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Al-Anjal Private Schools

ORGANIZATIONAL STRUCTURE

General Director (Owner)

Deputy General Directors

AlAgal X

Accountant [
Treasurer [
CFO
Purchase [
Network Off.
Storekeeper
Students’
Collection Affairs Mner.
Administrative
Programmer IT Manager Manager
Maintenance
Section Leaders HR Director
Drivers
HR Manager —
Gardener
Lawyer [ .
Janitors
Guards

Academic
Director

|| Educational

Coordinator || || Head of Spcl. Need Unit || || Stages / Sections ||—

Heads of
Department

|| Teaching Staff ||

Teachers

Deputies [
Spcl. Need
Deprtm. Teachers Admin Staff |
Teachers [
Students
Student Support ||
Parents Services




Al-Anjal Private Schools
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Academic Administration AMAGAl  JLIXI

Organizational Chart - American Division

Deputy General Directors

v

Academic Director

v

Heads of Depsrtment

v

'

}

}

}

'

'

}

v

'

Student I.T. Arts P.E. Social English Sciences Math Business St. Arabic Lower Primary

Counselling Studies Cognia Lead Teacher
Osama Mohammed Thamer Morsy Ehab Al-Gendi Faisal Alsayem Walid Abdul Mahmoud Al Mustafa Al Faisal Hani Samir Idris Abdullah
AlHadi Zaki Nasir Shaikh Amin




Organizational Chart of Stage Coordinators

}

1

Elementary School
(Grades 1 —3)

l

Elementary & Middle School

A

y

%

AAgal  ILoiXI

High School

(Grades 4 — 9)

(Grades 10 — 12)

National

International

l

National

International

National

International

l

l

Abdullah Khalifah

Idris Abdullah

Mustafa Alameen

Sameh Najeh

Ayman Abdulwahab

Waleed

Academic Director

Muhammad Zubair
0502247935

Stage Coordinators Tasks

e Following up teachers in preparing, uploading, and activating educational units on Blackboard.

e Aligning BB educational units with the Ministry of Education curriculum for Arabic subjects.
e Evaluating teachers’ performance using the evaluation form on Blackboard

e Following up BB, homework and e-library

e Coordinating with heads of departments.

e Following up school clubs

e Reporting to the Academic Coordinator and the Educational Supervisor.

Educational Supervisor

Saad Shayesha

0502147655




The structure of subjects
Senior teachers/Department Heads
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v

!

!

!

PE &
Taekwondo

’

Arts

IT

English

I

!

'

Social St. &
Social Science

v

!

}

Science

Math

’

|

Arabic/
Islamic Studies

v

Head of Department

Head of Department

Head of Department

Head of Department

Head of Department
Faisal Saeed S. Sc.

Head of Department

Mahmoud AlShaikh

Head of Department

Mustafa Al Amin

Ehab El Gandi Thamer Morsy
1/3 1/3
Ismail & < <
Mahmoud Thamer Morsy
a/6 a/6
Ismail & <
Mahmoud Thamer Morsy
7/9 7/9
Ismail &
Mahmoud Mashhoor
10/12
Ismail & <
Mahmoud

Mohamed Zaki Waleed Abdul Nasir Faisal Alsayem S. St.
1/3 1/3 1/3
Class Teachers Class Teachers Class Teacher
4/6
/ 4/6 a/6
. M. Najeeb & M. Najeeb & P
Moin Sameh Sameh B
7/9
/ 7/9 7/9
<
Moin
Sameh Sameh
10/12
/ 10/12 10/12
Mo Waleed M
oin Waleed Faisal Saeed

Head of Department
Hani Samir &
Deputy:
Samir Nohas

1/3

Mohamed & Omar |«

Saad F. & Meshari

4/6
Ashraf A. Ghani &

Ahmed Zahrani

7/9

Samir & Ashraf |¢

Emad & Ali & Fawz

1/3 1/3
Class Teachers Class Teachers
a/6 a/6
Ahmed Sh. &
Mahmoud Faisal S.&Marlon
7/9 7/9
Attiq & <
Mahmoud Ahmed Sh.
10/12 10/12
Attiq & < <
Mahmoud Mustafa Sh.

10/12

M. Emad & Fawzy




Organizational Chart
The Care and Guidance Program

v

The Program Supervisor

Saad Shayesha

%
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A\ 4
\ 4 \ 4 ‘L
Guide of Group Four (10-12) Guide of Group Three (7-9) Guide of Group Two (4-6) Guide of Group One (1-3)
Osama Al Hadi Mostafa Alamin/ Osama M. Kuhail M. Sabri
| Al Hadi
Grade 12 Grade 11 Grade 10 Grade 9 Grade 8 Grade 7 Grade 6 Grade 5 Grade 4 Grade 3 Grade 2 Grade 1
12/A 11/A 10/A 9/A 8/A 7/A 6/A 5/A a/A 3/A 2/A 1/A
(2 Classes) | | (2 Classes)
Periods: 30 Periods: 30 Periods: 30 Periods: 30 Periods: 30 Periods: 30 Periods: 30 Periods: 30 Periods: 30 Periods: 30
Periods: 30 Periods: 30
Students: 35 Students: 35 Students: 19 Students: 14 Students: 13 Students: 20 Students: 20 Students: 17 Students: 13 Students: 18 Students: 13 Students: 5
12/B 11/B 10/B 9/B 8/B 7/B 6/B 5/B 4/B 3/B 2/B 1/B
Periods: 35 Periods: 35 Periods: 35 Periods: 35 Periods: 35 Periods: 35 Periods: 35 Periods: 35 Periods: 35 Periods: 35 Periods: 34 Periods: 33
Students: 15 Students: 15 Students: 17 Students: 20 Students: 7 Students: 8 Students: 13 Students: 9 Students: 11 Students: 15 Students: 8 Students: 8




School Directory
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# Position # Position
101 Director General 201 203 | Primary School Principal
102 Director General 202 Primary School V-Principal
103 General Manager 204 Student Advisor (Primary)
104 General Manager 205 Extra Curricular Activities Supervisor
105 - 106 Administrative Manager 206 Floor Attendant (Primary)
107 - 108 GM Secretary 207 Floor Attendant (Primary)
109 Personnel Manager 208 Floor Attendant
110 Financial Manager 210 Science Laboratory(Primary)
111 Financial Department 211 Electronics Room
112 Financial Department ;i; geramllils l\l’Viflfshop
It
114 Financial Department ports Hall r,lmary)
214 Arts Room (Primary)
115 Conference Room 215 Studio
116 Administrative Secretary 216 Control Room (Auditorium)
117 Liaison officer 217 Swimming Pool
118 Director General’s Secretary 218 Skills Improvement Unit
119 Director General’s Secretary 219 South Gate Guard’s Room
120-121-123 | Computer & Information Centre Intermediate
124 Graphic Designer 301 Intermediate School Principal
125 Students’ Affairs Manager 302 Intermediate'Vice—Principal
126 Students’ Affairs Department 303 Student Advisor
. 304 Floor Attendant
129 Cafeteria ; o .
130 A cademmic Di 305 Extra Curricular Activities Supervisor
132 cademic Director 307 Floor Attendant
Department Heads Office 308 Plastic Art Hall
134 Reception / Lobby 309 Computer Laboratory
136 Maintenance Supervisor 310 North Gate Guard’s Room
137 Maintenance Room (Staff) Secondary
138 Dining Hall 401 Secondary School Principal
140 Educational Development Center 402 Secondary School Vice-Principal
141 Educational Development Center 403 Student Advisor (Secondary)
142 Educational Development Center 404 Secondary School Secretary
- 405 Floor Attendant
143 Educational Development Center 406 Floor Attendant
144 Teaching {Xi.ds Room 407 English Language Laboratory
145 School Clinic 408 Sports Hall
146 Storehouse 409 Teachers’ Room (Secondary)
410 Chemistry Laboratory
411 Secondary School Library
412 Student Advisor (First Secondary)
413 Floor Attendant
414 Gate Guard’s Room




What is Accreditation?

Accreditation comes from the Latin word
credito--meaning to trust. Since the late 1800's,
American schools and colleges have had their
trustworthiness and quality validated through

accreditation.

Through Cognia (Formerly AdvancED, CITA),

large regional accrediting commissions

maintain @ common protocol, ensure
standards, and conduct evaluations of schools.
Schools voluntarily live up to those standards
and open their schools for evaluation. This
process is validated through external review by

trained and experienced peer review teams.

Accreditation is based on meeting, or
exceeding, the Cognia (Formerly AdvancED,
CITA) Standards. Accreditation is a voluntary
commitment on the part of a school or group
of schools to achieve high standards, engage in
a common protocol (a systematic process of
school improvement), and to participate in
peer review of schools. The hallmark of
accreditation is that a school is as it represents
itself, that it is trustworthy and that is protects
the public trust by reaching high standards and

acting in a trustworthy manner.

Demand for accreditation is now worldwide. It
sets those schools deserving recognition apart

from others.

Accreditation helps schools and colleges trust
in the education of other accredited schools
and helps parents, students, and the public
believe in these institutions. The standards
guide policies for awarding credit, granting

diplomas, and other educational procedures.
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Vision

Empowering students to achieve academic

excellence through international-based

educational programs and carefully-planned
club activities that develop their life skills,
knowledge and character and allow them to
leaders
of their

community, proud of their national identity and

become well-rounded future

committed to the core values

knowledgeable about diverse global issues

Mission

e To develop students’ competence of
basic skills of learning through Cognia
(Formerly AdvancED) standards of
performance.

To utilize clubs' activities and research
programs to help create students' general
awareness of global environment and its
current issues, challenges, interests and
conflicts and how to deal with them

through  world  organizations  and
structures.
e To reinforce students' pride in their

geographical, ethnic and national identity
while developing their understanding of
the common global concerns and
interests.

Strategies

Educate students to learn for the purpose
of invention and creativity

Support advanced educational programs
that reflect the best knowledge.

Spread the spirit of citizenship among the
fundamentals and ideal behaviour.

Spread the spirit of one team among the
employees.

Provide care and safe school environment.

Encourage respect for the other party
and freedom of self-expression.

11

Ly

PR (e a8 G siil) (3at (e Ul G
i) lge et Ayl Adadily Adgo Lpaded gal
padlaey agiliadd A5 agh e sy 4lal
Aal) agraine s Osedile Jiisall 5l
Llaily o5 Aoy Ahll aghige Oyysid

3 pealadl) Al

Liaga

A e Aol OOl &l jlea o ohas
Alaie YY) 434@.1 Lalall Yy Jﬁl.am
Al gall andSY)

Cle g ypiey Ll dadil  alaadl

gl Ol (gl chl\ RASHENY
daallaay albasiy oblady  paledll

Cluglh P (e Lgilal iS5 dlle) jua g
A il

A8l pall aghise Ol ) iel aco
Ll agagh (Gaexds dplaglly 448 all
3S il el llace s

W) el

£V 5 gyl il ol o OB A s e
oS A kil el el acd e

JadY) 44 el

Al LS sl g bl e Al gall & 55
Otlelad) (i aal gl 3 58l = 55 S

AV Ayl Al 5 3e Hl) i 5

o pxilly AY) Gkl bl yial e aaanil

Ay ol




Philosophy

7

+» Learning experiences must be appropriate to

a student's age, learning readiness, stages of
development and level of maturity so as to
enable the student to integrate skills and
knowledge across grades and disciplines and
which will allow him to work to the best of

his ability.

++ Parents and teachers are partners in student
learning.

+* Education should develop, foster and
advance:
i. Individuality.

Vi.

vii.

Fairness and values.

iii. Respect, tolerance, cooperation and teamwork.

Individual responsibility for personal excellence,
the community and the environment.
Self-confidence, self-esteem and a positive
set of values.

Independent learning, problem solving and
critical thinking.

An appreciation of aesthetic forms and ideas.

APS Vision Statement, Mission Statement, and

Philosophy define the purpose of the school.

Statement of Purpose

The school helps students to maximize their
potentialities through quality international
education by using a balanced Grades 1-12
international curriculum and maintaining
accreditation status with reputable agencies by
following set international standards

Al Anjal - A bridge to future leaders
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RESPONSIBILITIES AND DUTIES :

The teacher is reporting to HoD, School leader,
Educational Supervisor and Academic

LIAISON AND COOPERATION:

The teacher will work in liaison, contact, and

cooperation with:

e Other staff members.

e Organizations and networks
teacher's subject.

e Owner, Parents, and Local community.

POLICY AND LEGAL FRAMEWORK:

relevant to the

The teacher will plan and work within the framework
of school policies and guidelines on the curricula and
school organizations

TASKS AND DUTIES

1. Planning
To plan and prepare courses, sequence of work

and individual lessons, appropriate to the needs,
interests, experience and existing knowledge of the
students in one class(s).

2. Providing and Supervising work by students

To teach a class, or classes, groups or individual
students, and to design tasks to be undertaken both
at school and elsewhere, having regard for the
requirements of the intended curriculum and stage
of development of the student(s).

3. Grading and Recording

To assess and grade pupils' work and to record
their development, progress and attainment both at
and elsewhere, regard to the

school having

requirements of the curriculum of the school.

4. Discipline and Relationships

To maintain good order, discipline, and respect for
others in line with school Discipline Policy: to
promote understanding of the school's rules and
values; to safeguard health and safety; and to
develop relationships with and between students
and staff conducive to optimum learning.

13
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5. Communication with Parents

To build and maintain cooperative relationships
with parents, and to communicate with them
regarding pupils' learning and progress, drawing
attention to special skills and talents as well as to
problems or difficulties.

6. Displays and Environment

To maintain an attractive and stimulating
classroom environment, and to contribute to display
in the school as a whole.

7. Overall Policy and Review

To take part in school-wide reviews of policy and
aims, and in the revision or formulation of
guidelines.

8. Reports

To provide or contribute to oral and written
assessments, reports, and references, both at school and
elsewhere, relating to the development and education of
individual students and groups of students, having regard
for the requirements of the curriculum.

9. Review

To evaluate and review one's own teaching
methods, materials, and lesson plans and to make
changes as appropriate.

10. Professional Development

To keep up-to-date with current educational
thinking and practice, both by study and attendance
at courses, workshops and meetings and to
participate in arrangements for appraisal of staff
performance.

11. Corporate Life

To take part in the corporate life of the school by,
for example, attending assemblies, registering the
attendance of the pupils, and supervising students
before and after school sessions, particularly in the
activities.

12. Cover

To supervise, and insofar as practicable to teach,
any student whose teacher is absent.
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13. Equality Policies

To help ensure that subject matter and learning
resources reflect school policies and that the
implications of these policies are kept in mind in
relation to all tasks and duties listed above.

14. Policy on Smoking in the School:

Smoking is totally prohibited in the school. All
staff members share in the responsibility for
adhering to and enforcing the policy. Managers,
principals and coordinators should ensure that this
policy is communicated to new members of the
school community.

e Violation of this policy terms is considered a
violation of APS work regulations and is subject to
penalties established by these regulations.

e In compliance with APS procedures, penalties are
classified as follows:

SCALE OF SMOKING PENALTIES AND FINES

Who is First Second

Third Time
Offence |japle? Time Time
Smoking  Anyone
ina who SR Termination
smoke smokes 200 SR 500 of
free in school employment

place premises

REGULATIONS

1.

Lesson plans must be prepared and submitted one
week ahead on each Saturday. Kindly send them
by e-mail to your coordinator’s e-mail.

. All requests for photocopying materials are

expected to be sent on Saturday ONLY by e-mail to
your coordinator.

. Challenged students must be reported to the

coordinator with detailed description of the case
and recommendations of the teacher.

Extracurricular activities like field trips, drama club
and talent show are to be encouraged and
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activities outside the classroom.

. Teachers and students are going to take part in the

school periodical.
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Transactions and correspondence
Objective

e Using paper and hand writing to the minimum.

o Keep the work confidential.

e Use paper rationally.

e Organize electronic connection and easy saving
and electronic archive maintain.

e Trace the late or no response and take legal
action (questioning).

e Documenting transactions automatically.

Mechanism

e Stick to the system of transactions or internal
correspondence among managers, department
heads and supervisors during and after the working
hours through school electronic website. All school
staff, administrations and departments should use
the intranet that elucidated in meeting, working
mechanism and correspondence.

e Any letter, instruction or request will only be
considered unless it follows the above mentioned
method.

e In correspondence, the only approved way is the
electronic model forms that to be sent through
email or computer set available upon request.
Using papers for photocopying, forms, worksheets
are not allowed.

e All written notes, correspondence or messages to
parents must be through student's notepad for
assurance and documentation.

DRESS CODE

This code sets out the expectations of Al-Anjal
International School for staff members in relation to
dressing for work.

Dress Code Objective:

The overall objective of this code is to ensure that the
staff maintains a professional environment for

themselves, their colleagues and stakeholders.

Code Requirements:

The appearance of the staff must be professional at
all times. The requirements for AIS teachers are laid
out below. The code is not exhaustive in defining
acceptable and unacceptable standards of dress and
staff members should use common sense in adhering
to the principles underpinning this code.
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Acceptable Clothing :

All working days (from Sunday to Thursday)
e  Full Suits or Paint, Shirt & Neck Tie
e Trousers in e.g. black, grey, or dark blue

e Long or short sleeve
conservative colors

'business' shirts in

e Ties should be worn properly and should be
conservative in colors and design.

e Black Shoes
e White Saudi Thobe, socks and shoes

Unacceptable Clothing

e Denim jeans

e Denim jean jackets

e National dresses of other than Saudi ones.
e Sandals or Eastern sandals.

e Poloshirts

e T-shirts

e Any clothing with logos / slogans

e Sports shoes or trainers and

e Flip-flops

Personal Grooming and Hygiene

e Hair and nails should be short and neat

e Facial hair should be neatly trimmed

e High standard of cleanliness (e.g. through a daily
shower)

e Avoidance of bodily odours; deodorants, mouth
freshener

e Fragrances or colognes should be unobtrusive

Violations and Penalties:

e This code and the directives therein constitute
an addition to the APS job requirements and are
applicable to all staff members.

e Violation of this code terms is considered a
violation of APS work regulations and is subject
to penalties established by these regulations.

e In compliance with APS procedures, penalties
include counseling, warning/ warnings, salary
deductions or others.
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EVALUATION OF TEACHER:
Duties and responsibilities

All the school staff must fully perform the duties and
responsibilities prescribed in the job description that
are in detail stated.

Evaluation mechanism

Every leader, Head of Department and Supervisor has
the power to evaluate his staff according to the model
form prepared for each specialization.

Evaluation

4 times per year (annually), 2 visits with prior notice, 2
visits with notice

Reports to be shared soon after the evaluation

completed signed and dated. A copy to: General

Director, G Manager, Personnel Manager
Objectives of evaluation

eTo evaluate the employee's
behaviour for continuous
appreciation.

e To identify the training requirements for each
employee to acquire and adopt himself with to
refine himself of defects (if applicable) or develop
and appreciate his skills, abilities and be
acquainted with the need administrative,
educational and learning methods.

performance or
development and

Evaluation model form:

Each model form prepared by any official must
contain the following basic elements:

e Personal data

e The subject and specialization

e Stage

e Number of lessons

e last evaluation

e Qualifications

e Experience (last 5 years)

e Training courses

e Competence in English Language

e Competence in Computer applications
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Model contents : gsalll 5 gina

Writing evaluation elements each of his specialization
and subjects by ticking the checklist.

Models must be scientifically constructed in modern
way.

Each employee has a chance to evaluate himself by
the model forms used by his supervisors.

Training

Qualifying and developing courses are specified for
whole staff "Principals, managers, supervisors,
department heads, administrators and teachers
according to the requirements specified for each
department in all specializations.

Every employee has the right to determine the
number and quality of required courses to
participate in if he sees that he benefits out of
them to attain elevation in his career in
coordinating with his superior on his own
expenses or with partial contribution of school of
the total cost.

In case there are not less than five employees in
need of promoting courses on the same subject
and specialization the school may endorse them in
its expense if it sees on that an achievement of a
positive orientation on the teaching learning
process.

Specify place and time of the training courses in
accordance with the school circumstances and
school day and what the Academic Director finds
the best.

In the next decades we need leaders, and
administrative and educational cadres. So training
is a basis for developing and activating the human
brain which possesses a tremendous potential that
qualify it to enhance a better future education.

Personal Qualities:

Proficiency in the subject taught

Establishment of a pleasant and relaxed

learning atmosphere in class

1. Patience and good listening skills

2. Confidence
A&

3. rapport with students Al e 2l

4,

5.
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Teaching Strategies, Techniques and skills

1. Competent in the field
Plans and organizes a lesson with clear objectives
Motivates and encourages students

Maintains students’ interest ( including pace)

vk wnN

and tact

Deals with questions and problems with flexibility

6. Sets up activities and projects with ( clarity of

instructions)
Monitors activities and projects
Keeps good discipline
9. Manages time
10.
11.
12.
13.

Elicits and handles feedback

and group work)
14.
15.

Relates materials to students’ needs and real life

aids effectively
16.
17.

Is aware of students comprehension and errors

error correction techniques

18. Accomplishes lesson objectives

Task-Based Project

In order to make our courses more vivid and
interesting, we should add a task-based project.
The task-based project aims at providing integrated
practices for students. It is also used to make the
course relevant by engaging students in tasks that
stem from their own contexts of language use and
increase their self-confidence.

The project should integrate the four skills.
Students will have to speak, listen, read and write
to execute their project. It should be also derived
from the learning objectives of the course in terms
of skills and knowledge gained. The assessment of
the project includes: 1) final product, i.e.,
presentation, a report, a chart and 2) a process of
realizing this product, i.e.,

making interviews,

reading some articles, writing a summary report...

Assign 10% for the process and 10% for the product.

Promotes discussions and questions from students

Gives constructive criticism and uses effective

Recycles and relates material to what was learned b

Encourages student to student participation (pair

Uses the board, data show projector or other AV
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MOTIVATION:

We are conceived as models for the young,
source of values, attitudes and styles of

behaviour, so we have to be always motivated.

| hold it essential to mention that we need to
uproot many things we are used to doing and
saying. We have to change our attitude and
our language as well. Many of the words we
once used had negative feelings attached to
Please avoid those two

them. using

disappointing  words  “problems” and
“difficulties” and replace them with “issues”

and “challenges”.

Teacher Honor Roll:

We are going to have a merit award for those
who achieve a place in the Teacher Honor Roll

PROFESSIONAL DEVELOPMENT:

We believe that in all professions particularly
in the field of education, opportunities must
be given to upgrade or enhance the skills of
the staff members.

For this reason the school leaders have worked
on a professional development plan for this
school year, 2020/2021.
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Job Descriptions

Teacher’s Job Description

Main Duties and Responsibilities:

PwnNnpE

v

10.

11.

12.

13.

14.

15.

16.
17.
18.
19.
20.
21.

To prepare and deliver quality lessons for the agreed number of hours.

To support students as they learn and help them to progress.

To enable students to achieve and exceed their learning goals.

To keep records up to date (e.g. class registers) and to complete administrative duties
related to the role.

To prepare students for taking exams.

To administer and invigilate exams.

To carry out assessments with students, as necessary, including initial assessments and
diagnostic assessments, and to maintain records relating to student attendance,
achievement and progress.

To maintain class discipline and ensure that students behave within the guidelines set out
in the class rules.

To adhere to all health and safety rules within the school and ensure that students adhere
to them.

To ensure that the school’s regulations concerning discipline and performance level are
adhered

To participate effectively in all extra-curricular activities performed by the department or
by the school.

To take part in the positive promotion and marketing of the school and the courses
offered. To ensure that the good name and reputation of the school and courses are not
damaged in any way.

To report to his superiors any issues or problems that should arise during the normal
course of duties.

To assist the staff of the school with research and development into making improvements
to the school and courses.

To take part in any career development training courses or workshops arranged by the
department to upgrade skills relevant to the job description as part of a continuing
development program.

To demonstrate his potential for classroom management.

To cooperate with his colleagues and superiors for the general interest of the school.

To abide by the school's dress code and observe personal hygiene.

To safeguard the moral ethics of the Muslim society.

To represent the school and its staff, if chosen to participate in any external activity or occasion.
Other duties relevant to the job description, as required.

Essential Skills:

A strong commitment to enabling students to achieve their learning goals.

A comprehensive knowledge and experience of teaching his respective.

A good level of education and teaching qualifications.

Excellent communication skills; the ability to communicate and work positively and
constructively with students at all ages, levels and abilities.

Self-motivation, reliability and flexibility, with a caring, student- focused attitude.
Good administrative and organizational skills - a well-organized individual.

The ability to work well under pressure and to meet deadlines.

IT literate; able to work confidently with Blackboard Learning System, the Internet Microsoft
Office and the Internet, and any other IT resources applied by the school.
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Senior Teacher Role

Senior Teachers are experienced teachers committed to high quality teaching and ongoing professional
development. They play an important role in:

e Developing pedagogy and contributing to curriculum development

e Providing mentoring, supervision, professional support, counseling and guidance for
teachers

e Contributing to the leadership of school development planning and identifying priorities.

e Follow up teachers and make sure work is done smoothly

e Sign weekly planners and check educational units on Blackboard.

e Report to HOD and Educational Supervisor and Academic Director.

Stage Coordinators Tasks

e Follow up teachers in preparing, uploading, and activating educational units on
Blackboard.

e Align BB educational units with the Ministry of Education curriculum for Arabic subjects.

e Evaluate teachers’ performance using the evaluation form on Blackboard

e Follow up BB, homework and e-library

e Coordinate with heads of departments.

e  Follow up school clubs

e Report to the School leader, Educational Supervisor and Academic Director

Head of Department Job Description
Purpose:

e To raise standards of pupil attainment and achievement within the whole curriculum
area and to monitor and support pupil progress.

e To be accountable for pupil progress and development within the subject area.

e To develop and enhance the teaching practice of others.

e To ensure the provision of an appropriately broad, balanced, relevant and differentiated
curriculum for pupils studying in the department, in accordance with the aims of the
school and the curricular policies.

e To be accountable for leading, managing and developing the subject/curriculum area.

e To manage and deploy teaching/support staff, financial and physical resources within
the department effectively to support the department development plan.

e To develop and review syllabuses, resources, schemes of work, marking policies,
assessment and teaching and learning strategies in the department.

e To participate in interviewing and hiring highly-qualified teachers for his department.

Other Specific Duties:

e Play a full part in the life of the school community, to support its distinctive mission,
ethos and policies and to encourage and ensure staff and pupils to follow this example.

e Continue personal professional development as agreed.

e Engage actively in the performance review process.

e Undertake any other duty as specified by School Administration not mentioned above.
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Reporting to: School Leader, Academic Director and Educational Supervisor
Responsible for: Teaching staff and other relevant personnel within the department.
Teaching:

e To undertake an appropriate programme of teaching in accordance with the duties of a
standard scale teacher.

e  Whilst every effort has been made to explain the main duties and responsibilities of the
post, each individual task undertaken may not be identified.

e Employees will be expected to comply with any reasonable request from a manager to
undertake work of a similar level that is not specified in this job description

e Employees are expected to be courteous to colleagues and provide a welcoming
environment to visitors and telephone callers.

e The school will endeavour to make any necessary reasonable adjustments to the job
and the working environment to enable access to employment opportunities for
disabled job applicants or continued employment for any employee who develops a
disabling condition.

Academic Director Responsibilities and Duties

= |nterview and recruit teachers for appropriate departments.

= Plan faculty meetings, orientations, trainings and workshops.

= Support and participate in school related activities.

= Coordinate with other Academic Department Heads in sharing faculty and other
educational and instructional ideas.

= Develop educational process and policies to meet curriculum goals.

=  Provide training to faculty on latest instructional technology and technique.

=  Develop educational programs and courses for students.

= Manage faculty resources, administrative staffs and other school resources.

=  Develop and implement faculty development programs.

= Develop and implement academic enhancement programs for students.

= Schedule regular meetings with faculty staffs.
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THE SCHOOL YEAR ACADEMIC CALENDAR 2020/ 2021 (1442 H)

Al-Anjal Private School
Elementany — Middle — High

Term | Week | Sun | Mon | Tue | Wed | Thu | Fri | Sat Events Hijra
AUG 23| 24 | 25| 26 | 27 | 28 | 29 Orientation Week 2020-21 4 — BMH442
1 SN 31 1 2 3 4 5 | 1" day of School Year 2020-21 11— 15/1/1442
& 2 6 [ 3 9 10 e 12 18 — 2211442
N 3 13| 14 | 15 | 16 | 17 B8 19 25 — 29111442
4 (20| 21 (22 | 23 | 24 | 25 | 26 SAUDI NATIONAL DAY 3_712M442
5 27 28 (29 | 30 | 1 3 10 — 141211442
- L6 41 5 6 | 7 | 8 | 9| 10 | Teachers' Universal Day 17 — 217211442
Q | 7 |11 12 |13 ] 14 | 15 [16]| 17 | Parent Teacher Meeting 24 — 28211442
o 8 18 | 19 | 20 | 21 | 22 | 23 | 24 Revision Week & 1—5/31442
9 |25 26 [27 [ 2829 30| 1 AT ChENN T PR B_ 12131442
10 | 1 2 3 4 5 R 7 Beginning of 2™ Quarter 15 — 19311442
E 11 8 9 10 | 11 12 |13 | 14 22 — 2631442
Z 12 [ 15| 16 | 17 | 18 | 19 Fa 21 Child Universal Day 293 — 4i411442
13 | 22| 23 | 24 | 25 | 26 [ 2 | 28 T —11/4r1442
14 | 29| 30 1 . 3 4 | 5 | volunteering Universal Day 14 — 18/4/1442
O 15 6 f i 9 10 |11 | 12 Parent Teacher Meeting 21— 25/4/1442
L 1% | 13| 14 | 15 | 16 | 17 B8 19 2604 — 2/5/1442
Q 17 |20 21 | 22 | 23 | 24 [ 25 | 26 Revision Week & 5 _ G/5/1442
18 | 27| 28 | 29 | 30 | 31 | 1 2 Second Quarter Exam 12 _ 16/5/1442
3 4 5 6 7 8 | 9 19 — 23/5/1442
z W 11 12 | 13| 14 [ 16 | T VACATION 2655 _ 161442
ﬁ 1 10| 18 | 19 | 20 | 21 | 22 | 23 | Beginning of 3™ Quarter 4 — 8/6/1442
2 24 25 | 26 | 27 | 28 | 29 | 30 Gulf Child Day 11— 15/6/1442
3 | 3 1 2 3 4 S b 18 — 22161442
E 4 T 8 9 | 10 | 11 B 13 25 — 29/6/1442
L 5 14| 15 | 16 | 17 | 18 [19 | 20 2 — 671442
b 21 22 | 23 | 24 | 25 | 36| T Parent Teacher Meeting 89— 13711442
i 28 1 2 3 4 5 B 16 — 20i7/1442
o B Fi 8 9 0 |11 |12 | 13 Revision Week & 23 — 277442
g 9 14 15 [ 16 | 17 | 18 | 19 | 20 Third Quarter Exam 1—5/81442
10 B 22 | 23 | 24 | 25 @b 27 Beginning of 4™ Quarter 8 — 12/8/1442
11 | 28 29 | 30 | 3 1 . 3 Autism Universal Day 15 — 19/6/1442
12 4 2 6 T g 9| 10 Mational Week for Talent 22 — 26/8M442
E | 13 [ 11| 12 | 13 | 14 | 15 | 16 | 17 | Parent Teacher Meeting 2008 — 31971442
< | 14 (18] 19 |20 | 21 | 22 | 23] 24 6 — 10/9/1442
15 | 25| 26 | 27 | 28 | 29 | 30| 1 13 — 17/9/1442
16 2 3 4 5 b y 8 20 — 24/9/1442
; Bl o | 10 [ 11 12 [ 13 [ 15 | B/AMADANVACATION 2719 — 111011442
< | 18 | 16 | 17 I8N 19 | 20 | 21 | 22 Resume 4" Quarter 4 — BH0IM442
19 [ 23| 24 | 25 | 26 | 27 | 29 | 30 Revision & 11 — 150101442
JUN | 20 | 3 1 2 3 4 5 [ Fourth Quarter Exam 19 — 23/10/1442

SUMMER VACATION FROM: 05/06/2021

School Resume [ Staff Development @ Revision & Exams [  Vacations []  Parents meeting [  Events [

First Quarter = Second Cluarter Third Quarter .r Fourth Ciuarter
Aug. 30 —Oct. 20 |  Nov. 1 — Dec. 31 Jan 17 —Mar. 18 Mar. 21 — 3 June
45 days 45 days 45 days 43 days

Total = 178 days
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