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Dear Parents,   

Al-Ekhaa Schools for Boys - International Section strives to offer students the opportunity for them to 

be well rounded autonomous learner in a safe and attractive environment. We provide every student with 

an opportunity to learn in accordance with his age, taking into consideration the individual differences 

of learners. As language is the means of social and cognitive communication in our schools, we take 

extra care to enable the learners to master our native language, in addition to the English language, which 

is the medium of instructions of the CCSS core subjects.   

In addition, the French language has been supplemented to our curriculum in order to participate in the 

knowledge and scientific race and production in our era. 

Therefore, cooperation between family and school in the proper recruitment and practice of the language 

in every day’s life results in continuous growth and development of the student’s written and verbal 

communication skills. 

Stakeholders’ commitment to Al-Ekhaa Schools’ purpose and endeavour, policies and procedures 

greatly impacts the student’s success and achievement of the Schools’ mission in life to facilitate 

autonomous learners who master the essential personal skills for their bright future. 

And we always supplicate Allah to help our students to achieve the highest levels of creativity, progress 

and development in all aspects of life to be the right builders of our beloved homeland Saudi Arabia as 

well as our entire globe for peaceful and fruitful life. 

 

Best regards,  

School Administration 
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School Purpose 

Every school reflects the culture of the children’s families and community. There is strong evidence in 
educational research where better schools have special characteristics, which come from the unique 
qualities of the student body and their community. Bearing this in mind, it is important for a school to 
set standards that are both realistic and attainable. 

The Elementary Diploma Program is designed to improve dramatically the level of English that our 
students use, on a daily basis. This has to be done without interfering with the strong foundation our 
students have in both Arabic and Islamic Studies. Although we aspire to the academic standards set by 
international schools, we fully understand that the ethos of Al-Ekhaa School is rooted firmly in its proud 
Islamic traditions. 

The aim of Al-Ekhaa’s American Diploma Program is to provide students with a quality, 21st Century 
education that prepares them to function well and to progress in the global community and to achieve 
university success both in Saudi Arabia and overseas if desired. Our students will learn to assume 
responsibility within the context of their culture and religion. This will be achieved through using 
qualified staff, improved teaching methods and techniques. 

The disciplinary procedures are intended to heighten our expectations of student behavior and to teach 
self-discipline. The assessment procedures of student work allow for both formative assessment and 
summative-based tests. Our areas of emphasis have grown out of our need to better prepare students for 
the reality of secondary school.   

In this rapidly changing world, we want all of our students to be lifelong learners. It is our aim to provide 
a strong foundation for their continuing education and to develop skills and concepts that will serve them 
throughout their lives. 

VISION STATEMENT:  
A self- directed learner who masters the essential skills for the future. 
                               
MISSION STATEMENT:  
To create a world of opportunities for all learners along with vigorous community 
engagement and attractive and safe learning environment that promotes growth and skills 
development and inspires innovation and creativity and creates global competitors. 
 
Values: 
Innovation, Quality, Achievement, Proactivity, Organizational work, Transparency, 
Integration 
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BELIEFS: 
We believe that our students must:  

1. Learn to assume responsibility within the context of their culture and religion.   
2. Believe in their country's values and traditions and demonstrate cultural understanding and 

tolerance of others.   
3. Become self-directed learners demonstrating intellectual curiosity.      
4. Work effectively as individuals and demonstrate the ability to work collaboratively within a 

group.  
5. Demonstrate social awareness and social responsibility. 

The School’s Purposeful Objectives: 
We aim to:  

1. Develop a love of learning.  
2. To pursue academic excellence and high standards of education and academic support for all 

our students.   
3. To improve the quality of communication among our internal and external stakeholders. 
4. Encourage appropriate means of communication in English as well as in Arabic.  
5. Improve students’ ability to think critically.   
6. Develop a sense of care and respect to self and to others.  
7. Respect our social, cultural and Islamic beliefs.   
8. Promote students’ active participations as citizens.  
9. Adopt a healthy lifestyle for students. 
10. Nurture and encourage talented students to excel. 

The School’s Strategies: 

We believe in making a lasting difference by focusing our goals on the success of our 
students by:  

1. Demonstrating and developing quality teaching in the classroom and school wide practices. 
2. Continuously improving students learning outcomes. 
3. Supporting our teachers in order to enhance their professional teaching skills by providing them 

with quality supervision, mentoring and courses in professional development. 
4. Developing and managing effective staff teamwork by encouraging improvement of educational 

management skills and sharing of responsibilities. 
5. Demonstrating and developing social responsibility and awareness. 
6. Engaging our students to serve their communities by participating in a variety of public activities 

throughout the academic year. 
7. Use effective and updated learning techniques and strategies to acquire new knowledge and 

skills. 
8. Apply the acquired knowledge and skills to a variety of contexts and within diverse 

circumstances.  
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 Areas of Emphasis 

Writing skills, reading skills and language development in English will be the main area of emphasis. 
The following points is to explain our goals and objectives in detail.  

Writing Goals 

The main aim of the Elementary Diploma Program is to improve our students’ ability to work and study 
in an English-speaking environment. To further this goal, all formal written work will be done using the 
“Process Writing” technique. This means that all formal essay writing will be done in series of three 
drafts. After each draft, the student will discuss his work with his teacher and to have the opportunity to 
improve it. Portfolios of students’ work will include all drafts so students can reflect on it and to allow 
parents to see the progress of their children. The first two drafts must be handwritten. However, the use 
of computers will be allowed and encouraged for all final draft essays and projects. This will be more 
relevant for the senior grades in the elementary section. However, the methods will be used throughout 
the school. 

The following goals for writing have been established. These goals are based on the reality of our 
students’ ability. Students should master each set of goals by the end of the grade indicated.   

Grade Expected Outcome 
1 Ability to use innovative spelling to write a simple sentence.  
2 Introduction to simple sentence writing.  
3 Introduction to Process Writing creating simple stories.  
4 Introduction to formal paragraph writing.  
5 Development of paragraph writing.  
6 Three paragraph original essay.   

 

Reading Goals 

 According to recent literature about the Saudi educational context, almost all schools report that students 
need to read more. This is even more important when the majority of our students use English as a second 
language. The aim of the Elementary Diploma Program is developed reading skills that will allow our 
students to compete with native speakers in High School. Teachers are aware of the importance of 
developing a real interest of reading in their students. A lot of discretion will be given to teachers to 
develop and expand the students’ interests. A wide range of material can be used such as short stories, 
magazines / comics, newspaper articles and of course the Internet. Students should be encouraged to 
read storybooks outside of their school environment. Trips will be organized to local bookstores to 
encourage students to purchase books, which they can read for pleasure. Completed book reports can be 
used as a way of gaining positive points in our school discipline code. All teachers should devote class 
time to developing their students’ reading skills. I would like to request that parents devote at least 
twenty minutes in the evening to reading with their children. We cannot emphasize how important and 
beneficial this will be to our children.  
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Language Development 

One of our key objectives is to ensure the development and improvement of our students’ use of spoken 
English. This can be greatly enhanced if parents ensure that a part of their daily interaction with their 
children is done through the medium of English. There is a wealth of educational research, which 
supports this simple fact. If a student sees his parents placing a high value on the use of English, then he 
too will also place a high value on his own development and use of English. 

The development of oral language is given an importance as great as that of reading and writing. 
Listening and Speaking are so closely linked that they are impossible to separate. Listening is an essential 
element of the communicative process because it is through listening that we know what others feel, 
what they know, what they need and what they want to tell us. It is important, then, that students’ 
listening skills are developed and that they learn to listen actively. Speaking is also an essential element 
in the development of language. We use speech for thinking, learning, communicating and socializing.  

Student Assessment 

Our school is developing a balanced assessment program for monitoring student learning in relation to 
the school selected written curriculum as well as using assessment for learning through formative 
assessment practices. The data is collected from a variety of assessment tools to provide guidance for 
classroom instruction in order to improve student achievement. 

Our students sit for formative and summative assessments.  The formative assessment includes some 
quizzes, problem solving activities, homework, student's classroom activities and participations in the 
classroom. The summative assessment includes monthly and semester exams, projects as well as SAT 
& GAT, MAP and MICRA-T Standardized Tests. Graphing and analyzing of the data take place after 
each semester according to the grade levels in order to set up and modify the school improvement plans 
of the student achievement and to fulfil school goals. All Heads of Departments are asked to set the goals 
and action steps necessary to achieve the school’s strategic goals. 

All teachers are responsible for maintaining accurate student records. Students in the Diploma Program 
will be graded every month and portfolios with examples of their work will be sent home to be reviewed 
and signed by parents. It is the responsibility of every teacher to ensure that he maintains an individual 
portfolio for each student. This can be done by photocopying examples of essays, homework and class 
work. This is a very effective way of informing parents of the actual quality of work their children are 
doing, and what is being requested of them. If a student is not meeting our academic expectations, we 
will contact the parents immediately to discuss the issues in detail. In addition, a detailed progress report 
will be sent home with the portfolios discussing in depth each student’s academic performance. 
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ASSESSMENT POLICY AND GRADING SYSTEM 

Purpose of Grading 

1. The purpose of grading is to assist students in the process of their learning; all grading systems will 
be subject to continual review and revision to that end. 

2. Grading system acknowledges a student's demonstrated proficiency in the Core Curriculum Content 
Standards based on the Common Core State Standards, and established learning goals and objectives:  

a. Active participation and attention to daily lessons, 
b. Measure frequent contributions to discussions, 
c. Follow up prompt, thorough, accurate, and neat preparation of assignments, 
d. Build up student’s thorough preparation and performance on various types assessments. 
e. Develop willingness to work to the best of his ability and to do more than the minimum 

expected in his excellence achievement journey. 
f. Motivate student’s eagerness to learn and to have an inquisitive approach to lessons, 
g. Direct teacher’s attention to the need for proper materials that meet learners’ needs, 

 
Grading Stages 

1. Students’ learning is assessed four times a year, twice per semester. 
2. Students receive a grade report at the end of each grading stage. 
3. Students receive a final grade average in each subject at the end of the academic year. 
4. Written tests for each grading stage must cover all content that has been taught during that period and 

take into account the weight of units and lessons during creating exam papers. 
 
Assessment Methods 

Students’ learning is assessed by periodical quizzes, quarter and Final exams, classwork, homework, and 
projects across all grade levels. 

 
Quizzes 

Quizzes per subject are carried out according to a monthly schedule and incorporated in the weekly plan 
within a 10 minute- time frame with a maximum of:   

• One quiz per week for grades 1 to 6. 
• Two quizzes per week for grades 7 to 12 depending on the difficulty degree of the subjects. 

Final Exam 

Students across all grade levels are assessed through Two Final Equal Average Exams in each semester. 
The dates of the finals are included in the school yearly calendar. 
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Homework 

The purpose of homework is to develop independent and self-disciplined learners and improve student 
academic achievement through:  

• Developing students’ confidence and self-discipline to work on their own.  
• Reinforcing skills and understanding.   
• Further expanding and exploring concepts taught in class.  
• Supporting home/school relationship.  
• Enabling students to devote appropriate time and effort to meet deadlines.  
  
Classwork & Participations 
Classwork is an integral part of the daily learning process. All participation grades are recorded in the 
grading record sheet in accordance with the relevant rubric and reported by the end of each grading 
interval to be displayed in the report card of that interval.   
  
Projects 

In order to integrate project-based learning into our curriculum and evaluate students’ knowledge of 
application skills, students are typically assigned a project or series of projects in a given continuous 
assessment period.  Projects can be done individually or in group. This method often requires students 
to use diverse skills, such as researching, writing, collaborating, or public speaking to produce various 
outcomes, (research papers, studies, presentations, video documentaries, etc.). Projects are subject to a 
collective assessment by at least two teachers.  

Promotion and Repetition Policy  

Grades Condition Status Granted 
 Passed all subjects (Averaged 60% and above. Promoted to next level. 
1 to 12 Failed 1-3 subjects AND/OR averaged less than 60% Re-sit for exam for second session 

within two weeks of last exam. 
 Failed more than 3 subjects or not passing during second session 

AND/OR averaged less than 60%. 
Repeat present level. 

Re-sit Exams 

Students with failing grades (less than 60%) in subject areas in the annual grade report, must take a re-
sit exam in the subject (s) they have failed in. The results of the re-sit exam will determine whether the 
student will be promoted to the next grade level or repeat the year, as per the MOE’S policy.  

Marking Rubrics:   

Teachers are required use the disciplinary grading rubrics to break down the marks granted to the 
students without affiliation or unfairness. Students and parents will be handed in a copy of the assessment 
policy and rubrics for transparency.   
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GR1-GR12  

Final Report 

  First Term   Second Term   Final Score  

Assignment/Marking Area  Grade (Out of 100) Grade (Out of 100) Average 

Continuous Assessment   

  

Calculated 60 as 
follows 

Calculated 60 as follows  

 

 

 

100 

 

Quizzes   20 20 

Homework   15 15 

Classwork     15 15 

Projects   10 10 

Final Exam   40 40 

Total   100 100 100 

 

GPA and Grade Formula 

Range Letter GPA Grade 
96-100  A+ 4 Excellent 
93-95  A 4 
89-92  A- 3.7 
86-88  B+ 3. 3 Very Good 
83-85  B 3.00 
79-82  B- 2.7 
76-78  C+ 2.3 Good 
73-75  C 2 
69-72  C- 1.7 
66-68  D+ 1.3 Satisfactory 
63-65  D 1 
60-62  D- 0.7 Weak 
0-59  F 0 Fail 
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Homework Policy 

Homework is usually assigned on a daily basis. All students will be issued with a homework journal and 
it is the responsibility of the teacher to ensure that at the end of each class time is given to allow students 
to make a note of their homework in their journals. For teachers in Grades 1 – 3, the policy is slightly 
different. Here, teachers will ensure that the students have copied the homework assignments into their 
journals giving help where necessary. These journals are in fact a valuable tool for communicating with 
parents and should be seen and dealt with as such. The amount of homework may vary from day to day 
depending on what projects are being done by the class. Homework will only be accepted at the 
beginning of class. Unexcused late homework should not receive any credit. Ultimately it is the student 
who is responsible for doing the homework. 

Time Guidelines for Homework    

60 minutes per night for Grades 1 – 3.  

90 minutes per night for Grades 4 – 6. 

If parents want to see their children improve in English, we cannot emphasize how important it is to 
spend time reading with them. All of the latest educational research highlights the benefits of families 
spending about 20 minutes per day reading with their children. Effective education is a partnership 
between parents and teachers; We would greatly appreciate having the opportunity of discussing this 
with parents in more detail.   

 Plagiarism and Cheating 

Plagiarism occurs when a student submits a piece of work that contains phrases, sentences or paragraphs 
that are not in their original words but copied from another source without proper credit being given to 
the original source. This is a particular problem that we want to bring to the attention of parents whose 
sons are in the Senior Elementary grades. Teachers will explain thoroughly what plagiarism is and why 
it is unethical. If any teacher suspects a student of plagiarism, he will first inform the student of his 
concerns and explain the consequences of plagiarism. If the student continues to hand in work that may 
be plagiarized, then the teacher will bring it to the attention of the Head of School and action will be 
taken. The Head of School will call the student’s parents and explain the seriousness of the situation. 
Any work that contains plagiarized material will be given a grade of zero, once both students and parents 
have been advised. Plagiarism is a form of academic stealing and as such has no place in our school. It 
is important for parents to realize that an essay written using plagiarized material is an essay that has no 
value. Student responsibility is an integral part of the philosophy of the School, and we would greatly 
appreciate the assistance of parents with this issue. 

Program Evaluation 

At the end of the academic year, the Elementary Section will publish a document, which will describe 
what has been accomplished during the year. It will take into consideration the term objectives as 
outlined by each teacher at the start of the year and also those included in the English Language Guide 
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which all teachers will receive a copy of. Each teacher will be responsible for writing a detailed report 
that will enable the school’s administration and parents to see clearly what has been achieved throughout 
the year. This document will also become part of our future curriculum development and should be an 
invaluable tool in helping us achieve our common aim. 

Discipline Policy 

The need to articulate a formal discipline policy for any school is essential. In general, students in Al-
Ekhaa School are well behaved. However, as in all schools, there is always room for improvement and 
a clear well-defined discipline policy is of paramount importance for assuring quality education. The 
most important element of any effective discipline policy is consistency. Al-Ekhaa’s Diploma Program 
will have a separate discipline policy that is designed to allow students to develop their own 
responsibilities. 

Expectations   

Al-Ekhaa’s American Diploma Program expects all students to: 

• be on time for every class. 
• be prepared for every class. 
• be ready for work for every class. 
• be respectful of their teachers, all school employees, their peers and all school and personal property. 
• be actively engaged in school. 
• accept responsibility for their actions. 
• produce work of excellent quality. 

Disciplinary Records  

The Deans of Discipline will maintain a record of each student’s attendance, lateness, disciplinary 
referrals, notes from meetings with teachers and conversations with parents.  

The Discipline Code Lateness 

Morning Assembly: Students who are late for Tabour will receive –1 point. The Deans of Discipline 
will be responsible for taking attendance and assigning points for lateness.  

Late to class: Class begins when the teacher begins instruction or takes attendance. At the judgment of 
the teacher, late students will receive –1 point for being late. At the judgment of the teacher, a 
significantly late student will be refused admittance to class and he will be referred to the Head of School.  
This student may not receive any credit for the class that he has missed. It is the responsibility of the 
student to ensure that he is on time for each class.   

Late to school: Students will not be admitted to school after the 2nd period. Late students must come 
with a signed note from their parents to ensure their admittance. A message will be sent home to all 
parents informing them that their sons have not attended school.   
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Absences  
The Dean of Discipline will inform parents if their son is absent. It is essential for all parents to complete 
the student information record that is included in the student handbook.  

The information given by parents will be kept in your son’s student file to be used to communicate with 
you. Any unexcused absences should be reported to the Head of School as soon as possible.   

Total absences for the year: Students having more than 25 unexcused absences will not receive credit 
for that class. This will have a major consequence for your son’s academic record. Parents will be 
notified when their son has missed 10, 15 & 20 days. This will be done with the report cards that are 
sent home with their portfolios.   

Planned absences: Students who need to miss school for planned absences must notify the school in 
writing one week before the date of absence begin. Failure to do so will result in unexcused absences 
for all classes missed.  

Cutting classes: Students who elect not to attend a regularly scheduled class or activity receive a zero 
for the class they missed, and they will be subject to disciplinary action. 

Absent from school: Students will need to come to school with a signed note from a parent. Absences 
of more than 2 days require a formal excuse such as a doctor's note. 

Uniforms: All students are required to wear the Al-Ekhaa School uniform. Students out of uniform may 
not be admitted to class and may be sent home. 

Speaking English: For subjects that are taught in English, English must be used in the classroom.  
Students attend Al-Ekhaa’s Diploma program to become more proficient in English; therefore, students 
should only speak English during these classes.  

Valuable Possessions and Items Not Allowed: There is no reason why valuable possessions should be 
brought to school. Any student found using a mobile phone during class time will have it confiscated. It 
will only be returned to his parents when he/she visits the school.  

Major Disciplinary Problems: Al-Ekhaa School students do not manifest the serious behavioral 
problems found in some schools. Serious behavioral problems which will not be tolerated in the Diploma 
Program include fighting, using improper language, theft, smoking, abusive language or actions toward 
other students, teachers or any school employees, conduct disruptive to the educational process, skipping 
class, leaving the school without permission, and conduct unacceptable in a school environment or 
during a school activity. Al-Ekhaa School’s Diploma Program’s discipline policy has sanctions for all 
the mentioned above. 

Discipline Code in Practice 
The aim of our policy is to help make the students understand that our focus should be on academics and 
not on discipline. The first premise is that we are here for the students who wish to learn. Those who 
refuse to learn inevitably affect the learning environment in general. This must not be allowed to 
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continue and those students that persist in disrupting the class must either change their way or find 
another school more suited to their attitudes and needs. The system that we have designed is both strict 
and fair. It allows for persistent offenders to be dealt with promptly and effectively considering all social 
and psychological factors. It also allows students the opportunity to obtain positive points, thus 
reinforcing the concept of personal responsibility. It is also our intention to reward those students who 
achieve the aims and goals set for them by the school throughout the year. Teachers will have the 
opportunity, throughout the year, to nominate candidates for special merit certificates and other rewards. 
As in all discipline policies, consistency and common sense are key elements. It is the Head of School’s 
responsibility to help his colleagues ensure that this policy works in a manner that is both effective and 
beneficial for all concerned. 
All students will begin the year with an allocation +5 points. Any loss of points for negative behavior 
will result in a subtraction from the total and also an accumulation of negative points. The above list 
highlights the consequences for any negative points accrued. Any student maintaining his +5 points will 
receive a grade of 100% on his report card for discipline. Negative points gained will lead to a reduction 
of this grade. 
Positive Feedback 
We recognize that the list of consequences for misbehavior is necessarily punitive.  We will hold periodic 
assemblies to recognize outstanding performance and accomplishments.  We will also plan activities as 
we feel necessary, to improve student participation and reward effort.  Also, students can do extra credit 
work such as book reports to work off penalties, or with a teacher's agreement a student can do extra 
credit work to earn points when marks are low, and the student needs extra credit. 

Disciplinary Codes 
Offence 

Late for Class / Tabour 
Improper uniform 
Being in wrong class 
Late homework  
Throwing paper in class 
Academic dishonesty (plagiarism) 
Academic dishonesty (cheating) 
Disrupting class  
Skipping class  
Removed from class 
  (3 reports for disruption) 
Vandalism  
Smoking  
Fighting 
 
Action on points accrued  
-15 points   
-25 points   
 
-40 points  
 
-60 points  
 
-100 points 

 
 
 
 
 
 
 

 Points 
-1 point 
-1 point 
-1 point 
-1 point 
-2 points 
-3 points 
-5 points 
-3 points 
-5 points 
-9 points 

 
-25 points 
-40 points 
-50 points 

 
 
• Letter home to parents. 
• One day suspension & letter to 

parents. 
• Three-day suspension & parental 

visit required.    
• One week’s suspension & parent 

visit and a final warning issued.  
• Indefinite suspension from school 

pending review of position with 
parents. 

 Positive points addition 
 
No points allocation for one week = +5 
points  
  
The maximum number of positive points a 
student can have at any one time is +5 
points. For example, a student that obtains 
no negative points for three weeks will still 
only secure +5 points in total. This ensures 
that the discipline policy can be run 
effectively and that students cannot build up 
a large balance of positive points and then 
misbehave without any letters going home.  
  
Positive points awarded at teacher’s and 
principal’s discretion.  
Suggested:  
  
Above average homework  +2 
points  
Outstanding personal behavior +2 
points  
Evidence of extra-curricular   
Reading e.g. a book review  +5 
points                                                                         
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Al-Ekhaa School for Boys - International Section  

                                     Discipline Report  

Student’s Name…………………………………………………………        Class……………….  

Date …./…./  20…     Period:     1  2  3 4  5  6 7  8             break                 prayer    

Teacher…………………………………………  Subject………………………………………….  

Misdemeanor  

O Improper uniform                       O Academic dishonesty (plagiarism)                      O Vandalism  

O Late for class / Assembly            O Academic dishonesty (cheating in test)               O Eating sweets / gum  

O Disrupting class          O Late homework                          O Horseplay    

O Skipping class                O Assignment / project late            O Other 

O Unprepared for class                O Removed from class (3 reports for disruption)    O In another room / satellite  
 

Positive Conduct  
O Good homework          O Co-operative behavior          O Good paper / project          O Book review          O Other   

Details 

……………………………………………………………………………………………  

……………………………………………………………………………………………  

……………………………………………………………………………………………    

……………………………………………………………………………………………    

……………………………………………………………… ……………………………  

Action  Taken  

…………………………………………………………………………………………… 

…………………………………………………………………………………………… 

……………………………………………………………………………………………  

                                                                                            
Signature…………………  
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Al-Ekhaa’s Diploma Program Classroom Guidelines 

Three Golden Rules 

Respect for myself 

Respect for all others 

Respect for property 

1. Students should at all times show respect for themselves, for all others and for all 
property.  

2. All students must be punctual and come to class properly equipped with all material that is 
required for their classes. Students will not be allowed to leave class to ask their friends for 
pens, pencils, calculators etc. Only pencils are used for writing in Elementary English. Joined 
writing for grades 3 to 6.   

3. Walk indoors at all times including break time. Walk along the right side of corridors.  
4. Students may drink water and use the bathroom at break times only. Therefore, use break times 

sensibly.  
5. Students must be polite in class. They should raise their hand and wait for permission from the 

teacher before speaking. Be patient and wait but understand that you cannot always get a turn. 
Use English during English classes and when speaking to English teachers.  

6. All students must respect their teachers and their fellow students. They must respect their 
property and their school. It is important to keep classrooms tidy at all times. Students will 
clean and tidy classrooms and put seats in their proper places before being leaving for break or 
sports etc.  

7. Students should always pay attention in class.  
8. Students should be courteous to each other as well as to the class teacher during class 

discussions.  
9. Students should keep food or drink out of the classrooms. Gum is not allowed anywhere in 

the school. Junk foods do not help your concentration.  
10. A good student comes respectfully to prayer and is on time. He should wait quietly until prayer 

begins. It is not a time to play or talk to your friends.  
11. All students must wear the correct school uniform.   
12. Mobile phones are to be left at home. A student found using one will have it confiscated and it 

will only be returned to his parents  
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Recognition Form 

September 20__ 

Dear Parents and Student,   

To ensure that you have read and understood the Parent and Student Handbook we ask that you complete 
and return this letter at your earliest convenience. Our intent is to ensure that our expectations, policies 
and procedures are clearly understood. This form will be kept in your son's file and it will confirm your 
son’s registration in the Elementary English Department. Please also fill in the Student Information form 
for our records in the Elementary English Department.   

If you have any questions about these forms or the handbook, please contact us. Thank you for taking 
the time to read the handbook and complete these forms.   

By signing this form, we indicate that we have read the Elementary English Parent and Student 
Handbook and understand its contents.  

  

  

Student Name: _________________________________________________  

  

  

Student’s Signature: _____________________________________________  

  

  

Parent Name: __________________________________________________  

  

  

Parent’s Signature: _____________________________________________  

  

  

Date: ____________  



 18 

Elementary Diploma Program Student Information Form 

  

Student Name: __________________________________________________    

Grade: _________  

Father's Name: __________________________________________________   

Siblings: _______________________________________________________    

Contact Numbers: Home:_______________________________________ 

 Best times to call Home: ________________________ 

 Business: ____________________________________ 

 Best times to call Business: ______________________ 

 Fax: ________________________________________ 

 Is this a confidential Fax? _______________________ 

 It is acceptable to Email student grades or reports? ___ 

 Mobile Phone: ________________________________ 

 E-mail: ______________________________________ 

Name of Secretary or Personal Assistant, if any: _______________________________________   

Home Address: _________________________________________________ 

Who could we call in an emergency if we cannot contact a parent?  

Name and number of emergency contacts: 

_____________________________________________ 

_____________________________________________ 

Family Physician: _______________________________________________  

Does your son have any medical conditions that we should be aware of (allergies, medications)?  Please 
describe any condition below.  

______________________________________________________________  

______________________________________________________________ 

  

  

  

       photo  


