include opportunities in the curriculum for children to develop the skills 

needed in recognising and keeping safe from abuse.  

3. Roles and Responsibilities 

All adults working with or on behalf of children have a responsibility to protect 

them. There are, however, key people within Galileo International School who 

have specific responsibilities under child protection procedures.  

It is the role of the School Management to ensure that these key people are 

properly supported to carry out this task and that they are given time to fulfil the 

duties that their role demands. The School Management will further ensure that 

these key people are adequately trained and that they are given the opportunity 

to refresh and further their skills regularly. 

It is the responsibility of the School leadership team to ensure that the child 

protection procedures are followed within the school, and to make appropriate, 

and timely decisions on referred cases. Additionally, it is the responsibility of 

the School leadership team to ensure that all staff employed at Galileo 

International School, Muaither are aware of the school’s internal procedures, to 

advise staff and to offer support to those requiring this.  

4. Ethos 

Galileo International School recognises the importance of creating an ethos 

within the school that will help children feel safe and confident that they will be 

listened to. 

Galileo International School also recognises that children who are abused or 

witness violence are likely to have low self-esteem and may find it difficult to 

develop a sense of self-worth. They may feel helplessness, humiliation and 

some sense of blame.  



 
 

326 
                          E: enquiry@galileois.com, T: +974 30313523, A: Street No 656, Zone 53, P.O Box 12968, Muaither North, Doha, Qatar.  

EMPOWERING LEARNERS FOR LIFE 

Galileo International School will therefore endeavour to support all pupils 

through: 

1. Ensuring the content of the curriculum includes social and emotional 

aspects of learning.  

2. Ensuring that child protection is included in the curriculum to help 

children recognise when they do not feel safe and to identify who they 

should tell.  

3. Promoting a positive, supportive and secure environment where pupils 

can develop a sense of being valued.  

4. The school’s behaviour & anti-bullying policies are aimed at supporting 

all pupils in the school.  

5. The school will ensure that the pupils know / are aware of all 

unacceptable behaviour or acts  

5. Confidentiality  

All staff at Galileo International School are not to promise to keep, ‘secrets’ 

with children if children disclose abuse this must be passed on to the School 

Principal, Psychologist, Social Worker and/or the key person as soon as 

possible and the child should be told who their disclosure will be shared with. 

Staff will be informed of relevant information in respect of individual cases 

regarding child protection on a “need to know basis” only.  

6. Record Keeping 

Child Protection records are kept securely by the School Social Worker/ 

Psychologist. Members of staff must make a record of child protection issues 

and events as soon as possible and these records must be signed and dated. 

Child protection records must not be made in the child’s curriculum file. 
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7. Allegations against members of staff  

Galileo International School recognises that it is possible for allegations to be 

made against members of staff and volunteers. In such situation, we take any 

allegation made against members of staff or volunteers seriously and an 

investigation will be conducted in accordance with the Staff Discipline Policy 

or with the governing body if it involves volunteers. The local arrangements for 

reporting or managing allegations is to contact a member of the senior 

leadership team or the school Psychologist/ Social Worker. 

 

Appendix 1:                      

Definitions and Indicators of Abuse 

 

1. Neglect: 

Neglect is the persistent failure to meet a child’s basic physical and/or 

psychological needs, likely to result in the serious impairment of the child’s 

health or development. Neglect may involve a parent or a carer failing to: 

• provide adequate food, clothing and shelter 

• protect a child from physical and emotional harm or danger 

• ensure adequate supervision, or 

• ensure access to appropriate medical care and treatment 

It may also include neglect of, or unresponsiveness to a child’s basic emotional 

needs. 

 

Indicators of neglect may be: 

• constant hunger 

• stealing, scavenging or hoarding food 
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• frequent tiredness or listlessness 

• frequently dirty or unkempt 

• often poorly or inappropriately dressed 

• poor school attendance or lateness 

• poor concentration 

• affection or attention seeking behaviour 

• illness or injuries that are left untreated 

• failure to achieve developmental milestones (i.e. growth, weight, etc.) 

• failure to develop intellectually or socially 

• responsibility for activity that is not age appropriate such as cooking, 

cleaning, caring for younger siblings 

• if the child is regularly not collected or received from school 

 

2. Physical Abuse: 

Physical abuse may involve hitting, shaking, throwing, poisoning, burning or 

scalding, drowning, suffocating or otherwise causing physical harm to a child. 

Physical harm may also be caused when a parent or carer fabricates the 

symptoms of, or deliberately induces, illness in a child. 

 

Indicators of physical abuse may be: 

• multiple bruises in clusters, or of uniform shape 

• bruises that carry an imprint, such as a hand or a belt 

• bite marks 

• burn marks 

• multiple burn marks and burns on unusual areas of the body such as the 

back, shoulders and buttocks 
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• an injury that is not consistent with the account given 

• changing or different accounts of how an injury occurred 

• bald patches 

• unaccountable covering of limbs, even in hot weather 

• fear of going home or fear of parents being contacted 

• fear of medical help 

• fear of changing for and participating in PE 

• inexplicable fear of adults or over-compliance 

• violence or aggression towards others including bullying; or 

• isolation from peers 

 

3. Sexual Abuse: 

Sexual abuse involves forcing or enticing a child or a young person to take part 

in sexual activities, not necessarily involving a high level of violence, whether 

or not the child is aware of what is happening. The activities may involve 

physical contact, including assault (i.e. rape) or non-penetrative acts. They may 

also include non-contact activities, such as involving children in looking at, or 

in the production of, sexual images. Adult males do not solely perpetrate sexual 

abuse. Women can also commit acts of sexual abuse, as can other children. 

 

Indicators of sexual abuse may be: 

• sexually explicit play or behaviour or age-inappropriate knowledge 

• soreness  

• reluctance to go home 

• inability to concentrate, tiredness 

• refusal to communicate 
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• thrush, persistent complaints of stomach disorders or pains 

• eating disorders 

• attention seeking behaviour 

• aggressive behaviour, including harassment and molestation of others 

• unusual compliance 

• regressive behaviour 

• isolation from peer group 

• reluctance to undress for PE and/or swimming 

 

4. Emotional Abuse: 

Emotional abuse is the persistent emotional maltreatment of a child such as to 

cause severe and persistent adverse effects on the child’s emotional 

development. It may involve conveying to children that they are worthless or 

unloved, inadequate, or valued only insofar as they meet the needs of another 

person. It may include not giving the child opportunities to express their views, 

deliberately silencing them or ‘making fun’ of what they say or how they 

communicate. It may feature age or developmentally inappropriate expectations 

being imposed on children. These may include interactions that are beyond the 

child’s developmental capability, as well as overprotection and limitation of 

exploration and learning, or preventing the child from participating in normal 

social interaction. It may also involve serious bullying, causing children to 

frequently feel frightened or in danger, or the exploitation or corruption of 

children. Some level of emotional abuse is involved in all types of 

maltreatment. 

Indicators of emotional abuse may be: 
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• the child consistently describes himself/herself in very negative ways – as 

stupid, naughty, hopeless, ugly 

• over-reaction to mistakes 

• delayed physical, mental or emotional development 

• sudden speech or sensory disorders 

• inappropriate emotional responses, fantasies 

• neurotic behaviour: rocking, banging head, regression, tics and twitches 

• self-harm 

• fear of parents being contacted 

• running away 

• compulsive stealing 

• appetite disorders 

6. Responses from parents: 

Research indicates that the following responses from parents may suggest a 

cause for concern across all categories: 

• delay in seeking treatment that is obviously needed 

• unawareness or denial of any injury, pain or loss of function 

• incompatible explanations offered, several different explanations or the 

child is said to have acted in a way that is inappropriate to his/her age and 

development 

• reluctance to give information or failure to mention other known relevant 

injuries 

• frequent presentation of minor injuries 

• a persistently negative attitude towards the child 

• unrealistic expectations or constant complaints about the child 

• violence between adults in the household 
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Appendix 2: 

Dealing with a Disclosure of Abuse 

 

When a child tells a member of staff about abuse he/she has suffered, the 

member of staff must remember to: 

 

• stay calm 

• do not communicate shock, anger or embarrassment 

• reassure the child – tell him/her you are pleased he/she is speaking to you 

• never enter into a pact of secrecy with the child. Assure him/her that you 

will try to help but let the child know that you will have to tell other 

people in order to do so. State who this persons will be and why. 

• tell him/her that you believe in them. Children very rarely lie about 

abuse; but he/she may have tried to tell others and not been heard or 

believed. 

• tell the child that it is not his/her fault 

• encourage the child to talk but do not ask ‘leading questions’ or press for 

information 

• listen and remember 

• check that you have understood correctly what the child is trying to tell 

you 

• praise the child for telling you. Communicate that he/she has a right to be 

safe and protected 

• do not tell the child that what he/she has experienced is dirty, naughty or 

bad 

• it is inappropriate to make any comments about the alleged offender 
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• be aware that the child may retract what he/she has told you. It is 

essential that you record all 

• at the end of the conversation, tell the child again who you are going to 

tell and why that person or those people need to know 

• as soon as you can, afterwards, make a detailed record of the 

conversation using the child’s own language. Include any questions you 

may have asked. Do not add any opinions or interpretations.  

 

Afterwards: 

You must not deal with this yourself. Clear indications or disclosure of abuse 

must be reported to the School Social Worker/ Psychologist or Principal who 

will then make the decision to take the case further. 

Children making a disclosure may do so with difficulty, having chosen carefully 

to whom they will speak. Listening to and supporting a child who has been 

abused can be traumatic for the adults involved. Support will be available from 

your School Psychologist/ Social Worker. 

 

Appendix 3: 

Allegations made against a member of staff 

 

1. If a child makes an allegation about a member of staff, the School Principal 

or a member of the school leadership team must be informed immediately. The 

School Principal or the Deputy Principal must carry out an urgent initial enquiry 

in order to establish whether there is substance to the allegation.  

 

2. The School Principal (if he or she is not the subject of the matter) must 

exercise, and be accountable for, their professional judgement on the action to 

be taken: 
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• If the School Principal finds that the actions of a member of staff, and the 

consequences of these actions, raise credible child protection concerns, 

the School Principal will act according to the Staff Disciplinary Policy. 

 

• If the actions of the member of staff, and the consequences of the actions, 

do not raise credible child protection concerns, but do raise other issues in 

relation to the conduct of the member of staff or the pupil, these should 

also be addressed through the school’s own internal procedures. 

 

• If the School Principal decides that, the allegation is without foundation 

and no further formal action is necessary, all those involved should be 

informed of this conclusion, and the reasons for the decision should be 

recorded on file. 
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D06: OPEN DOOR POLICY 

 

At Galileo International School, we operate an Open Door Policy to parents.  

The purpose of this policy is to encourage open communication, feedback and 

discussion. We value the input parents make to the school.  

If parents have any worries or concerns about their child’s education, then we 

believe that it is far better that parents come into school and discuss them – in 

the first case with the class teacher, then with a member of the Senior 

Leadership Team and then the Principal. Following this process allows issues to 

be resolved and explained. Staff will listen to parents’ concerns and work with 

them to resolve any issues that you might have.  

Staff and parents are expected to be reasonable and fair to all parties. It is in the 

best interests of all our children to work together. We are able to maintain our 

‘Open Door Policy’ by requesting parents’ co-operation with the following 

rules: 

 • All visitors to the school must report to the school office upon arrival.  

• Class teachers will usually be available for an Open Door meeting at the end 

of the school day, from 1 PM to 2 PM. In some cases, the teacher may not be 

available for genuine reasons and a different meeting time should be arranged.  

• If parents feel that the matter needs more than 10 minutes to discuss and/or is 

of a more serious nature, then parents should phone the school office to make an 

appointment to see the member of staff at a mutually convenient time. Parents 

need to state the purpose of the meeting request.  

• Staff may also be available to take phone calls, when they are not available 

please leave a contact number so that the member of staff may call you back at a 

different time.  

• At the beginning of the school day and during working hours, the main school 

is only accessible to parents, however, classrooms are out of bound for the 

security of our pupils.  

• At no time should parents raise their voices at staff, particularly in front of 

children. Aggressive or threatening behaviour is similarly unacceptable. Anyone 

who misuses the Open Door Policy may be asked to leave the school remises 

and future meetings will only be held after a prior appointment is made.  

 

 

Name of Parent: _______________________________ 

Parent Signature: ______________________________  

Date: _______________________________________ 
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D06: PARENT CODE OF CONDUCT POLICY 

 

1. Rationale: 

At Galileo International School, we believe staff, parents and children are 

entitled to a safe and protective environment in which to learn and work. 

Behaviour that will cause harassment, alarm or distress to all using our school’s 

premises is contrary to the aims of the school. 

2. Aims: 

• That all members of the school community treat each other with respect  

• That adults set a good example for our students at all times, 

demonstrating how to get along with all members of the school and the 

wider community  

• That no members of staff, parents or children are the victims of abusive 

behaviour or open to threats from other adults on the school premises  

• That physical attacks and/or threatening behaviour, abusive or insulting 

language (both verbal or in writing), to staff, parents and carers, children, 

stakeholders and others on school premises will not be tolerated and will 

result in withdrawal of permission to be on school premises (any parent 

who is asked to leave the school premises will have the right to appeal the 

decision by writing to the School Management, Managing Director or 

Grievance Committee) 

 

Please note that incidents of rudeness and/or threatening behaviour will be 

logged with the Ministry of Education and Higher Education.  

 

3. Persons Causing Nuisance/Disturbance on School Premises  

 

School premises are private property and parents are granted permission to be 

on school premises by the school. However, in case of abuse or threats towards 

staff, pupils and/or other parents, the school reserves the right to ban parents 

from entering school. The police may be called to assist in removing the person 

concerned. The school is not responsible for organising arrangements for 

children in such circumstances. Parents will need to provide alternative 

arrangements for bringing children into school and likewise, for having them 

picked up.  

Please note that EYFS dismissal time is 11:30 noon, and students should be 

collected by 11:30 at the latest. Year 1 to 9 dismissal time is 1:00 pm and 

students should be collected no later than 1:30. Thereafter, the school is not 
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responsible for students left in or around the school premises, unless they are on 

the bus, attending support lessons and/or after school activities, all of which 

finish at 2 pm; students should be collected no later than that. Should students 

be picked up later than 2 pm, the school reserves the right to charge a late pick-

up fee. 

4. Guidelines: 

Types of behaviour that are considered serious and unacceptable and will not be 

tolerated towards any member of the school community (list is not exhaustive):  

• Shouting, either in person or over the telephone  

• Disrupting lessons and school routines 

• Not collecting child/ren timeously 

• Inappropriate posting on Social Networking sites which could bring the 

school into disrepute and/or may be deemed as bullying  

• Speaking in an aggressive/threatening tone  

• Physically intimidating staff and/or students or any other person on 

school premises 

• The use of aggressive hand gestures/exaggerated movements  

• Physical threats  

• Shaking or holding a fist towards another person  

• Swearing and/or using abusive language 

• Pushing  

• Hitting e.g. slapping, punching or kicking  

• Spitting  

• Racist or sexist comments  

 

5. Inappropriate use of Social Networking Sites:  

  

Social media websites are being increasingly used to fuel campaigns and 

complaints against schools, principals, teachers and school staff, and in some 

cases other parents/pupils.  

Galileo International School considers the use of social media websites being 

used in this way as unacceptable, as this cannot be seen as being in the best 

interest of the children or the whole school community.   

Any concerns parents may have must be made through the appropriate channels 

by making an appointment to speak to the class teacher, Administration 

Manager or School Principal, so they can be dealt with fairly, appropriately and 

effectively for all concerned.   
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In the event that any pupil or parent/responsible for a child/ren being educated 

at Galileo International School is found to be posting slanderous or defamatory 

comments on Facebook or other social network sites, they will be reported to 

the appropriate 'report abuse' section of the network site. All social network 

sites have clear rules about the content which can be posted on the site and they 

provide robust mechanisms to report contact or activity which breaches this. 

The school will also expect that any parent/carer or pupil removes such 

comments immediately.  

In serious cases the school will also consider its legal options to deal with any 

such misuse of social networking and other sites. Additional, and perhaps 

more important, is the issue of cyber bullying and the use by one child or a 

parent to publicly humiliate another by inappropriate social network entry. We 

will take and deal with this as a serious incident of school bullying. 

Thankfully, such incidents are extremely rare. This also includes Digital 

Campus, which has been implemented for better communication between the 

school, teacher and parents.  If any parent is found abusing this mode of 

communication, this will result in immediate removal from the application 

and all communication will be done through a Homework Diary or written 

letters. 

  

6. Unacceptable behavior may result in the Police being informed 

The school reserves the right to take any necessary action to ensure that 

members of the school community are not subjected to abuse.  

Parents have the right of appeal by writing to the School Management within 

ten days of their permission to enter the school premises being withdrawn.  

  

7. Responsibilities:     

  

It is the responsibility of the School Management to monitor and annually 

review this Parent Code of Conduct Policy 

  

8. Procedure to address inappropriate behaviour by adults on the school 

site  

  

At Galileo International School, we operate a ‘zero tolerance’ of the use of 

inappropriate behaviour anywhere on the school site.  

**Inappropriate behaviour means disrespectful conduct towards people or 

property within the school site.  
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All staff and stakeholders agree that any adult found to be using inappropriate 

behaviour towards other adults or children should be dealt with using the 

following steps:  

  

An adult approaches another 

child  

  

The adult will be spoken to immediately and the issue 

investigated by a school leader or counselor. This will be 

reported to the School Principal and recorded. The adult 

will receive a warning letter.  

A parent approaches another 

parent 

  

The parent should report this to a member of staff or a 

school leader. The offending parent/s will be spoken to 

as soon as possible after the incident and are reminded of 

the zero tolerance for inappropriate behaviour. A 

warning letter stating that if the incident recurs, the 

parent may be banned from school premises, is issued.  

A parent approaches a member of 

staff  

  

This should be reported immediately to a member of the 

Senior Leadership Team. The case will be investigated as 

soon as possible and the member of staff will be 

informed of the action taken. The parent/adult will be 

spoken to and given a warning letter. This warns a 

parent/s that if it recurs they could be banned from the 

school site.  

Not collecting students on time 

Please provide an emergency 

contact person and phone number 

If a parent/s have any emergency and cannot collect their 

child/ren on time, the school needs to be immediately 

notified and alternative arrangements need to be made in 

the best interest of the child.  

Recurring inappropriate 

behaviour  

  

If a parent/s continues to demonstrate inappropriate 

behaviour, they will be referred to the Parent Code of 

Conduct Policy. This indicates how antisocial behaviour, 

when not corrected, can lead to a ban from the school 

premises. Ultimately, parents may be asked to register 

their child/ren in another school based on the severity of 

the recurring incidents. 

  

NOTE: Any breach of this policy will result in an official warning. Depending 

on the severity which is at the schools discretion, parents will be given notice to 

find an alternative school placement for their child/ren. 

 



 
 

342 
                          E: enquiry@galileois.com, T: +974 30313523, A: Street No 656, Zone 53, P.O Box 12968, Muaither North, Doha, Qatar.  

EMPOWERING LEARNERS FOR LIFE 

 

DATA PROTECTION & CONFIDENTIALITY 

POLICY  

Policy 

Number 

D 07 

Effective 

Date 

02/03/2023 

Issue Date 02/03/2023 

Valid Until 28/02/2026 

REVISION HISTORY 

Revisio

n No 
Issue Date Amendment Description  

Date 

Effective 

Revalida

ted 

00 Nov 2020 First Issue Nov 2020  

01 25.11.2020 Review and update 25/11/2020  

02 02.03.2023 Review and update 02/03/2023  

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

 

 

Data Protection & Confidentiality Policy 

Prepared 

By HR - Admin 

Issued By 

HR 

Department 

 Page 1 of 4 



 
 

343 
                          E: enquiry@galileois.com, T: +974 30313523, A: Street No 656, Zone 53, P.O Box 12968, Muaither North, Doha, Qatar.  

EMPOWERING LEARNERS FOR LIFE 

 

D07: DATA PROTECTION AND CONFIDENTIALITY POLICY 

 

 

1. Rationale: 

Galileo International School’s Data Protection Policy sets out its commitment to 

protecting personal data and the implementation of that commitment concerning 

the collection and use of personal data. 

2. Aims: 

With this policy, Galileo International School aims at ensuring that we comply 

with the data protection principles, as listed below: 

1. ensuring that data is collected and used fairly and lawfully 

2. processing personal data only in order to meet our operational needs or 

fulfil legal requirements 

3. taking steps to ensure that personal data is up to date and accurate 

4. establishing appropriate retention periods for personal data 

5. ensuring that data subjects' rights can be appropriately exercised 

6. providing adequate security measures to protect personal data 

7. ensuring that all staff are made aware of good practice in data protection 

8. providing adequate training for all staff responsible for personal data 

1. ensuring that everyone handling personal data knows where to find 

further guidance 

2. ensuring that queries about data protection, internal and external to 

Galileo International School, is dealt with effectively and promptly 

3. regularly reviewing data protection procedures and guidelines within the 

Galileo International School. 
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3. Data protection principles: 

1. Personal data shall be processed fairly and lawfully. 

2. Personal data shall be obtained for one or more specified and lawful 

purposes, and shall not be further processed in any manner incompatible 

with that purpose or those purposes. 

3. Personal data shall be adequate, relevant and not excessive in relation to 

the purpose or purposes for which they are processed. 

4. Personal data shall be accurate and, where necessary, kept up to date. 

5. Personal data processed for any purpose or purposes shall not be kept for 

longer than is necessary for that purpose or those purposes. 

6. Appropriate technical and organisational measures shall be taken against 

unauthorised and unlawful processing of personal data and against 

accidental loss or destruction of, or damage to, personal data. 

4. Data Gathering: 

All personal data relating to staff, students and/or other people with whom 

Galileo International School has contact, whether held on digital or in paper 

files, are covered by this policy. 

Galileo International School will ensure that only relevant personal data is 

collected, and that the person from whom this data is collected is duly informed 

of the data’s intended use and any possible disclosures that may be made of the 

information given. 

 

5. Data Storage: 

Galileo International School Officer will ensure that: 

1. Personal data is stored in a secure and safe manner 
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2. Electronic data is protected by a standard password and firewall systems 

operated by the school 

3. Computer workstations in administrative areas are positioned so that they 

are not visible to casual observers  

4. Manual data is to be stored where it is not accessible to anyone who does 

not have a legitimate reason to access, view or process the data 

5. Particular attention is paid to the need for security of sensitive personal 

data 

6. Data Checking: 

1. Galileo International School IT Officer will issue regular reminders to 

staff and other stakeholders to ensure that personal data held is up-to-date 

and accurate. 

2. Any errors discovered are to be rectified immediately 

3. If any incorrect information has been disclosed to a third party, this must 

be rectified immediately and documented. 

7. Data Disclosures: 

1. Personal data will only be disclosed to organisations or individuals for 

whom consent has been given to receive this data, or to individuals who 

have a legal right to receive the data without consent being given 

2. When requests to disclose personal data are received by telephone, it is 

the responsibility of the administration office to determine whether the 

caller is indeed entitled to receive the requested data.  

3. If a personal request is made for personal data to be disclosed, it is again 

the responsibility of the administration office to ensure the caller is 

entitled to receive the data. If the person is not known, proof of identity 

must be requested. 
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4. Requests from parents or children for printed lists of names of children in 

particular classes must be refused politely, as permission from all data 

subjects would need to be sought. 

5. Personal data is not to be used in newsletters, on websites and/or other 

media without the consent of the data subject or the parent if the student 

is under 16 years old. 

6. Galileo International School will keep a record of any personal data 

disclosed so that the recipient can be informed if the data is later found to 

be inaccurate, but more importantly to keep a record of who the data has 

been disclosed to. 
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D08: ADMISSIONS POLICY 

In accordance with the Ministry Of Education Admission Guidelines: 

Admission includes Qatari and non-Qatari (boys and girls) residents in the State 

of Qatar. 

Students are admitted to the school according to their age as follows:  

Educational Grades: 

 

 

 

 

Days  Month  Age Grades  

29 11 3-4 KG1 

 

29 11           4-5 

 

KG2 

            5 -7 

 

Year 1 

 

29 11            6-8 

 

Year 2 

29 11 7-9 Year 3 

 

29 11 8 - 10 

 

Year 4 

 

29 11 9 - 11 

 

Year 5 

 

29 11 10 - 12 Year 6 

 

29 11 11 - 14 

 

Year 7 

 

29 11 12 - 15 

 

Year 8 

 

29 11 13 - 16 Year 9 
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1. The school will not accept any student who has not passed the previous 

year with the exception of the Early Year students (Preschool & 

Reception). 

2. The school will not accept any student who has been expelled from 

government or private schools. 

3. To be admitted into Galileo International School, foreign students should 

have an abroad equivalent certificate through the Department of 

Examinations and Student Affairs. 

The students should:  

KG 1: Pass the school interview 

KG2: Pass the entrance assessment 

Years 1 – 9:  pass the entrance assessment with 50% marks, and provide latest 

academic record and behaviour report. 

When the student is accepted, the parents have to complete the registration form 

and bring the following documents: 

Admissions Procedures   

Applicants are asked to complete the application form and send 

the required documentation listed below:  

1. Six passport-size photographs of the student  

2. Copy of applicant's previous two years school records  

3. Copy of the applicant's passport and Qatar ID 

4. Copy of the applicant's birth certificate  

5. Copy of the applicant's Immunization card  

6. Copy of Health Centre Medical Clearance Certificate 

7. Copy of the applicant's Qatari Health Card 
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Procedure 1: ADMISSIONS PROCESS, Galileo International School. 

 

We are an inclusive school so each application is considered individually. 

Students will be placed as per their age on 1st September, or according to their 

transfer certificate if they are joining us from a school inside Qatar. We do not 

‘retain’ or ‘accelerate’ students unless there are exceptional circumstances and it 

is in the child’s absolute best interests. 

STEP 1: INITIAL APPLICATIONS  

Initial Applications can be submitted 

a. in person at the school 

b. via the school website: we respond to all applicants, using the email and/or 

telephone number provided with the applications. Please ensure these details are 

filled correctly. 

STEP 2: 

Selected applicants will be asked to provide further documentation and payment 

within 14 working days. Only those applicants asked to provide documents will 

be considered further. Once all of the required documentation is received, the 

academic staff responsible will review the application. Being asked this 

information, however, does not automatically guarantee a place at Galileo 

8. Copy of the father’s and mother’s passport an ID 

9. Proof of fees payment from previous school 

10. Letter of employment from child’s sponsor’s workplace 

11. Completed Application Form 

12. Entrance Assessment 

13. Transfer letter from the previous school 
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International School, Muaither . Initial screening will be from a review of the 

school reports and behaviour reports.  

• Copy of child’s final report from the last academic year together with all 

interim reports issued during the current academic year. Reports should 

be in English. 

• Age relevant photograph 

• Copy of child’s Qatar ID  

• Reports and documentation relating to additional needs (if appropriate) 

STEP 3: 

If your child’s initial application is successful, your child will be invited to 

attend an entrance assessment. 

Note: We are unable to offer admission to children who are considered to have 

learning/behavioural difficulties as the school is unable to offer appropriate 

levels of support. Please ensure full disclosure is made during the application 

process. 

If a child is invited for an entrance assessment at Galileo International School, 

Muaither, a day and time will be assigned for each student considered. Should 

your child not arrive at the scheduled day and time for the assessment without 

prior notice, the school will reserve the right not to consider the application for 

the same academic year. Children may reapply for the following academic year. 

EYFS assessment: 

The teacher will consider: 

• Social skills appropriate to the child’s age 

• Ability to understand and follow instructions 

• Level of English is age appropriate 

• Ability to separate from their parents 
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• Overall readiness for the Early Years 

Assessment Year 1 to Year 9: 

Students will be assessed for their proficiency in English and Mathematics 

 

STEP 4: 

Successful applicants will receive a formal offer by phone or email. Parents will 

be asked to provide colour copies of the following documents together with 

payment within 10 working days to secure the place. After 10 days, the school 

reserves the right to offer the place to another child. 

• Birth Certificate 

• Passport Sized Photograph 

• Student’s Passport front page and information page 

• Qatar ID of child and their sponsor (both parents) 

• A letter of employment from the child’s sponsor’s workplace 

• Vaccination card for all children in the EYFS and Year 1 

• Any medical information that must be known to the school 

• Registration Fee 

• Students starting at the beginning of the following academic year: 

advance deposit (deducted from the Term 1 fees) 

Current Ministry of Education and Secondary Education (MoE) regulations are 

detailed below. Please note these are subject to change and you should consult 

the MoE for the latest requirements. It is the parents’ responsibility to ensure 

they apply for the appropriate year group progressing from the child’s current 

school. 

International Students: 
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All children joining Year 2 and above who are transferring from schools outside 

of Qatar are required to provide all current school reports including the most 

recent end of year report. The reports must include the official school stamp. 

Students transferring from within Qatar 

All children are required to provide the existing school with confirmation of 

acceptance into Galileo International School, Muaither.  

 

All Students: 

The Ministry of Education and Higher Education will authorize children to join 

in the year group appropriate to the time of year the transfer takes place. Should 

the MOE not approve a transfer to the year group offered, the place will be 

withdrawn and any money paid shall be refunded.  

STUDENT WITHDRAWAL FORM 

Name of Student   :اسم الطالب 

Class   :الصف 

Name of Parent   :اسم ولي الأمر 

Mobile Number   :رقم للتواصل 

Date Withdrawal 

Effective 

  

 

Reason for Withdrawal: 

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________
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________________________________________________ 

 

Parent Signature: ____________________________   

Date: _________________________ 

 

 

For Office Use Only: 

 

Request received on: _______________________  

Request received by: ___________________ 

Approved on: _____________________________  

Principal Signature: ________________________ 

 

 

Appendix 2: 

‘STUDENT VOICE’ - STUDENT COUNCIL HANDBOOK 

 

INTRODUCTION 

The Galileo International School, Muaither, Student Council intends for 

students to play an integral and important role in the school community. The 

Student Council provides a representative structure through which students can 

debate issues of concern and undertake initiatives of benefit to the school and 

the wider community.  

Students of Galileo International School, Muaither have a voice and a 

contribution to make to their school. It is important that they are given the 

opportunity to express their views on issues of concern to them in the school. It 

is equally important that they are listened to and encouraged to take an active 

part in promoting the aims and objectives of the school.  

This handbook has therefore been put together to state guidelines which are 

intended to provide practical guidance to school management, teachers and 

students alike in the operation of the Galileo International School, Muaither 

Student Council. 

Only through an active partnership between management, teachers, parents and 

students, the concept will work effectively for the benefit of the entire school 

community.  

 

 

Principal 

Galileo International School 
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THE STUDENT COUNCIL AND ITS ROLES 

What is a Student Council? 

A Student Council is a representative platform through which students can 

become involved in the affairs of the school, working in partnership with school 

management and staff, and parents for the benefit of the school and its students. 

Why have a Student Council? 

Students have a contribution to make to the effectiveness of their school and 

their involvement in the operation of the school as a valuable part of the 

education process for the students. 

The Student Council intends to provide an opportunity for students to engage in 

a partnership with teachers, parents and the school management in the operation 

of their school. It should give students the opportunity to acquire 

communication, planning and organisational skills which they can benefit from 

in their future lives. The Student Council enables students to take responsibility 

for projects, and to demonstrate that they can manage and bring such projects to 

successful conclusion.  

The Role of the Student Council 

The main role of the Student Council is to promote the interests of the school 

and the involvement of students in the running of the school, in co-operation 

with the school management, parents and teachers.  

Some of the general objectives are: 

• To enhance communication between students, management, staff and 

parents 

• To promote an environment conducive to educational and personal 

development 

• To promote friendship and respect among pupils 

• To support the school management and staff in the development of the 

school 

• To represent the views of students on matters of general concern to them 

 

The Student Council is to identify activities that it would like to be involved in 

organising, although the final decision on the activities of the Student Council is 

agreed with the school management. 
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The Student Council and the Principal 

The Principal discusses with students the role of the Student Council and the 

role of individual representatives on the Student Council. As the Student 

Council develops, the Principal assists in guiding the Student Council’s 

development to allow for a constructive and purposeful Council.  

The Principal shall promote a school culture which recognises the valuable 

input that students can make through a Student Council into the development of 

the school. 

 

The Student Council and Teachers 

A partnership and co-operation between the Student Council and teachers has 

benefits for both. The Student Council plays an important role in recognising 

and supporting the work of teachers and the support of teachers is of great value 

to the Student Council. One or more members of teaching staff is to attend 

meetings of the Student Council. 

  

The Student Council and the Parent-Teacher-Association 

The PTO can make a significant contribution to the development of the Student 

Council by encouraging and supporting students in its activities. It may be 

useful to invite a representative of the PTO from time to time to assist in 

particular activities. Good communication between the Student Council and the 

PTO is desirable.  

 

Key Function of the Student Council 

The function and activities of the Student Council support its aims and 

objectives and promote the development of the school and welfare of its 

students. In planning and undertaking activities during the course of the 

academic year, the Student Council should: 

• Work closely with the school management, teachers and parents 

• Consult regularly with students in the school 

• Involve as many students as possible in the activities of the Student 

Council 

• The Student Council can undertake many activities, such as: 

• Representing the views of students to the school management 
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This is one of the fundamental aims of the Student Council. It involves talking 

and listening to students, considering their views and concerns, and discussing 

these with the school management. 

 

Promoting good communications within the school 

Improving communication within the school community is a shared 

responsibility and the Student Council is to contribute to this process. The 

Student Council may make presentations at staff meetings to keep all staff 

informed of activities, they may keep a Student Council Notice Board or may 

organise a regular newsletter; to name only some ways the Student Council can 

communicate with students, school management and staff and parents.  

 

Supporting the educational development and progress of students 

The Student Council can contribute to the learning environment for students in 

the school by, for example setting up study groups for students in exam classes, 

or homework clubs, or organising lunch time activities such as reading buddies 

or language clubs. 

 

Assisting with the induction and/or mentoring for new students 

Contributing to the development of school policy 

The Student council can actively contribute to the development of school 

policies in a wide range of areas such as bullying, uniform requirements, 

behaviour code and extra-curricular activites.  

 

Assisting in school activities 

The Student Council can assist in organising and developing activities within 

the school, including, for example, sports days and drama or musical events.  

 

Assisting with or organising fund-raising events 

The Student Council can organise events both within the school and involving 

the wider community, for the purposes of raising money for designated charities 

or school projects. 

 

Liaising with Student Councils in other schools 

The Student Council should liaise with Student Councils in other schools, 

particularly in the organisation of sporting and cultural activities and when 

fundraising for charity. 
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GUIDELINES ON THE ESTABLISHMENT AND DISSOLUTION OF 

THE STUDENT COUNCIL 

 

The Establishment of the Student Council is with regard to the following: 

• The Student Council promotes the interests of the school and the 

involvement of students in the affairs of the school, in co-operation with 

the school management, parents and teachers 

• The Student Council should have a representative of each class from 

Grade 1 and  upwards 

• The school management, at all times, has the right to dissolve the Student 

Council 

Nominations and Elections 

The Student Council is composed of two Student Class Representatives per 

class per year group from grade 1 upwards. The date of Student Class 

Representative elections is set by the Principal. Voting may take place during 

class time, break or after school.  

 

First Meeting 

The first meeting of the Student Council takes place no later than Week 5 of any 

new academic year, or a maximum of two weeks after the election of Student 

Class Representatives. 

The Student Council composes rules governing its meetings and the conduct of 

its affairs, but it must consult with the Principal before finalizing or amending 

the same. These rules must be submitted in writing to the Principal.  

 

Filling Vacancies 

Where a vacancy becomes available for any reason on the Student Council, the 

class concerned is to hold a further election, as set out above, for the election of 

a new Student Class Representative. 

 

Removal of a Member 

The Student Council may remove a member for a continuing failure to attend 

meetings or demonstrating a lack of commitment to the purposes of the Student 

Council, or for proven misconduct. The removal of a member needs a majority 

vote of the Student Council. The member is to be given adequate notice (two 

weeks), the reasons for the notice and an opportunity to present their case.  
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WHERE TO FROM HERE – PRACTICAL GUIDELINES 

 

The First Meeting of the Student Council 

The first meeting of the Student Council is convened by the Principal a 

maximum of two weeks after the elections. The Principal addresses the first 

meeting and this is an opportunity for the student members of the Student 

Council to raise any particular issues or concerns in relation to their role and the 

role of the Student Council. 

 

The Rule Book - Constitution 

The Student Council is to draw up a Rule Book (Constitution). This should 

contain general objectives and functions of the Student Council and the rules 

that govern it, for example: 

• How many officers the Student Council will appoint (Chairperson, 

Secretary, Treasurer, etc.) and how these officers will be elected. 

• Will the Student Council have committees, and if so, how and when will 

these be established 

• Provision for a teacher and/or member of the PTO to attend Student 

Council meetings 

• How frequently the Student Council will meet (once every two weeks) 

• Who can call a meeting of the Student Council and how much notice 

should be given 

• How decisions are to be made 

• If the Student Council will be involved in fundraising for charity or for 

the school, and how any money raised by the Student Council will be 

managed 

• Provision for filling a vacancy on the Student Council 

• How the constitution will be changed if needed 

• What is to happen if the Student Council wishes to remove one of its 

members? 

Generally, a simple majority at a Student Council Meeting will be sufficient to 

adopt the constitution. 

There are significant benefits in having teachers and parents involved in the 

activities of the Student Council. Involving a teacher and/or a member of the 

PTO means that there is a source of ongoing advice and support available, and 

can ensure the continuity in the activities of the Student Council.  
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The Student Council Constitution is not written in stone and may be changed or 

amended at a later date, but any changes must be made in consultation with the 

school management and the Principal.  

Student Council meetings must follow an agenda, must be minuted and 

activities must be scheduled into the school’s annual calendar.  

 

 

THE WORK OF THE STUDENT COUNCIL 

The Student Council has responsibility for: 

• Working with staff, school management, and PTO in the school 

• Communicating and consulting with all students in the school 

• Involving as many students as possible in the activities of the Student 

Council 

• Planning and managing the Student Council’s programme of activities for 

the year 

• Managing and accounting for any funds raised by the Student Council 

 

Planning and Managing the Work 

While the Student Council Members have part to play in the activities of the 

Student Council, not all might be involved in organising the work. It is for this 

reason that the Student Council should appoint officers, and may also establish 

subcommittees.  

Officers: 

The Student Council should have a Chairperson, a Treasurer, a Secretary and a 

Public Relations Officer. Each will hold office for one academic year. 

 

The Role of Officers: 

Chairperson: 

The Chairperson is responsible for presiding over meetings of the Student 

Council. The Chairperson, with the Secretary, prepares the agenda for each 

meeting and, where necessary, signs the minutes once they have been agreed by 

the Student Council. The Chairperson may also represent the Student Council at 

meetings with the school management.  

Deputy Chairperson: 

Is responsible for assisting the Chairperson and when the Chairperson is absent 

from the meeting, assumes the role of the Chairperson for that meeting. 

Secretary: 
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The Secretary, with the Chairperson, prepares the agenda for each meeting and 

the Secretary then circulates it to all the members of the Student Council either 

in advance of the meeting or at the start of the meeting. This will involve 

consulting with the other Student Council officers in order to decide what will 

be included on the agenda. All agendas should include a provision for ‘Any 

other business’ to allow members to raise a matter for discussion that has not 

been included in the agenda.  

The Secretary also keeps minutes of meetings and any decisions taken by the 

Student Council. These minutes are circulated to all members of the Student 

Council after the meeting, including the Principal. 

Treasurer: 

The Treasurer is responsible for managing any funds raised by the Student 

Council and should keep a complete account of all income and expenditure of 

the Student Council. The Principal will assist in the matter. The Treasurer will 

provide the Student Council and the school management with a complete 

financial report at the end of the school year. 

Public Relations Officer: 

This role is to promote good communications between the Student Council and 

the student body as well as consulting with teachers, parents and school 

management on issues affecting the student body.  

 

Communication 

This can happen in various ways, for example: 

• Producing a student newsletter 

• Providing updates to the Principal, staff and PTO on the Student 

Council’s activities and plans 

• Keeping a student notice board in the school where information on the 

Council’s activities is posted 

• Announcing upcoming events at assembly, tutor time 

• Providing an End of Year Report to the Principal 

 

Communication between the Student Council and Students: 

The Student Council represents all students in the school. It is, therefore, very 

important that students receive regular information on the plans and activities of 

the Student Council and that as many students as possible participate in events 

organised by the Student Council. Each member of the Student Council has a 

special responsibility to the class which elected him/her, and should ensure their 

views are brought to the attention of the Student Council and that they remain 
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fully informed of the Student Council’s activities. One way of ensuring this 

would be to provide for regular meeting between individual members of the 

Student Council and the classes they represent. The Student Council should also 

carry out a survey of student views on particular issues, or on the role of the 

Student Council itself.  

 

 

Communication between the Student Council and the School Community 

Regular communication between the Student Council and the school 

management, staff and parents provides the basis for building a good and lasting 

relationship based on trust and respect, between students and the rest of the 

school community. Much can be achieved when all members of the school 

community work together towards common goals, and good communication is 

vital if a common understanding is to be reached on what those goals are, and 

how best to achieve them. Good communication does not simply mean to keep 

the Principal, parents and students informed of planned activities. It also 

involves seeking their views and suggestions. It means consulting with, and 

sharing ideas with the school management, staff and PTO, listening to their 

suggestions and making sure that all sections of the school community 

understand the purpose and goals of the Student Council.  

 

 

Form 1: 

Student Council Meetings, Reporting and Evaluation Form 

STUDENT  COUNCIL MEETING MINUTES 

Date: 

In Attendance: 

Absent: 

Review from Last Meeting: 

 

Agenda Items to be Discussed: 

 

Summary of Main Points discussed: 

 

Action Required by Whom: 

 

Any Other Business: 

 

Next Meeting Scheduled For: 
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D10: SCHOOL COMPLAINTS PROCEDURE POLICY 

 

 

1. Rationale: 

While at Galileo International School, we aim at running the daily operations 

effectively, smoothly and efficiently, we do recognise that certain situations 

may be resolved unsatisfactorily for parents, students and the school. This 

policy is to regulate procedures, should any parent or student wish to make a 

formal complaint. 

 

2. Aims: 

The aim of this policy is to explain the rights and responsibilities of pupils, 

parents and members of staff. This policy helps everyone to recognise that 

responsibilities rest with one another and that there is a procedure to follow if 

there is any complaint to be made.  

 

3. General Principles: 

1. Any complaint raised need to be treated seriously and courteously and 

given the time necessary for the complainant to feel that the matter has 

been dealt with properly. It is important that the complainant has 

confidence in these procedures and knows that the matter will be 

investigated impartially and dealt with as quickly as possible. 

 

2. To comply with equality issues, Galileo International School is sensitive 

to the individual needs and circumstances of the complainant. No one 

should be excluded from the system because of difficulties they may have 

in representing themselves. 
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3. Galileo International School recognises the need for any basic 

information and the complaints procedure to be well-known to all and 

easily accessible for all.  

 

4. The investigation of a complaint will not deal with staff disciplinary 

matters. If, however, during the course of the investigation of a 

complaint, it is concluded that disciplinary procedures should be initiated, 

this will be handled separately through the school’s Staff Discipline 

Policy.  

 

5. Galileo International School recognises all concerned members of staff 

must maintain confidentiality at all times. All conversations and 

correspondence must therefore be treated with the utmost discretion. All 

parties to a complaint will need to accept that some sharing of 

information will be inevitable if the complaint is to be investigated fully 

and fairly. Parents must feel confident that a complaint will not 

disadvantage their child.  

6. All formal complaints must be recorded, monitored and evaluated by 

Galileo International School. 

 

4. Procedure outline for dealing with complaints: 

 

 

 

 

 

Stage 1 
Expression of concern to 

a member of the staff 

Satisfactory 
outcome 
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Stage 1 – Discussion of Concern with a member of school staff 

Complainant to discuss concern with member of school staff 

 

Member of staff to respond to complainant and provide complainant with 

necessary information within 5 working days 

 

Satisfactory outcome or proceed to Stage 2 

 

 

Stage 2 
Complainant contacts the School 
Office for an appointment with 
the School Principal to discuss 
the matter, or puts their concern 
in writing concern recorded: 
a. investigation conducted 

b. outcome reported to the 

complainant 

 

Stage 3 
Complainant makes a verbal or 
written complaint to the General 
Manager or other nominated 
person 

• concern recorded 

• investigation conducted  

• outcome reported to 

complainant 

Satisfactory 
outcome 

Satisfactory 
outcome 
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Stage 2 – Consideration by the School Principal 

complainant to inform School Principal of complaint in writing 

 

School Principal to acknowledge complaint within 3 working days 

 

School Principal may arrange appointment to discuss complaint with 

complainant 

 

School Principal to respond to complainant in writing within 10 working days 

of receipt of the complaint 

 

Satisfactory outcome or proceed to Stage 3 

 

Stage 3 –Consideration by the Managing Director 

Complainant to complete and return Complaints Form to school 

 

School Principal to acknowledge receipt and forward the complaint form to the 

General Manager within 3 working days 

 

School Principal and Managing Director to discuss the complaint 

 

School Principal will respond to the outcome of the discussion to the 

complainant in writing within 10 working days of receipt of the complaint. This 

decision is final 
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Template 1: 

STUDENT/PARENT COMPLAINT FORM 

This form may be used by students and parents who wish to initiate a formal 

written complaint with the school. 

 

Name of Student Complaining Party: 

____________________________________________________  

Parent                                                          Student   

Contact telephone number: _______________________________ 

Email: _________________________________________________ 

 

Does this complaint involve physical violence or the threat of physical violence 

or injury? 

Yes     No 

 

Please provide a complete description/explanation of the complaint, 

including the date of the incident on which the complaint is based, names of 

students or others responsible or involved in the incident, names of 

witnesses, and all other relevant facts. Use the back or attach additional paper 

as needed. 

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

__________________________________  

 

Describe any earlier efforts to resolve this matter or the reasons no such 

efforts were pursued. 

________________________________________________________________

________________________________________________________________

________________________________________________________________

______________________________________________________  
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What specific remedy or corrective action are you seeking? 

________________________________________________________________

________________________________________________________________

________________________________________________________________

______________________________________________________  

 

Signature: ________________________Date: ________________________ 

 

Appendix 1:  

PAID PRIVATE TUITION CIRCULAR (Circular No 4) 

 

 

To: All staff members of Galileo International School. 

 

This is from all stakeholders of Galileo International School and is to inform 

that there must be NO PAID PRIVATE TUITION given to ANY STUDENT 

attending Galileo International School, Muaither of your OWN BRANCH.  

Any breach of this may result in termination of employment.  

If the members of staff would like to teach any Galileo International School 

student outside the normal teaching commitment, then they MUST do so within 

the school’s tuition programme. 

Members of staff are requested to sign this letter of acceptance and return it to 

their School Principal. 

 

 

  

I herewith confirm that I have understood the above and accept. 

 

Name: _____________________________________ 

 

Signature: __________________________________    

 

Date: __________________ 
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D15: DELEGATION POLICY 

 

1. Rationale:  

The delegation policy is to ensure the efficiency and effectiveness of Galileo 

International School. This particular policy will help the school to ensure that 

we have appropriate and responsible manager available to delegate the task to 

the staff and to ensure a high level of transparency in executing the task. 

 

2. Scope:  

This policy applies to the MD, Principals, Deputy Principal, Human Resources 

Manager, Finance Manager, Administration Manager and to all the coordinators 

of the school. 

 

3. Policy Principles:  

Our task distribution and delegation policy follow our flow in the organisational 

chart. The organizational chart shows that line management chain which 

explains who line manages whom with the indication of the arrows. In the 

absence of the top line manager, the next manager is responsible for taking the 

task and completing the task. 

The organisational chart also explains the delegation of the task if and when 

required. The line manager delegates to the members of staff within his or her 

line management hierarchy.   

This organisational chart can be found in each school’s procedure handbook, as 

it may differ in aspects between individual schools. 
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Parent - School Agreement 
 اتفاقية اولياء الأمور والمدرسة 

Dear Parents,  

To ensure the efficiency of our school, rules and 

policies have been developed and implemented. 

Parents are requested to sign this agreement, 

which contains shared commitments between 

the school and parents. 

وأولياء   المدرسة  بين  التعاون  وقوانين  قواعد  مذكرة 

 الأمور 

للتأكد من رفع مستوى كفاءة مدرستنا فقد وضعت بعض 

ناحية  القواعد   من  المدرسة  بين  المشتركة  والإلتزامات 

اولياء  من  الرجاء  اخرى،  ناحية  من  الأمور  وأولياء 

 الامور التوقيع على الاتفاقية.

1-For new admissions, a one-time, non-

refundable registration fee of QR 250 (Preschool 

to Year 9)  

Registration fee is non-refundable 

عند إلتحاق أي تلميذ جديد بمدرسة جاليليو العالمية     -1

( ريال قطري  250)يتم دفع رسوم تسجيل وقدرها  

الصف التاسع   من مرحلة ألروضة الى وذلك للتسجيل 

 الاعدادي .

 , رسوم التسجيل غير قابلة للاسترداد .

2-Non-payment of registration fees may result in 

the cancellation of the child’s registration . 

قد يؤدي عدم دفع رسوم التسجيل إلى إلغاء تسجيل   -_2

   الطالب 

3-Tuition fees policy  

Fees must be paid as follows: 

•Tuition Fees 1st payment- Payable on or before 

05th April of the academic year. 

• Tuition Fees 2nd payment- Payable on or 

before 05th September of the academic year. 

Should the fees not be paid by the dates 

specified, the school will follow the rules and 

regulations. 

• The school report card will not be issued 

to the student.  

• The school have the rights to refuse 

admission of the student for the following 

academic year. 

• To block/prevent the student from 

moving to another school. 

 سياسة تسديد الرسوم الدراسية 3 

يجب دفع الرسوم الدراسية والاضافية طبقاً للمواعيد   

 التالية : 

 الفصل الدراسي الأول :قبل  5  ابريل  

 الفصل الدراسي الثاني :قبل  5  سبتمبر  

إذا لم يتم دفع الرسوم في المواعيد المحددة، ستتخذ   

 المدرسة الاجراءات وفق القوانين المتبعة لديها. 

4- في حالة عدم دفع المستحقات المالية المتأخرة 

 تحتفظ المدرسة 

 عدم تسليم الطالب التقارير الدراسية -1

 عدم تسجيله للعام  الدراسى الجديد .  -2

الى مدرسة للطالب وعدم نقلة عمل )بلوك(  -3

 اخرى لحين  سداد جميع الرسوم المستحقة 

5-Withdrawal/Cancellation: 

In case you wish to cancel the registration or 

withdraw your child from the school, a 

Withdrawal Form must be filled from the school 

office, within a maximum period of one month 

from the date of registration. Otherwise, the 

seat-reservation fees will not be 

 :الغاء التسجيل / الأنسحاب  -5

فانه   الانسحاب  أو  التسجيل  الغاء  في  الرغبة  حالة  في 

الامر ولي  على  الخاص   يجب  الانسحاب  نموذج  تعبئة 

خلال   وذلك  تاريخ بالمدرسة  من  شهر  اقصاها  مدة 

المقعد  التسجيل حجز  رسوم  استرداد  يتم  لن  والا   ،

 ريال قطري  500وقدرها  الدفوعة 
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refunded.500QR 

6- Students of Galileo International school who 

transfer to any other school and wish to return 

back will be required to pay the non-refundable 

registration fees. 

إنتقال    -6 إلى أي   الطالب   في حالة  من مدرسة جاليليو 

دفع   عليه  يترتب  فإنه  العودة  فى  أخرى ورغب  مدرسة 

 رسوم التسجيل مجددا.

7- If a student was absent for 10 days from 

beginning of Term 1 without prior notification, 

the student loses his seat and the reservation fees 

will not be refunded. 

الدوام    -7 عن   وتغيبه  الطالب  حضور  عدم  حالة  في 

العام   بداية  في  دراسية  أيام  عشرة  لمدة   المدرسي 

الطالب  سيفقد   ) )خطياً  المدرسة  اخطار  دون  الدراسي 

 مقعده ولا  يسترد رسوم حجز المقعد.  

8- School fees are not fully refundable after the 

first week of term, if a student had withdrawn 

from the school then, the deductible amounts are 

listed below: 

ويتم  -8 الانسحاب،  الدراسية في حالة  الرسوم  تسترد  لا 

 احتساب نسبة الخصم وفقاً للجدول التالي  

Withdrawal/Cancellation 

period 

Percentage of 

the refunded 

amount of the 

first term fees 

نسبة الرسوم  

من   المخصومة

بقية القسط  

 الأول 

 موعد الأنسحاب 

• Before the beginning of 

the first day of term one. 

Seat 

reservation fees 

deducted 

يخصم حجز  

 المقعد 
 قبل بدء الفصل الأول  •

• After end of the first 

week of the term. 

20%  deducted   20خصم  % الاسبوع الأول من بعد انتهاء • 

 الفصل الدراسي

• After end of the second 

week of the term. 

40% deducted   40خصم  % بعد انتهاء الاسبوع الثاني من  • 

 بداية الفصل الدراسي

• After end of the third 

week of the term. 

50%  deducted   50خصم  % بعد انتهاء الاسبوع الثالث من  • 

 الفصل الدراسي

• After end of the fourth 

week of the term. 

70% deducted   70خصم  % بعدانتهاء الاسبوع الرابع من  • 

 الفصل الدراسي

• After end of the fifth 

week of the term. 

No amount 

Refunded 

لا تسترد  

الرسوم  

 الدراسية

بعد انتهاء الاسبوع الخامس من  •

 الفصل الدراسي
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9. Parents will not be allowed to re-register their 

child for the next academic year at Galileo 

International School, if the Term 2 fees are not 

paid. 

لن يسمح لأولياء الأمور بإعادة تسجيل أبنائهم في   -9

المدرسة  للعام الدراسي المقبل إذا لم يتم تسديد قسط  

 الفصل الدراسي الثاني  أو أى مستحقات مالية. 

10- If a student has been accepted during the 

first half of a  term, full term fees must be paid 

(according to the fee schedule) 

إذا تم قبول الطالب خلال النصف الاول من الفصل -10

الدراسي بالكاملالدراسي يتم دفع قسط الفصل   

11. Book fees are non-refundable and cannot be 

returned once it is issued from the school store.  

في حالة استلام الكتب الدراسية لا يجوز اعادتها أو   -11

 استرداد قيمتها.

12- Vacations are included in the bus fees for an 

academic year. 

في حالة الاشتراك بالباص يتم دفع اشتراك الباص    -12

مقدماً و لا يتم خصم الاجازات من رسوم الباص  

.المدرسي  

13 . Uniform fees (QR350):  

School uniform is mandatory at Galileo 

International School, it is mandatory to purchase 

the uniform from the school itself. After 

receiving the student’s uniforms, the fees are not 

refunded. Furthermore, the uniform cannot be 

returned after it has been given to the student. 

 13-  رسوم الزي المدرسي )  350 ريال قطري ( :

 ضرورة التزام الطالب/ة بالزي المدرسي 

لزي المدرسي إلزامي في مدرسة على الرغم من أن ا

غاليليو الدولية، فإنه من الإلزامي شراء الزي المناسب 

من المدرسة. وبعد أن يحصل الطلاب على زيهم  

الرسمي، لا ترُد الرسوم الرسمية. وعلاوة على ذلك، لا 

 يمكن إعادة الزي الرسمي بعد. 

14 -The school reserves to increase the school 

fees as it may deem necessary (any increase is 

subject to prior approval from the Ministry of 

Education and Higher Education of the State of 

Qatar).  

تحتفظ المدرسة  بحقها في زيادة الرسوم المدرسية    -14

حسب ما تقتضيه الضرورة بعد موافقة وزارة التعليم   

العالي والتعليم   

 

 15-The parents, on behalf of the child, agree to 

commit and adhere to all school polices, in 

particular the policy of pass and fail.   

بالموافقة والتقيد   نيابة عن أبناءه يتعهد ولي الأمر  -15

بجميع سياسات المدرسة ومن ضمنها سياسيات النجاح 

 والرسوب والاعادة.  
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Acceptance: 

I, legal guardian of 

student…………………………………., have 

read and fully understood the points set out in 

this document, concerning Galileo 

International’s fee structure for the academic 

year, have received a complete copy of the 

policy of expenses, and agree to pay all 

expenses and fees in accordance with the polity. 

The school has the right to take any appropriate 

measures in case of late payment charges and 

without notice or warning. 

Parent Name: 

……………………………………………  

Signature:    

…………………………………………… 

Date: 

………………………………………………… 

 إقرار ولي الأمر  

أقر أنا ولي أمر 

....................  ة...................................\التلميذ 

أننى على دراية كاملة بالرسوم المدرسية وبأننى تلقيت 

نسخة من سياسة المصروفات المدرسية كاملة وأتعهد 

الرسوم المتفق  بسداد الرسوم المدرسية وفقا لسياسة 

عليها كما أقر بأحقية إدارة الاكاديمية فى إتخاذ ما تراه  

مناسبا من إجراءات فى حالة التأخير عن سداد 

المصروفات المدرسية وذلك دون حاجة إلي تنبيه أو 

 إنذار، وهذا إقرار مني بذلك. 

 

إسم ولي الأمر :  

...................................................... ........  

التوقيع    :   

......................................................... ..........  

التاريخ    :   

 ................................................................... 
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LOCATION AND INFRASTRUCTURE 

 

Galileo International School commences in a spacious building with an adjacent 

playground in an area which is suitable and convenient for the community to 

have access from surrounding areas.  In future there are plans to have own 

building for the school with all the facilities built in to have its own identity and 

to cater the demands as per scholastic and non-scholastic demands. 
 

CLASSROOMS 

We propose to have classrooms designed in a way to give each student 

maximum care and attention with visual boards and displays educational 

resources to make learning more colourful and interesting.   The rooms will be 

spacious, air conditioned and with sufficient light. 
 

COMPUTER LAB 

Computer education is an integral part of curriculum at our School and we 

propose to have a computer laboratory with active broadband internet 

connection assisted by qualified faculty to impart the knowledge to train the 

child to face the challenges of the IT world with ease. 
 

SCIENCE LABORATORY 

We propose to have an ultramodern fully equipped science laboratory to 

accommodate the students assisted by well qualified teachers to meet the 

curriculum requirements of science stream subjects. It will provide the student 

to experiment and research their works. 
 

LIBRARY 

We propose to have a fully equipped library with a systematic collection of 

books, periodicals, and syllabus based text books, reference books of various 

disciples and audio-visual CDs and VCDs.  All children are guided to make 

maximum use of the library.  A resource room will also be added to the library 

which will assist teachers and students in their academic and other activities. 
 

SPORTS HALL 
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Healthy growth of students will in turn lead to healthy growth of school too.  A 

well-equipped sports room will be arranged to give students all the opportunity 

to develop their sporting activities.  Rigorous coaching will be given to the 

aspiring sports kids through experienced coach and instructors. 

ART HALL 

We also give an equal importance to creative skills of the child by making art 

education a part of curriculum from the KG level. A well designed Art room is 

proposed to take care or the blooming artists. Our expert art teachers will guide 

and encourage the children to explore their hidden talents. 

MUSIC AND DANCE ROOM 

Apart from developing creative skills, we are also bound to develop the 

performing skills of the child through moulding their talents.  We propose to 

have a separate well instrumented   music and dance room as a part of our co-

curricular activities of our curriculum. We also intend to have children to 

develop their skills of public speaking, dramatics, handicraft making etc., 

assisted by well skilled teachers in the respective fields. All the walls will have 

display boards to exhibit the children’s works to bring a feeling of ownership in 

them.  All the open spaces surrounding the building will have a natural flora and 

fauna to develop love for nature among the children which will cultivate an eco-

friendly attitude in them. 

Other facilities:  

- Playground 

- Clinic 

- Staff room 

- Admin Offices 

- Principal Office 

- Meeting Room 

- MPH 

- Social Worker 

- Reception 

- Servant Room 

- Security 

- Cafeteria 
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Our Services 
 

The Galileo International School is to provide adequate services in the 

following fields: 

 

1. Guidance: 

It is expected that children and perhaps parents are in need for ample 

information and guidance regarding issues of interest pertaining to School 

procedures, expected conduct on part of children at School, admission standards 

and procedures, communication and interaction with School administration and 

staff, receiving and providing adequate feedback on various issues of interest, 

…etc; these areas are to be addressed as seen appropriate through a scheduled 

guidance practice. 

 

2. Counselling: 

The Galileo International School provides counselling sessions for individual 

children or for groups of children regarding academic issues, psychological 

phenomena, attainment…etc. This service is provided for both the children and 

the staff as seen necessary. 

 

3. Health: 

The ICS employs a full-time professional nurse residing in the premises. Her 

duties are to provide School children with the following services: 

 

• Conduct screening check-ups and examinations at the beginning of the year 

for all the children. This includes measurement of height, weight, sight, 

hearing, and general health status. 

• Arrange for occasional visits for a qualified physician to check on hygiene 

matters and to conduct health examination of cases as deemed necessary. 

• Arrange for dental check-ups as deemed necessary. 

• Keep record files for all children containing all health information including 

prescribed and dispensed mediations and health history. 
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• Provide medications to needy children at the request of parents at times  

prescribed by the physician. Medications are kept locked by the nurse out of 

reach of children and at suitable conditions and temperatures. 

• In case of an emergency or injury, necessary first aid processes shall be 

conducted by the nurse on the spot. If the case requires further attention, 

provisions of transfer to an assigned hospital or medical centre are 

immediately taken and parents are notified. 

• The nurse shall provide relevant information leaflets and training at the 

beginning of each term on matters related to proper hygiene. 

• The nurse is to address frequently enough, issues related to fostering better 

awareness of proper nutrition and healthy diet among both the staff 

members and the children. 

 

4. Hazards: Evacuation Plan 

• In case of fire alerts or otherwise, the school shall provide ample training 

programmes on quick and smooth evacuation of the premises in accordance 

to clear cut procedures. Regular training drills shall be also conducted at 

suitable intervals. 

• For the safety of all School members, a fire alarm system shall be placed in 

various parts in the school premises. 

• Enough fire extinguishers shall also be carefully placed in designated areas 

and ample training drills shall be carried out to the effect of ensuring proper 

and adequate use of these facilities for the safety of the people and the place. 

 

5. Transportation: 

The Galileo International School provides transportation facilities for all 

School children.  

This service is governed according to the following principles: 

• Run an assigned schedule to transport children in the morning from their 

residences to the school and back in accordance to the school schedule only. 

• In case of any further trips to or from the school, it is then the responsibility 

of the parents to provide transportation for their children. 
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• The transportation facilities shall run in accordance with the governing 

Qatari traffic legislation regarding licensing of drivers, valid insurance of 

vehicles, etc. 

• All time supervision shall be provided during transportation trips to ensure 

maximum safety of children. 

 

6. Security: 

- An up-to-date security system and procedures shall be installed and run in 

the 

Galileo International School. The security system shall be assigned to a 

designated well-trained body. The intention is to secure at all times all 

School premises, employees and children. Engineering standards are 

carried out to provide a fence around the building, in addition to lockers 

for all rooms so that they are only open at the discretion of designated staff 

members and for academic purposes as deemed necessary. 

- School vehicles and those of the staff members shall carry the valid School   

patch to be allowed into the inside of the school premises. 

- Visitors to the School are expected to provide identification when asked 

by School security. 

- Other security measures shall also be considered, namely, installing an 

alarm system, in addition to providing iron bars for gates, doors and 

windows in places and offices of sensitive status. 

 

7. Cafeteria: We place a high priority on school food policy because we 

recognize its power to boost students’ concentration, focus and cognitive 

function. 

8. Playgrounds: Our playground structures are designed for safety. Equipment 

is designed to be challenging and thrilling, but safety comes first. 

 

9.  Clinic: Our school clinics are staffed during student hours with registered  

nurses and travelling health clerks. We work as a team with the education 

staff to insure the health and safety of each child. 
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10. Theatre: It comprises a stage, auditorium and gallery. A Studio Theatre is 

situated immediately adjacent to the main stage. 

 

11. MPH: The multi-purpose hall is utilised for whole school functions such as 

music, dance and drama productions, assemblies, PTA meetings, among 

other things. 

 

12. Reception: The reception office will not only receive all phone calls but 

also manages the parents and guests on various occasions 

 

13. Meeting Room: The Collaborative Services Conference Centre has been 

designed to accommodate various types of meetings.  The conference 

rooms are built with LCD projection capabilities, high speed internet 

connection and audio/video capabilities. 

 

14. Admin Offices: Admin offices will cater to various services related to the 

day to day running of the school.
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School Map  
First Floor 


