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ABOUT SCHOOL

Our Mission

In partnership with the school community, the mission of the International Programs School is to:

e Engage students from diverse cultural backgrounds in a comprehensive and an international college
preparatory program that challenges and encourages high competency for success.

e Empower students to become independent, critical thinkers whilst sharing their skills at global scale.

e Promote understanding, tolerance, and compassion for others and develop citizens of integrity and
principle.

Our Beliefs

Every child is a unique individual with potential for growth.

The best learning and teaching environment is free of prejudice, violence, and bullying.

A student’s full potential comes forth under the guidance and care of a professional staff.

The skills to utilize technology are essential to prepare students for the future.

All students are responsible for active participation in their own learning.

Development of the sense of responsibility and service to others by teaching ethical and moral

isues.

High standards of excellence in teaching as an important tool in challenging our students.

e A respectful, honest, and constructive communication among all members of the school community.

Graduate Profile

International Programs School graduates are academically, intellectually, and technologically competent.
Through creativity and innovation, they are able to conceptualize a better approach to problem solving. While
expressing themselves intelligently and interestingly both orally and in writing, they possess the necessary 21st
century skills to advance to a higher level of education and be successful in the school of their choice.
Furthermore, they can adapt to change and are capable of thinking independently as well as working and
engaging in teams, a virtue that comes with being a part of a culturally diverse community.

IB mission statement

“The International Baccalaureate aims to develop inquiring, knowledgeable and caring young people who help to create a
better and more peaceful world through intercultural understanding and respect. To this end the organization works with
schools, governments and international organizations to develop challenging programmers of international education and
rigorous assessment. These programmers encourage students across the world to become active, compassionate and
lifelong learners who understand that other people, with their differences, can also be right.” (© International
Baccalaureate Organization)



IB Learner Profile
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IB learner profile

The aim of all IB programmes is to develop internationally minded people who, recognizing their
common humanity and shared guardianship of the planet, help to create a better and more peaceful world.

INQUIRERS

We nurture our curiosity, developing skills for inquiry and
research. We know how to learn independently and with others.
We learn with enthusiasm and sustain our love of learning
throughout life.

We develop and use conceptual understanding, exploring
knowledge across a range of disciplines. We engage with issues
and ideas that have local and global significance.

THIN}

We use cntlcal and creative thinking skills to analyse and take
responsible action on complex problems. We exercise initiative in
making reasoned, ethical decisions.

We express ourselves conﬁdently and creatively in more than
one language and in many ways. We collaborate effectively,
listening carefully to the perspectives of other individuals and

We act with integrity and honesty, with a strong sense of fairness
and justice, and with respect for the dignity and rights of people
everywhere. We take responsibility for our actions and their
consequences.

We critically appreciate our own cultures and personal histories, as
well as the values and traditions of others. We seek and evaluate a
range of points of view, and we are willing to grow from the
experience.

We show empathy, compassion and respect. We have a
commitment to service, and we act to make a positive difference
in the lives of others and in the world around us.

We approach uncertainty with forethought and determination;
we work independently and cooperatively to explore new ideas
and innovative strategies. We are resourceful and resilient in the
face of challenges and change.

CED
We understand the importance of balancing different aspects of
our lives—intellectual, physical, and emotional—to achieve
well-being for ourselves and others. We recognize our interdependence
with other people and with the world in which we live.

fTr\; o
We thoughtfully consider the world and our own ideas and
experience. We work to understand our strengths and weaknesses
in order to support our learning and personal development.

The IB learner profile represents 10 attributes valued by IB World Schools. We believe these attributes, and others like
them, can help individuals and groups become responsible members of local, national and global communities.

International Baccalaureate”
Baccalauréat International
Bachillerato Internacional

© International Baccalaureate Organization 2013

International Baccalaureate® | Baccalauréat International® | Bachillerato Internacional®




Section 1: About the School

1.1 Mission
In partnership with the school community, the mission of the International Programs School is to:

e Engage students from diverse cultural backgrounds in a comprehensive, American and
international college preparatory programs, that challenges, and encourages high
expectations for success.

e Empower students to become independent, critical thinkers with the skills to participate
positively in a global society.

e Promote understanding, tolerance, and compassion for others, and develop students of
integrity and principle.

1.2 Beliefs

We believe that every child is a unique individual with potential for growth.
We believe that the best learning and teaching takes place in a safe and orderly
environment that is free of prejudice, violence, and bullying.

e We Dbelieve in students striving to achieve their full potential guided by caring,
professional staff.

e \We believe that the skills to utilize technology are essential to prepare students for the
future.

e \We believe that all students are responsible for active participation in their own
learning.

e \We believe in developing responsibility and service to others by modeling and teaching
ethical and moral issues.

e \We believe that high standards of excellence in teaching are necessary to challenge
students.

e We Dbelieve in respectful, honest, and constructive communication among all members
of the school community.

1.3 Graduate Profile
International Programs School graduates are academically, intellectually, and technologically
competent. Through creativity and innovation, they are able to conceptualize, analyze, and solve
problems. Expressing themselves intelligently and interestingly both orally and in writing, they
possess the necessary 21 century skills to advance to a higher level of education and be successful
in the school of their choice.

Furthermore, they have the ability to be productive members of society. Being adaptable to change
they are capable of thinking independently as well as working and engaging in teams. Being able
to take risks and explore new ideas they are able to accept, appreciate, and work in harmony with
culturally diverse peoples and able to inspire and motivate others.

Our graduates are responsible for their actions. While reflecting on their own performance, they

will be successful in their personal goals. They selflessly serve to make the world a better place
and are instilled with the desire to use their education to serve society

1.4 School Information



School Name: The International Programs School (IPS)

Mailing Address: P.O. Box 691
Dhahran Airport 31932
Kingdom of Saudi Arabia

Telephone Numbers: (966 13) 857-5603 (Direct)

Fax Number: (966 13) 857-0076

School Website: www.ipsksa.com

Social Media Site: https.//www.facebook.com/ipsksa/
https://www.instagram.com/ips_ksa

E-Mail Address: admin@ipsksa.com

Office Hours: 7:30 a.m. to 4:00 p.m., Sunday — Thursday

1.5 Staff 2018-2019

Section 2: Policies and Procedures

2.1. Instruction and Assessment

2.1. A. Learning and Teaching

IPS puts the students at the center of the learning/teaching process. The school aims to
provide a physical, intellectual and emotional environment which enables them to
become lifelong learners. IPS believes that students should be independent and
responsible learners and that this learning should be facilitated, enhanced and supported
by the whole school community. The school provides a clear framework for learning
that ensures progression, continuity, and challenge. The school recognizes individual
abilities and is sensitive to cultural, linguistic, racial, class, and gender differences. We
believe in a whole school approach whenever possible to all aspects of the teaching and
learning process.

IPS will effectively deliver a relevant, stimulating, challenging and cohesive program
of work using all resources and personnel at its disposal.

Aims:

To make the students’ experience of school positive, happy and successful;

To enable all students to achieve;

To encourage students to think for themselves;

To enhance experiences and personal growth of both staff and learner;

To develop a passion for learning in students and a passion for teaching in staff;
To provide a stimulating and challenging curriculum.
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Procedures: To implement these aims IPS will:

Use multifaceted teaching methods.

Plan for differentiated learning experiences so all levels of students can achieve
at their level.

Implement collaborative learning where appropriate.

Use a network of interlocking teams involving administration, teachers, learning
assistants, parents, proprietor, and other students working in partnership.
Encourage effective, reflective staff.

Develop a calm, positive classroom environment.

Carefully structure and plan learning experiences.

Use assessment for learning.

Teach to clear objectives and explain them to the students.

Match learning activities to students’ abilities.

Communicate effectively to all relevant community members.

Develop student independence and responsibility for their learning.

Pursue high and realistic expectations of both staff and students.

Use cross curricular opportunities whenever possible.

Recognize age appropriate effective development, and developmentally
appropriate instructional activities and material.

2.1. B. Assessment Policy LINK (Effective Nov. 1, 2016)

2.2. Promotion, Retention, and Dismissal
IPS believes every child is a unique individual with potential for growth. Assessment
results allow school to provide the best learning environment for students to learn and
grow. When assessment results show a student is struggling to access the curriculum,
the school will endeavor to provide that student with the appropriate learning
environment to succeed. With the student at the center of teaching and learning all
decision making at school will be in the student’s best interest.
Aims:
+Ensure the best interests of the student are catered for.
*Provide clarity for the school community.
*Provide school consistent wide criteria for promotion, retention, and dismissal.

Procedures:
«Students meeting or exceeding academic grade level expectations with acceptable
behavior and with families demonstrating commitment to IPS” Mission, Beliefs and
Graduate Profile will be promoted to the next level.
« Students failing to reach the accepted level in any subject may not be promoted to the
next level.
«IPS will consider 3 options for children assessed as not meeting year end expectation:
o Retention at current grade level,
o Promotion to the next level after summer study and passing the new
grade’s entry test before the beginning of the school year,


https://drive.google.com/open?id=1gaqe4cDbMfnys0bC6lHvA2g_h6CAjcnliZ_NlZA6Dxc
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o Withdrawal at the year’s end.
«Students whose behavior has consistently not met expectations, has been recorded as
such, and has been communicated to parents may not be asked to return to school.
«Families who consistently demonstrate that they are not in agreement with IPS Mission,
Beliefs, and Graduate Profile may be asked not to return for the next school year.
* Teachers and administration will document and communicate with parents their
concerns about students assessed as not meeting expectations.
 All communications, conferences, and meetings will be clearly documented and filed.
 The administration will work with the parents to find the best placement elsewhere for
a student if it is decided that IPS does not have the resources to meet the particular needs
of that student.
+Decisions to retain or dismiss do not rest solely with the teacher.
*Final decisions will be made by the Head of school with recommendations from
Principals.

2.3. Tribes
Tribes Learning Communities (TLC®) is a process that teaches social-collaborative
skills within the academic context of the classroom.
Tribes’ classrooms and Tribes schools are predicated on 4 Mutual Agreements:
e Attentive Listening
e Mutual Respect
e Appreciation/No Put Downs
e Right to Pass/Participation

The ultimate goal of a Tribes® classroom is to create a learning community where
students can excel both personally and academically. In a Tribes classroom the teacher
“sets the stage” by explicitly teaching and modeling the Mutual Agreements.

The development of this learning community includes the following stages:
e Inclusion(presenting self to the group in a positive light and building a sense of
belonging and trust)
e Influence(accepting differences, making decisions and managing conflict)
e Community(working together creatively)

In a Tribes classroom a vast repertoire of teaching strategies are utilized. These
strategies reflect current research around cooperative learning, multiple intelligences and
brain compatible learning and are integrated within the context of the grade and subject
curriculum. Embedded within a Tribes® classroom are structured opportunities for
students to work individually, in pairs and in small groups (often called Tribes).
Ownership of the learning and the classroom environment is a shared responsibility of
both the teacher and the students. This shared leadership encourages initiative, values
innovative ideas, and stimulates academic growth. In this collaborative classroom
culture, conflict is reduced and more time is spent on learning tasks.

What Tribes is not?



A “stand alone” series of activities or energizers

A “miracle cure” for solving all class/school issues

Easy — it actually takes a great deal of effort to initially establish and reinforce the
Mutual Agreements

STRATEGIES/IDEAS

Establishing
Community
Circle

Continue to prompt/remind students of the 4 mutual agreements
during circle

Model the length of time for sharing by each person by giving an
example

Remind students that there will be reflection questions at the end of
circle

Give students a focus question to listen for

Assign a place in circle (especially for younger students - Kdg. or
Gr. 1)

Use table circles (sharing in their Tribes group) in addition to whole
class circle

Provide “talk time” (e.g., Think/Pair Share) prior to circle

Respect the students’ right to pass during circle...let participation
evolve over time rather than making it an immediate issue

Use popcorn style (e.g., occasionally have the students toss the
koosh ball to determine whose turn it is next)

Living the
Mutual
Agreements

Use real incidents (e.g., Saturday class defacing classroom students
desks) to help students understand how actions can affect other
people’s feelings

Brainstorm group solutions to specific problems (e.g., Lumpy Rug —
instruct students to make snowballs of concerns, place snowballs
under a rug, discuss solutions to the concerns as a class - gradually
the rug gets smoothed out)

Use conflict mediation with students when problems/issues arise
Reinforce positive behaviors of “kids in the middle” (see page 31)
For younger students use an inanimate object (e.g., Scoop the
Pelican) to communicate observations and reinforce positive values

Putting the
Class into
Tribes

Build towards creating Tribes (e.qg., task specific groups where
success is likely, sharing needs/materials in a group, etc.)
Remember that students don’t always have to do everything in their
tribes and continue to use other cooperative grouping strategies
(remind class of this too!)

Allow students who need time away from the group to do so with
mutual respect

Allow time for reflection and group processing (e.g., what worked
well/things to consider for next time)

10



Tribes resources:

"A New Way of Learning and Being Together.” Tribes Learning Community. N.p., n.d.

Web. <http://www.tribes.com/>.

Gibbs, J. (2001). Tribes: A New Way of Learning and Being Togetkéndsor CA:
Center Source Systems, LLC.

Gibbs, J. (2001). Discovering Gifts in Middle SchodLearning in a Caring Culture
Called TribesWindsor CA: Center Source Systems, LLC.

2.4. Students

2.4. A. IPS Information & Enrollment Procedure

11
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2.4. B. Arrival and Dismissal Procedures

Arriving at School

e 6.45 am Gate will be open and students will be able to remain inside the
campus on the front steps of the school under the supervision of our security
guards.

e 7:15am KG1-G12 students should go directly to their classes where teacher
supervision is provided.

e 7:40 am the bell rings students make their way to their classrooms.

e 7:45 am the first class begins.

e No technology (phones, tablet, etc.) on the playground, unless supervised or
approved by the adult on duty.

e 4 Sq Rule: Hitting the ball with a part of the body that is not hands results in
player out and/or ball timed out.

e Use caution with hot water dispensers.

e Keep student restrooms tidy and clean. Report inappropriate behaviors to
classroom teacher.

Dismissal

e KG1: Students will be dismissed at 1:25 pm.

e KG2-G3: The last class ends at 2:50 pm. Students should be dismissed with an
authorized adult. Dismissal pass should be shown to the classroom teacher
before dismissing the students. Students who are not collected must go to the
school office.

e (G4-G5: The doors will open at 2:50 pm, will be brought the students to
Building A and they must be collected from room A107 for Grade 5 and room
Al117 for Grade 4.

e (G6-G12: The doors will open at 2:55 pm. Students must have a mobile with
them, an SMS should be sent to them to let them know that you have arrived
and to call them to the Plaza. An adult should accompany them to get out of the
building. They will then depart through the main Reception doors.

e Students who are not collected must go to the school office.

Sunday, Monday, Tuesday, Wednesday and Thursday:

2:50 p.m. Classes end

3:00 p.m. Extra-curricular activities begin

4:00 p.m. Extra-curricular activities end and students must go home
Tuesdays (once a month)

1:25 p.m. Classes End (K1 included)

Early Release Tuesday (ERT) will only occur once a month.

ERT will be the last Tuesday of every month (September 24, October 29, November 26,
January 28, February 25, March 31, April 28).

Release procedures designed to implement safe passage in the parking lot must be
adhered to by students, parents, and drivers.

12



2.4. C. IPS Attendance Policy & Procedure

2.4. D. After School Extra Help
Teachers will assist IPS students with extra academic help outside the regular classroom
hours. Should the need arise, teachers will schedule an appropriate time with the
student(s). This help is free of charge to the students and should not be mistaken for
private individual tutoring.

2.4. E. Authority for Disciplinary Actions
Authority for disciplinary action, including expulsion, lies with the Head of School or
Principal, who may use any reasonable means to obtain evidence of the offense. This
includes search of student and belongings (with at least two school personnel present),
questioning of witnesses, requesting the services of the Ministry of Education and
enforcement authorities, etc.

2.4. F. Language Policy (for use from Feb. 1, 2017)

2.4. G. Healthy Snack
All students have breaks throughout the day and HEALTHY snacks are encouraged.
Eating is done inside classrooms or in designated areas before or after recess. IPS is a
PEANUT FREE school to protect students and staff who are extremely allergic.

2.4. H. Homework - under revision as per Assessment Policy (Effective Nov. 1, 2016)
IPS students are responsible for the active participation in their own learning.
Homework requires students to spend time outside the classroom in assigned learning
activities. At IPS the purpose of homework is to practice, reinforce, or apply acquired
skills and knowledge. Homework will develop regular study skills and the ability to
complete assignments independently.

Aims:
e To contribute toward building responsibility, independent work habits, self-
discipline, and lifelong learning habits.
e Assure parents of IPS commitment to challenging student learning, provide
students with the opportunity to apply information they have learned, complete
unfinished class assignments, and promote independent enquiry.

Procedures:

e Teachers will assign homework that is meaningful to the taught curriculum,
ensuring that assignments are relevant, challenging, and meaningful, and that
reinforce classroom learning objectives.

e Cohort teachers will ensure the amount of homework is balanced between
subjects.

Assigned homework will expect academic effort and extend study skills.
Elementary grades are given between 30 and one hour of homework per
evening.

Grade 6 is given 60 to 90 minutes homework per evening.

Grades 7 to 12 is given approximately 2 to 3 hours of homework each evening.

13
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2.4. 1. Inclement Weather
On days when it is raining, if the playground areas are wet and puddled, or if there is a
sandstorm, the administration may determine that students should be kept inside during
recess. Teachers will be notified by internet, sms, phone call and/or face-to-face. Plans
for these days will be in place.

2.4.J. Lockers
Middle and High School students will be assigned a locker. They use lockers to store
textbooks and personal belongings, and will be asked to buy a combination lock for
their locker. Students are discouraged from bringing valuables to school, but are
required to secure their personal belongings in their locked locker for safekeeping
during the school day.

2.4. K. Make-up Assignments
Parents must notify teachers in advance of a planned student absence so that teachers
have time to prepare make-up assignments. All make-up work must be completed by
the end of the marking period. Work that is missed due to an illness must be made up
as soon as possible.

2.4. L. Planner
Student planners are issued and used as per teacher guidance. Planners should aid
students in effectively organizing their homework, and provide a means for teachers
and parents to communicate and record their communications. Teachers are
responsible for teaching the use of a planner or GAFE time management strategies.

2.4. M. Academic Honesty Policy (for use from Feb. 1, 2017)

2.4. N. Student Behavior
IPS expects student behavior reflecting the school’s Mission and Beliefs and Graduate
Profile. Students are responsible for their own actions. As team members, they will
recognize the importance of the positive effect on the school’s ethos of their own
thoughtful behavior. As individuals, they will understand their part in the learning
process. They will act as good role models for each other applying the 4 rules ‘Be
Kind, Be Respectful, Be Responsible, Be Safe’. Students will follow school rules and
regulations and do their part to maintain the reputation of the school. There will be
consequences to unacceptable behavior.
Aims:
e To ensure an environment that is conducive to learning.
e To create an environment in which students feel confident, secure, and safe
e Define for the school community the expectations of student behavior so it is
observed consistently throughout the school.
e Define the consequences of unacceptable behavior
Procedures:
e Students will be familiar with the Mission, Belief and Graduate Profile and
match their behavior to them.

14
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Students will be made aware of the rules and regulations regarding positive
behavior as described in the Parent Student Handbook, and of the consequences
of breaching them.

Students will be punctual to school in the morning and to their classes during
the day. Students late to school will report to the office for a late slip to give to
the teacher. Students will be recorded as present, absent, or tardy.

Students will use their assigned locker to store and lock textbooks and personal
belongings.

Students will use their planners and Google Calendar to organize homework,
and as a means of communication between home and school.

The teacher will exhaust all classroom strategies before referring the student to
the Principal.

Students bringing knives, firearms including imitation ones, firecrackers,
smoking materials, alcohol, inappropriate photos or magazines will have the
materials confiscated, be referred to the Principal, know their parents will be
contacted, and face possible suspension or expulsion.

Cell phones, laptops, iPads etc. will be used under faculty supervision.

Students not wearing proper school uniform will be sent home to change and
recorded as late upon their return. Hats are required for all elementary students
and encouraged for all students when outside in the hot sun. Hats will be
removed when inside.

Academic Honesty Policy

Students showing repeated inappropriate classroom behavior may be sent to the
Principal, parents may be contacted, and further disciplinary action may be
taken.

Students who steal school or the personal property of others will be the subject
of an investigation leading to serious consequences which may include
suspension, expulsion, and/or the involvement of the local police.

Students who willfully destroy school property will be held accountable, their
parents called, and full restitution demanded.

Students who miss class days may not be eligible for promotion as referenced in
the attendance policy/procedures.

Students who willfully intimidate (bully) others verbally, physically, socially, or
through electronic means will be counseled on appropriate behavior, and will
face consequences if they persist in these actions.

Students will be referred for after-school detention in cases where both teachers
and Principal agree it will be an effective deterrent.

Students will not place orders for outside delivery of food for school. Any food
ordered and delivered will be sent back to the caterers.

Students who lose or damage school textbooks or any instructional materials on
loan will be required to pay for replacement or repair. Final report cards are
withheld if monies are outstanding.

15
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2.4. O. Student Lunch
A schedule for lunch and lunch recess supervision will be provided at the beginning of
the year. Lunch will be consumed in the classroom or at the outdoor lunch tables where
teachers or homeroom partners are responsible for supervision.

K-3 Students must bring lunch from home and should include only healthy items. IPS is
a PEANUT FREE school to protect students and staff who are extremely allergic.

School Cafeteria

Our cafeteria is open for Grades 4 to 12. It will provide healthy food for our students
with an amount of money ranges between 15SAR to 20SAR.

2.4. P. Textbooks
IPS uses many resources online, textbooks, and supplemental resources. Textbooks will
be signed out from the Resource Center, and each student is responsible to return the
signed out book to the Resource Center at the end of the school year.

Students who lose or damage textbooks or any instructional materials loaned will be
required to pay for replacement or repair.

2.4. Q. Uniforms
IPS students must wear school uniforms at all times. Uniforms are available from
Adeem Uniform, located in Al Khobar Mall (1st floor, Shop 198-199), their phone
number is 0138820534.

All students may choose to wear on a daily basis the uniform polo or uniform T-Shirt
with uniform solid navy pants or uniform navy and white stripe athletic pants.
e Elementary students (K1-G5) may wear uniform shorts (boys or girls) or
uniform “skorts” (for girls) when desired.
Elementary students may wear the athletic pant to school on PE days.
Secondary students (G6-12) must wear uniform solid navy pants.
Secondary students must wear school uniform athletic pants for only PE class or
Athletics. Changing facilities are provided for secondary students.
e Hats are required for elementary school students and encouraged for all students
for outside play and should be removed when indoors.
Students will be sent home to change when not in proper uniform.
Students may wear an IPS hoodie or IPS zip-up, athletic jacket over the outlined
school uniform. Non-IPS hoodies, sweaters, or jackets may not be worn at
school in class.
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Procedures:

The policy will be explicitly presented in staff orientation week and published
in the Family Handbook and in all admission materials.

The expectations will be made explicit to students new to IPS and to families
during the admission procedure and beginning of year communications.

The community mentors each other to ensure all abide by the expectations.
Administration and Teachers will monitor compatibility with the staff/students
dress expectations.

When dress style is not compatible with the above expectations individuals will
be asked to discuss the issues involved with the administration.

Continued lack of adherence to expectations will be asked to discuss the issues
again and a record put on file.

Further complaint will be grounds for disciplinary action which may include
being sent home to change.

2.5. GENERAL SCHOOL OPERATIONS

2.5. A. Announcements
Announcements to students/ parents will be sent to the teachers on an as-needed
basis. Weekly bulletins inform and remind all staff and are sent via email. E-mail and
the school webpage are the primary channels of communication.

2.5. B.1 Campus Hours
The school campus will be open on school days from 7:30 a.m. to 4:00 p.m. At all
times, students MUST be accompanied by staff if/when on campus. Staff may access
the campus on weekends by making arrangements with the school office.

All students should arrive at school no earlier than 6:45 a.m., when building and
grounds supervision begins.

2.5. B.2 Library Policy

2.5. C. Child Protection
IPS fully recognizes its responsibilities for child protection and is committed to
providing support in suspected cases of abuse and neglect. Staff is required to report
signs of child abuse to the school administration, which will investigate and take
appropriate action. IPS recognizes that because of the day-to-day contact with
children and young people, school staff is well placed to observe the outward signs of

abuse.

This Child Protection policy applies to all staff, board of governors, and volunteers
working in the school:
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Aims;:

Ensure safe recruitment practices in checking the suitability of staff and
volunteers to work with children and young people.

Raise awareness of child protection issues and equipping staff and students with
the skills needed to keep them safe.

Follow procedures for identifying and providing supportive counselling and
intervention to suspected cases of abuse.

Establish a safe environment in which students can learn and develop.

Bearing in mind that there are no Child Protection Agencies in Saudi Arabia,
the school will do its best to follow the procedures set out by appropriate
overseas agencies.

Procedures:

Establish and maintain an environment where students feel secure, are
encouraged to talk, and are listened to.

Ensure students know that there are adults in this school whom they can
approach if they are worried.

Include opportunities in the curriculum for students to develop the skills they
need to recognize and stay safe from abuse.

Ensure IPS has a designated senior person for child protection who has
received appropriate training and support for this role.

Ensure that it has a nominated governor responsible for child protection.
Ensure every member of staff, including temporary and substitute staff,
volunteers, and governing body, knows the name of the designated senior
person responsible for child protection and their role.

Ensure all staff and volunteers understand their responsibilities in being alert to
the sign of abuse and responsibility for referring any concerns to the designated
senior person responsible for child protection.

Ensure that parents have an understanding of the responsibility placed on the
school and staff for child protection by setting out its obligations in the school
prospectus.

Keep written records of concerns about children, even where there is no
immediate need for intervention.

Ensure all records are kept securely; separate from the main student file, and in
locked locations.

Develop and then follow procedure where an allegation is made against a
member of staff or volunteer.

Ensure safe recruitment practices are always followed.
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IPS recognizes that children and young people who are abused or witness violence may
find it difficult to develop a sense of self-worth. They may feel helplessness,
humiliation, and some sense of blame. IPS may be the only stable, secure, and
predictable element in the lives of children at risk. When at school their behaviour may
be challenging and defiant or they may be withdrawn. The school will endeavour to
support the students through:

e The content of the school’s programs.

e The school ethos which promotes a positive, supportive and secure
environment and gives students a sense of being valued.

e The school behavior policy which is aimed at supporting vulnerable students in
the school. The school will ensure that the students know that some behaviour
is unacceptable but they are valued and not to be blamed for any abuse which
has occurred.

e Ensuring that follow up is provided for these students even when they have left
(if possible).

2.5. D. Deliveries
Students are responsible for managing their materials to/from, and at school. IPS does
not accept deliveries for students during the day.

2.5. E. Health and Safety
IPS believes that the best learning and teaching takes place in a safe and orderly
environment. We believe in students striving to achieve their full potential guided by
caring, professional staff. Everyone at IPS is committed to providing the highest level
of security for our students and community members. The key to producing a positive
outcome during a crisis lies in preparation and prevention. The school recognizes its
corporate responsibility for ensuring that the Health and Safety Policy is implemented
in the school. The establishment of a healthy and safe environment is an essential
prerequisite for the work of the school. It depends upon sound management, vigilant
supervision, and the cooperation of all personnel (children and adults).
Aims:
e Ensure the community is confident that the school has health and safety
guidelines for planned responses to a variety of situations;
e Provide IPS administration, staff, students and parents with tools to face
emergency situations;
Ensure the health, safety, and welfare of everyone on the IPS campus;
Develop a school ethos which positively promotes safety;
Establish and maintain safe working procedures among staff and pupils;
Establish a system for the reporting, recording, and investigation of accidents
and incidents ensuring that this is applied rigorously;
e Facilitate safety training for staff.
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Procedures:

Make students aware of safety issues and their responsibilities and duties where
appropriate;

Regularly review and revise the Emergency Procedures Manual,

Test the procedures laid down in the Emergency Procedures Manual on a
regular basis;

Ensure that all staff members are reintroduced to the procedures during
orientation at the beginning of the school year and that they become familiar
with them and how to implement each;

Re-form the Emergency Team, as described in the Emergency Procedures
Manual, at the beginning of each school year and ensure each member
understands the roles and responsibilities laid down for them;

Ensure that at all times there is an adequate number of staff trained in CPR/First
Aid/AED;

Inspect and report on playgrounds, athletic grounds, and equipment regularly,
and upgrade or repair to ensure they continue to be safe to use;

Set up the system, at the beginning of the school year, for arrival and dismissal
times to ensure the safety of students in the parking lot;

Remind parents/students/ staff at the beginning of the year of the necessity for
students going home with friends have to have written permission from their
parents;

Review, and revise if necessary, the Staff and Parent/Student handbooks and
ensure that staff/parents/students are aware of the health and safety points made
in each;

Students in grades K-5 will have a mid-morning break and a lunch break;
Students in grades 6-12 will have a lunch break and adequate passing time
between classes;

Teachers will act as role models to promote healthy eating;

Administration will determine if students should be kept inside during recess if
the weather is too wet, too hot, or too dusty. Teachers will be notified by email
and will have activities planned for these days;

IPS requires everyone using the school campus, with no exceptions, to respect
IPS’ smoking ban which encompasses all the property, 24 hours a day, 7 days a
week;

The community is made aware of and understands the evacuation plans that are
posted in all rooms. Emergency evacuation drills are conducted periodically as
scheduled by the administration, one of which each term will be unannounced.
SEE EMERGENCY PROCEDURES MANUAL (available with the Head of
School);

All visitors must check in with the office and be directed to the appropriate
location. Teachers who bring visitors must check the visitor in with security
and update the Principal. Visitors may not use the computers, communications
systems, or library without written permission from administration;

Monitor and review this policy and ensure that necessary revisions are
undertaken.
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2.5.F.

25.G

2.5. H.

Non-Smoking Policy
IPS is a non-smoking campus. The ban encompasses all property within the boundary
walls of the school, and outside gate area at the front and back of the school. All
restrooms, closets, work areas, rest areas, locker areas, storage rooms, roof areas, gate
houses, security offices, and all other areas on school property not mentioned are
considered part of this smoking ban.

This policy is in effect 24 hours a day, 7 days a week. It includes all activities held at
the school and any transportation provided by IPS. Parents, visitors, drivers, repair and
delivery people will also be required to refrain from smoking while on school grounds.

We care about the safety, well-being and health of our students and co-workers. Your
total cooperation is not only requested, but also required.

. Emergency Evacuation

Evacuation plans must be posted in all classrooms. All personnel should understand
these plans. Teachers will receive specific instructions at faculty meetings.

Emergency evacuation drills are conducted periodically. An unannounced evacuation
drill must be completed once a semester. Acquaint your students with the proper route
for evacuating the building. Detailed instructions will be handed out at the beginning
of the year.

Fundraising Activities
IPS promotes understanding, tolerance, and compassion for others and develops
students of integrity and principle. Our Whole Child in the Whole Community helps
the community to focus on how individuals can make a positive contribution in a
global society by giving opportunities to show responsibilities and service to others.
This includes the possibility of fundraising for any child centered charity that the
school supports.
Aims:

e Explain the rules applicable when collecting and distributing funds.

e Provide transparency when handling money.

e Confirm the school’s commitment to others that we as a community can

support.

Procedures:

e All activities involving fundraising by student groups must be approved by the
Head of School.

e Individual students or student groups may not represent IPS without prior
school authorization nor can the school’s name be used to advertise groups or
activities without the school’s express permission.

e A faculty member or members will supervise the activities including the
collecting of money.

e All monies collected will be accounted for in writing and turned into the

business office daily until handed over or distributed appropriately.
21



e Activities will be screened by the school administration to maintain a balance of
time spent by faculty and students on fundraising.

2.5. 1. Governance
The IPS governing authority recognizes the importance, to the school’s development in
general and student learning in particular, of effective governance and its relationship
with good leadership. To this end, the proprietor and administration meet regularly to
oversee the successful functioning of the school in support of the Mission Statement and
Beliefs.

Aims:

e To support the administration in directing the delivery of challenging USA
preparatory program;
To reflect understanding, tolerance, integrity, and principle in all its actions;
To take the responsibility for planning the school’s future direction;
To communicate respectfully, honestly and constructively with the school
community;
To manage a strategic role;
To work together with the Head of School effectively without duplication of
effort.

Procedures:
e Ensure compliance with Saudi laws and regulations;
e Establish and maintain a positive collaborative relationship with the
administration;
Provide procedures for continuity and succession of Head of School,
Communicate Ministry of Education feedback;
Carry out annual appraisal of the Head of School.

2.5.J. Leadership
The IPS Head of School recognizes the importance, to the school’s development in
general and student learning in particular, of good leadership and its relationship with
effective governance. To this end, the proprietor and administration meet regularly to
oversee the successful functioning of the school in support of the Mission Statement
and Beliefs.
Aims:
e To work cooperatively with the governing authority in directing the delivery of
challenging USA preparatory program;
To reflect understanding, tolerance, integrity, and principle in all its actions;
To liaise with the governing authority to plan the school’s future direction;
To communicate respectfully, honestly, and constructively with the school
community;
To manage a strategic role;
To work together with the governing authority effectively without duplication
of effort;
e Guide and mentor school leaders and potential leaders within the school;
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e To be accountable, consistent, and transparent.

Procedures:
e Oversee the academic, security and business management of the school;
e Establish and maintain a positive collaborative relationship with the governing
authority;
Direct the management, organization and supervision of all school activities;
Ensure school policies are up-to-date, effectively monitored, and enforced.

2.5. K. Parties
To maximize the time students have with teachers in meaningful learning activities,
class parties may not be held without consultation with the Principal. Class parties
must come at the close of the school day and last no longer than 30 minutes.

2.5. L. School Trips
IPS believes that high standards of excellence in teaching are necessary to challenge
students and many of these challenges can be faced outside the classrooms and school
environs as well as inside. Field trips are encouraged and sponsored by school to
enhance learning and teaching. Students will experience social and personal
development by being outside the usual learning environment and gain deeper insights
into the learning objectives connected to the curriculum.
Aims:
e Ensure the safety of everyone undertaking a school sponsored field trip.
e Ensure the experiences gained are linked directly to appropriate learning
objectives.
e Ensure that communication between all appropriate groups connected to the trip
is clear and timely.

Procedures:

e Teachers are encouraged to organize at least one field trip per year.

e The trip will meet appropriate educational objectives;

e Responsible personnel will carry out risk assessment prior to the trip.

e Approval for the trip will be obtained from the principal before making
arrangements.

e The appropriate field trip request forms will be used to explain the purpose of
the trip and its relation to the course outline.

e All proposed times, places, arrangements and parent volunteers will be
reviewed with the principal and recorded on the appropriate field trip forms.

e Teachers will prepare lessons plans for the classes they will miss, notify other
teachers concerning students, distribute and collect parent permission slips, and
arrange for collecting money from parents.
All efforts need to be made to avoid field trip on staff early release trainings.
Field trips during the day should be back in campus by 2:30.
The cost of the field trip is the responsibility of the parents.
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Responsibilities of Teachers, Students, and Parents for School Trips:

For ALL IPS trips communication BEFORE A TRIP LEAVES between administration,
teachers, students, and parents is extremely important. DURING A TRIP
communications should be minimized and limited to ONLY emergency situations. Trips
are very busy affairs for everyone involved and calls TO/FROM members of the trip
should be made ONLY in emergency situations. As a general rule, “If there are no calls,
then everything is great and going as planned”.

Teachers

Teachers are expected to publish all trip logistics, purposes, and regulations in
such a manner as it is easily understood and communicated to administration,
students, and parents.

Teachers are responsible for the safety and well-being of the group at all times.
Teachers must ensure all necessary bookings and arrangements have been made
prior to departure.

Teachers are to be vigilant and anticipate possible risks.

Teachers are to ensure that valid contact numbers are provided to parents and
IPS offices, and that these numbers are monitored.

Teachers are to maintain a high standard of appropriate behavior from students.
Teachers are to role model appropriate, sensible behavior and decorum at all
times.

Teachers are ALWAYS on duty and the highest degree of professional ethics is
expected at all times.

Students

Students are expected to be fully informed and knowledgeable about all trip
logistics, purposes, and regulations. It is their responsibility in coordination with
teachers to ensure parents are fully informed.

Students are responsible for the safety and well-being of the group at all times.
Students are expected to favorably represent IPS when outside the school
grounds.

Students are responsible for following school and trip rules at all times.
Students must be respectful of teachers, each other, and members of the public.
Students are responsible for fulfilling the academic expectations and
requirements associated with the trip.

Parents

Parents are expected to be fully informed and knowledgeable about all trip
logistics, purposes, and regulations.

Parents are responsible for the delivery and collection of students from point of
departure and arrival unless otherwise provided by the trip.

Parents responsible to provide all valid travel documents and funds for their
children.

Parents are to respect the curfews and instructions given by IPS teachers to
students.
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Parents are to ensure that valid contact numbers are provided to trip chaperones
and IPS offices, and that these numbers are monitored.

Parents are responsible for all trip costs and any extra fees associated with early
return of their child in case trip supervisors deem it necessary.

2.5. M. Special Education - policy under revision 2017-18
IPS carefully considers the resources needed for successful learning and teaching. As
a result of these considerations the school has determined that it does not have the
resources to enable students with moderate to serious educational needs to access the
educational programs it offers. This policy covers those students who are accepted
into the school but whose subsequent needs were not obvious through previous school
reports or during the assessment for admission. Having accepted the student into the
school, IPS recognizes its responsibilities to the student and family to work towards
the best outcome for the student’s success.

Aims:

To assess, support, and advise colleagues in their identification of children who
are clearly struggling academically and/or behaviorally.

To assess, support and advise colleagues in their identification of students who
are gifted and/or talented

To inform parents of the student’s particular difficulties and/or needs, and to
work with them to find the best outcome for the student.

Objectives:

To organize a Student Study Team of teachers, parents, counselors, and
administration to monitor the progress and/or behavior of the student

To plan and evaluate high quality, differentiated lessons directed at the specific
needs of the student so that the student has a sense of accomplishment.

To monitor the effect of any interventions on the workload of the teachers
concerned, and the other members of the class.

To keep records of progress up to date.

Proceduredor supporting struggling students:

A teacher who recognizes a student showing serious weakness academically
and/or eccentric behavior discusses the issues with the Principal who will
investigate the teacher’s observations and form a Student Study Team if the
situation warrants it.

The team supports and encourages the teachers in contact with the student,
through discussions, modeling, and observations. Meetings and discussion are
recorded.

The team regularly meets to discuss the effects on the teachers and students
working with the student and has the option of suggesting full or part time
support person to aid the student in class. Parents will be responsible for the
expense of such a learning assistant. The final decision on recruiting such a
person will be with the Head of School and Principal.

If the team decides that the resources of school are such that the needs of the
student are not being met, then the Administration will work with the parents to
find the best placement elsewhere for the student.
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2.5. N.

Proceduredor supporting Gifted and/or Talentedgtudents:

e Teachers who recognize a student showing exceptional strengths in their class
will discuss the issues with the principal who will investigate the teacher’s
observations and form a Student Study Team if the situation warrants it.

e School will investigate and provide on-line support for advanced students if
appropriate.

e School will coordinate schedules so that students can attend some classes in a
higher grade if appropriate.

e Teachers will consider the following 5 strategies:

Contact with parents: Contact with parents will be maintained to give confidence to
parents that the school recognizes the learning needs, and to confirm our commitment
to challenging the student.

Individual help: Provide some extra support (from either the teacher, or the LA, if
available). Plan a specific program for them to complete in the classroom with a small
amount of support.

Differentiation: The teacher will provide work for the gifted and talented student that
is differentiated at an individual level. Differentiation can be by: task, time, resources,
and/or level of support.

Using a mentor: Identify an individual person to whom the student can go for
support, help, or just to talk through issues that are either bothering them, or
interesting them.

Educating the Whole student: Ensure the student’s experience at school is not just
work, work, and work. Strategies and meetings are recorded and filed.

Transportation
Although families are responsible for the transportation of their children to and from
school, there are occasions when school sponsored activities require school to provide
transport. With the belief regarding responsibility for student safety at all times in
mind, IPS only hires transport from local, reputable companies. The school minibus
service record is kept up-to-date and is driven by a fully licensed driver.
Objectives:

e To ensure student safety on school field trips

e To establish procedures for hiring transport from suitable companies.

e To ensure student safety in the parking lot.

Procedures:
Field Trips
e School maintains a list of transport companies whose training and safety records
can be verified.
e Staff appointed to arrange field trips refer to the list when organizing transport.
e Staff confirm that the transport has seat belts enough for all passengers
e Field Trip leaders follow the procedures for organizing field trips.
Parking Lot
e Staff, students, parents and drivers observe the morning drop off and collection
procedures.
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2.5. O. Use of Technology

IPS believes that the skills to utilize technology are essential to prepare students for the future,
and will empower them to contribute to a twenty-first century global society. IPS information
resources, materials, and technology are accessible and of adequate scope, quantity, and
quality to facilitate the school’s pursuit of its total educational program. IPS educates students
to take a responsible, therefore safe, approach to their use of the technology available to them.
Awareness of e-safety is part of the school’s e-safety provision. We are a Google for
Education Partner, which means we use Google Applications For Education (GAFE).

Aims:

e To inform all members of the school community who have access to, and are
users of, school IT systems, both in and out of school.

e To ensure that the school infrastructure/network is as safe and secure as is reasonably
possible. The relevant people will be effective in carrying out their e-safety
responsibilities;

e To ensure that children and young people are safe and are protected from potential
harm, both within and outside school.

e To ensure E-safety is a focus in all areas of the curriculum and that staff reinforce e-
safety messages in the use of Information and Communication Technology (ICT)
across the curriculum.

It is our responsibility at IPS to ensure that all students develop the skills and habits of mind
to adapt to our ever-changing world. This includes being a safe consumer and producer of
digital media.

A Bring Your Own Device (BYOD) environment is about helping children learn how to
activate their creativity in order to engage in challenging, authentic, and personalized learning
experiences. When combined with effective teaching and learning, technology has the ability
to transform how students connect, collaborate, and create.

BYOD allows for a transformation of teaching practice, physical learning spaces, and learner
habits of mind. It leads to classroom transparency within the IPS community of learners and
opens the doors to global collaboration.

Purpose

Each school year, this policy is reviewed and updated. The policy is designed to protect
personal safety, promote digital citizenship, and empower learners. It is meant to be followed
both at school and at home. Teachers, support staff, and administrators approach each
behavior that is contrary to our IPS Responsible, Respectful Use Agreement (RRUK)
based on the individual learner and the severity of the situation. Protocols are in place that is
aligned with our behavior policy, so there is consistent support for all students. Prior to
accessing the school’s network and digital tools, the students, in partnership with their parents
and teachers must read, understand, and agree to the policy and complete the Digital
Citizenship Program.
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IPS Essential Understandings

Learning is the focus, and technology is a powerful conduit to empower our ever-
changing physical and digital-communities.

Technology and media exist today, are transforming our world, change rapidly, and we
need to embrace and harness them to prepare for the future.

Student-managed devices in a 1:1 setting is the differentiation vehicle that truly
personalizes each learner's educational experience into one that is both challenging and
authentic.

Through blended learning, we all become contributors to the world's knowledge base.

Student Essential Understandings

I will focus on my learning while using devices.
Technology is powerful, is transforming my world, and changes constantly.

I need to learn when, where, why, and how to use technology respectfully, responsibly,
mindfully, safely, effectively, and efficiently every day.

My classmates and | have different needs and learn in different ways. My device
allows my teacher and | to make lessons, homework, projects, and all learning activities
fit me.

| will create content to publish and share with the world constructing my positive
digital footprint.

Parent Essential Understandings

I will interact with and monitor my child’s use of devices to know how s/he uses them
for learning.

| need to understand how technology is transforming our world and accept and embrace
what technology and media have to offer.

| need to model effective and efficient use of technology every day.

My child has unique learning styles and needs that can be maximized with devices if |
am an active guide.

Learning is not at all like I experienced; we all are creators of knowledge, and we
should share with the world.

Procedures: Bring Your Own Device Procedures (procedes 16 revised June 1, 2017)

1.

2.

SIS

Teachers will direct students as to WHEN to bring devices and WHERE to use the
device.
Parents please provide your IPS student with a device that meets the minimum
requirements as highly recommended by the staff and administration:
a. Minimum Requirements for Grades KG — G5 a tablet (iPad preferred) or
laptop computer. (See note below)
b. Minimum Requirements for Grades 6-12 a laptop computer. (See note below)
c. NOTE: Minimum laptop requirements can be found by clicking on this LINK.
All laptops and tablets brought to school will be evaluated by the IT Department during
the first two weeks. Laptops not meeting the minimum requirements will not be
permitted on the school network. Parents will be strongly encouraged to provide the
appropriate device for their student.
Permitted devices will be stickered so all are aware of accepted devices.
All students will complete an IPS Responsible, Respectful Use Agreement (RRUP)

o Hard Copy LINK)
o Google Form (LINK coming soon.

Acceptable use policy: January 19, 2017 - Social Media Policy
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2.5. P. Visitors
All visitors must check in with the office and be directed to the appropriate location.
Teachers who bring visitors must check the visitor in with security and update the
principal. Visitors may not use the computers, communication systems, or libraries
without administration authorization. Visitors must have a visitor’s pass visible at all
times while on campus.

2.5. Q. Volunteers
There are times when the school would benefit from the contributions of a volunteer.
Volunteer activities need to be initiated by the teacher and approved by the Principal.

2.5. R. Waiver of Liability
Adequate supervision of students will only be provided between the hours of 7:30 a.m.
and 3:10 p.m. Sunday through Thursday except for those students who are participating
in school organized activities from 3:10 to 4:00. The school will not be responsible for
students on campus before or after these hours.

IPS is an IB World School offering the Primary Years Program (PYP) and the
Diploma Program (DP)
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