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Communication Policy   

  Communications with Parents/Carers  
                This policy aims to outline the partnership between school and 

parents by defining both formal and informal opportunities for 

communication.    

• Parents’ Portal  

Every parent has access to their children’s profile online. The parents’ portal serves as both a 

communication platform and a data storage tool. All student assessments and results are posted 

in the portals as soon as they are available. Parents are encouraged to monitor the progress of 

their children and communicate comments to the staff members.  

• Homework Diary  

Our first line of communication is the homework diary through which, parents are involved in   

their child’s daily learning process.  

• WhatsApp Groups  

   WhatsApp groups for parents enable three-way communication between  

               Parents, teachers and Deans of Discipline, especially in the first three grade levels.  

• SMS  

    Daily SMS alerts are sent to parents whose sons are involved in any event which requires   

parental attention.    

• School Calendar  

 Parents are provided with the school calendar which flags the main events throughout the 

year to help   . 

• Weekly Plan  

These are academic guides in each grade level. They are displayed on our website every 

Thursday. They show all the work that should be covered, either in class or at home. They also 

include schedules for projects, tests or quizzes and activities.  

 

 

 



• An Orientation Package  

This is a welcoming pack provided at the beginning of the school year. The pack gives an 

overview of our program, policies, procedures and practices. Parents who admit students after 

the orientation week also receive this pack at admissions. 

• Various Activities & Events 

These are organized with parents during school time, throughout the year. There are occasions 

when the class teacher will invite you in to work with the children. 

• Special Occasions: 

Parents are invited to join the school in celebrating students’ achievements. These may include 

graduation days, awards days, exhibition day, and sports days. Invitations are sent to parents by 

hand delivered letters/cards given to students and by school email. 

• Parents-Teachers Conferences (PTC): 

PTCs are based on discussion of the students’ written reports. They are usually scheduled twice 

a year. Parent – Teacher’s conferences are conducted on designated days as per the calendar. A 

school newsletter and SMS alerts are sent home as a reminder. 

•  “Open Door ”  Policy :  

Parents are encouraged to make an appointment with staff to discuss any matters of concern. 

Meetings are arranged between the teacher, parents and Head of Department or Dean of 

Discipline. If the matter is still unresolved then a meeting will be arranged between the teacher, 

parents, Head of Department or Dean of Discipline and Principal.  

• School Newsletters  :  

These are sent out regularly by the administration, these newsletters keep the parents informed 

about current and upcoming events and general developments. A copy is sent by students to 

parents and a copy is emailed to parent by email.  

• School Surveys:  

Parents are encouraged to participate in the school surveys. The surveys are conducted usually 

during and after parent –teacher conferences. Most surveys are paper administered or via the 

parents’ online portal. 

 

 

 

 



 
Recruitment Policy 

Introduction  

             Al Ekhaa School – International Section follow clear polices  

   regarding every instructional or administrative operation at school . These policies clarify any conflict of 

interest or interventions that may affect our  faculty and staff to operate effectively.  

         Recruitment 

• advert in the paper and school website for  vacancies 

• Candidates are to  deliver a copy of qualifications by email  or post  before interviews 

• Application form 

• Interview 

• giving a demonstration class   

• signing a contract based on agreement terms 

• explaining responsibilities + expectations 

• submitting documents for validation 

• 3 months’ probation period 

• 1 month notification before breaking of contract  

Termination of contracts   

        The school reserves the right to cancel a contract before its date of expiry without  any liabilities to the   

             teacher  in the following exceptional cases.  

•   l. lf he has submitted false documents or references to obtain his position 

•  2. Unacceptable behavior  in the school (e.g. administering corporal punishment to  students)     

•      leading to disciplinary measures being taken against him   

•  3. If he is arrested for breaking the laws of the Kingdom of Saudi Arabia and is thus    

•       unable to attend work because of legal proceedings against him. 

•  4.Any unaccepted absence from Al Ekhaa  School for more than ten (10) consecutive    

• days  or twenty (20) days unauthorized absences throughout the academic year.  

Vacation leave regulations:  

• Should a teacher leave early for a vacation or arrive back late from a vacation   during the academic 

year, Al Ekhaa School will deduct three (3) days’ pay for each day the teacher is absent from school. 

• Al Ekhaa School reserves the right to request a cash bond of two months’ wages  from any teacher 

wishing to vacation outside the Kingdom of Saudi Arabia during the academic year.  

• Teachers must apply for an exit/re-entry visa when travelling outside the Kingdom of Saudi Arabia. The 

cost of this visa at the end of the academic year is borne by Al Ekhaa School. 

 

Teacher’s work load 

• - 24 teaching periods  per week  

• - Once a week break duty 

• - Once a week hall supervision duty  

• - Once a month afternoon duty 



• - Weekly meeting period with the Head of Department  

• - Covering Substitution classes 

• - Attending school assigned workshops 

• - Attending Parent/ Teacher  Meetings 

  
Faculty and Teachers’ Code of Conduct 

      The teacher should at all times respect and follow the laws and regulations of Saudi Arabia. He should 

respect the traditions and customs of the Kingdom of Saudi Arabia. Smoking is prohibited within  Al Ekha’a 

School and its environs.  lt is expected that the teacher  will act in a professional manner at all times both on 

and off campus. 

 The administration of  EIS  expects our teachers to:    

• Respect the Islamic environment and tradition of our school. 

• Act professionally at all times. 

• Be on time for every class. 

• Be prepared for every class (lesson plans, materials). 

• Keep individual student records  

• Keep lesson plans and student records up to date. 

• Treat students and fellow colleagues with respect at all times. 

• Never use inappropriate language in school. 

• Never resort to corporal punishment. 

• Consistently maintain a personal appearance that reflects one’s professionalism. 

• Not abuse the Internet service provided by the school. 

• Participate fully in all school duties, including supervisions when required. 

• Teachers are to wear an appropriate shirt and tie  

• Slippers and sandals are prohibited 

• Respect colleagues,  all school staff  and parents 

• Respecting hierarchy and avoid gossiping 

• Use appropriate language with students (without resorting to any disrespectful or ironic language). 

• No political discussions are to take place on the premises 

• Respect school property 

• No physical contact with a colleague or student 

• Collaborating with colleagues, coordinators, and administration 

• Reporting any absence beforehand 

• No interruption of classes 

• Signing in and out on time 

• No absence before or after vacation 

• Participating in school events and trips 

• Submitting resignation two months   before the end of the academic year. 

• Signing for all books, teachers’ editions, and teaching aids upon receiving them 

• Signing for all returned books, teachers’ editions, and teaching aids at the end of  year(Clearance form) 

• Using the school phones to contact parents . 

• No memo/ note should be sent out to parents without notifying school management  

• No private teaching for the teacher’s direct students .  



 

SUPERVISION AND EVALUATION POLICY 
 

INTRODUCTION 

         The supervision and evaluation policy is designed for the enhancement of teacher performance and the 

improvement of instruction and maximize the potential of teachers. 

      A vital element of the supervision and evaluation process is an organized system policy to ensure checks 

and balances in the school process. This means that the success of the guiding process relies heavily on 

numerous elements such as: a qualified supervisor, committed teachers, and clear and effective system of 

school procedures.                                                                                                                                     

        Through the effective supervision and evaluation the administrators can reinforce and enhanced teaching 

practices that will contribute to improved student learning. By skillfully analyzing performance and appropriate 

data, administrators can provide meaningful feedback and direction to teachers that can have a profound 

effect on 

the learning that occurs in each classroom                                                                                    

The supervision and evaluation policy is the framework of the school’s evaluation procedures and hierarchical 

checks and balances for all staff, teachers and administrators to follow. Through this policy the roles and 

functions of each member is clearly defined. Thus, creating a clear path for the success of the school. 

 

Procedures in Supervision 

Teachers 

 

The teachers are directly under the supervision of their subject coordinators. Their performances are being 

observed and evaluated inside and outside of the Classroom  

Firstly, class observations are being conducted by the subject coordinators, academic supervisor and the 

principal to check the teacher’s classroom management, routines and procedures to check their effectiveness 

and efficiency in the classroom, also the relations of the teacher with her leader colleagues and students. 

Evaluation forms are used and are given post teaching conference for further improvement and appraisal. 

Secondly, teachers are evaluated through the submission of school documents such as quizzes, final 

examinations, students’ marks, students’ reports and other tasks required as a teacher. 

 

Teachers’ Evaluation Policy 

The following criteria and descriptors are designed to let teachers and administrators know what the 

performance expectations are for teachers in the system. 

A teacher’s performance will be judged in terms of the following criteria. The descriptors are included as 

guidelines for what is meant by a particular criterion. Their function is to illustrate and provide examples for a 

given criterion. They are not, nor were they intended to be, all-inclusive. They are intended to help teachers 

and administrators develop a common understanding about the expectations and provide a common language 

for discussing performance as it pertains to the following criteria and they are mention in all observation and 

evaluation materials used in the school: 

 

1. Plans Instruction 

➢ Follows prescribed curriculum 

➢ Uses available materials and resources 

➢ Chooses activities relevant to the prescribed curriculum 



➢ Chooses activities appropriate to student abilities 

➢ Considers time available in planning 

➢ Demonstrates flexibility in planning 

➢ Plans student grouping according to instructional needs 

➢ Develops long-range plans and daily lessons  

 

 

2. Implements the Lesson 

➢ Focuses student attention   

➢ Informs students of objective of the lesson 

➢ Relates the lesson to previous and future lessons 

➢ Presents new material clearly and logically 

➢ Models, demonstrates and provides examples 

➢ Monitors student learning continuously  

➢ Provides feedback and re-teaches when necessary 

➢ Provides opportunities for students to practice under direct supervision of the teacher 

➢ Provides opportunities for students to practice independently 

➢ Conducts smooth transition from one activity to the next 

➢ Connect the lesson for student’s daily life and other subjects if possible. 

3. Motivates Students 

➢ Shows concern for students 

➢ Establishes feeling/tone 

➢ Establishes a level of difficulty which encourages success 

➢ Uses student interest and background 

➢ Uses extrinsic/intrinsic rewards 

➢ 4. Communicates Lesson 

➢  Uses variability in presentation 

➢ Demonstrates enthusiasm, involvement, and interest in lesson presentation 

➢ Speaks clearly 

➢  Puts ideas across logically 

➢ Praises, elicits, and responds to student question 

5. Demonstrates Knowledge of The Curriculum 

➢ Teaches accurate and up-to-date information 

➢ Coordinates learning content with instructional objectives 

➢ Uses effective examples and illustrations 

➢ Presents learning content in a logical sequential order 

 

6. Sets High Expectations for Student Achievement in Accordance with Needs and Abilities 

➢ Communicates expectations of performance to students 

➢ Uses objective student data to set expectations 

➢ Uses evaluative feedback to determine level of skill acquisition 

➢ Encourages participation from all students 

➢ Uses higher order questioning techniques to promote critical thinking skills 

7- Maximizes Time on Task 



➢ Schedules learning time according to policy for the subject area 

➢ Begins class work promptly 

➢ Minimizes management time 

➢ Minimizes transition time 

➢ Makes effective use of academic learning time 

➢ Gives clear and concise directions  

8. Integrates Materials and Methodology 

➢ Demonstrates ability to conduct lessons using a variety of methods 

➢ Organizes materials, supplies and equipment prior to the lesson 

➢ Integrates materials and resources smoothly into a lesson 

➢ Identifies available supplemental resources  

9. Plans and Uses Evaluative Activities 

➢ Makes methods of evaluation clear and purposeful to students 

➢ Monitors student progress through a variety of appropriate evaluation techniques 

➢ Prepares assignments which reflect the material which has been taught 

10. Provides Specific Evaluative Feedback 

➢ Provides feedback on assignments as quickly as possible 

➢ Gives written and oral comments, as well as points or scores 

➢ Makes opportunities for one-to-one conferences to discuss student progress 

➢ Interprets test results to students and parents  

11. Manages the Classroom 

➢ Manages discipline problems in accordance with administrative regulations, school board policies, and legal 

requirements 

➢ Establishes and clearly communicates parameters for student classroom behavior 

➢ Promotes self-discipline 

➢ Manages disruptive behavior constructively 

➢ Demonstrates fairness and consistency 

➢ Arranges the classroom for effective instruction 

12. Interacts with Students 

➢ Gives criticism and praise which are constructive 

➢ Makes an effort to know each student as an individual 

➢ Provides opportunities for each student to meet success regularly 

➢ Promotes positive self-image in students 

➢ Communicates with students accurately and with understanding 

➢ Creates a climate in which students display initiative and assume a personal responsibility for learning 

13. Interacts with Parents and Community 

➢ Encourages community involvement with the school 

➢ Provides a climate which opens up communication between the teacher and parent 

➢ Communicates with parents in the best interest of the students 

➢ Supports parents/teacher activities 

➢ Provides information related to support resources 

14. Interacts with Administration and Other Educational Personnel 



➢ Cooperates with other teachers, the administration, and other educational personnel 

➢ Makes use of support services as needed 

➢ Shares ideas and methods with other teachers 

➢ Informs administration and/or appropriate personnel of school related items 

15. Is involved in Professional Growth Activities 

➢ Is involved in professional associations 

➢ Participates on district/state committees, etc. 

➢ Participates in professional workshops 

➢ Attends professional meetings 

➢ Keeps current in subject area 

➢ Engages in continuing education 

16. Supports and Implements School Regulations, Policies, Procedures And Accepted Practices 

➢ Adheres to authorized policies 

➢ Selects appropriate channels for resolving concerns/problems 

➢ Participates in the development and review of school policies and regulations 

➢ Strives to stay informed regarding policies and regulations applicable to his/her position 

➢ Exercises responsibility for student management throughout the entire building 

➢ Uses discretion in handling confidential information  

 

 

TEACHER PERFORMANCE EVALUATION PROCEDURES 

 

The evaluation procedures and associated instruments provide the framework for assessing teacher 

performance. Through the objective and unbiased application of this process, performance strengths and 

areas for improvement will be identified                                                                                                                                 

This data will be communicated to the teacher in a constructive way and, through interaction, a professional 

growth plan will be developed to support and enhance professional development. The subject coordinator is 

responsible for evaluation of teachers at the school.         

The teacher or administrator may, at any time, request the support and assistance of other management 

personnel as part of the evaluation or instructional supervision process. This may include the principal, 

assistant principal(s), subject coordinators and/or administrators.                                                                                                

In addition, the teacher may, at any time, request informal non-evaluative assistance from other qualified 

teachers, department chairpersons or other non-administrative personnel. These personnel would not be part 

of the formal evaluation process, but the evaluator may, at any time, recommend such assistance and/or 

suggest specific personnel.                                                                                                                                              

      Performance evaluation for teachers is a continuous process. It consists of two complementary types of 

evaluation: formative and summative. The former is the process of gathering performance data, analyzing it, 

and using the results to provide feedback for the purpose of improving teaching. The latter is the process of 

using performance data to judge the quality of teaching in the light of the county’s established criteria for 

teacher performance. 

 

 

 

 



Subject Coordinator 

The subject coordinators are also evaluated by the academic coordinator and the principal. The subject 

coordinators are directly in charge of the teachers in their respective departments. Thus, taking responsibility 

of any action of the teachers under their care. 

Subject coordinators are being evaluated by the performance of their teachers and by the efficiency of their 

departments. Evaluation tools are being used to evaluate their performance for appraisal and for 

improvement. 

Academic Supervisor 

The academic supervisor’s performance is evaluated through his/her administrative function. The Academic 

supervisor is evaluated by the principal who gives appraisal and suggestions for further improvement. 

The academic supervisor is the head of the academic team. He/she researches, evaluates, and prepares 

recommendations on curricula, instructional methods, and academic materials for school system. Therefore, 

this makes Him/her responsible for all academic issues of the school. 

Support Staff 

All support staff including registrar, observers, counseling, files department, accountants, human resources, 

maintenance, drivers and janitors have clear job descriptions and their job performance is evaluated 

accordingly. 

Principal 

The principal’s performance is being evaluated by the General Manager of the school. The principal works with 

administrators to coordinate and supervise the general program of the school.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



               SCHEDULE OF SUPERVISION 

Tasks Person/s in Charge Frequency 

Daily class and school 

Inspection / School Tour 

Principal , Academic and 

Administrative supervisors , Coordinators. 

Daily (according to internal 

memo ) 

Submission of weekly report Coordinators. Every Thursday 

Checking of lesson plans Academic Supervisor  /Coordinators Thursday 

Evaluation of teachers Coordinators Once per term 

Evaluation of teachers Principal/Academic Supervisor   Once per year 

Evaluation of Subject 

Coordinators 

Academic and administrative deputy, 

Principal 

Once per year 

Evaluation of Principals Director General Once a year 

Evaluation of Academic 

Supervisor  

Executive Director  

Director General  

Once a year 

Submission of academic 

complaints notices 

Coordinators/ supervisor According to the case 

Submission of academic follow 

up reports 

Coordinators/ supervisor Monthly 

Regular meetings Principal, coordinator Monthly ( 3 meetings ) 

Submission of laboratory logs Laboratory Technician Every quarter 

Submission of library logs Librarian Monthly 

Assessment and Selection of 

books 

Principal , Academic Supervisor   and 

coordinators 

Annually ( February ) 

Review of Curriculum Academic Director/coordinators/teachers Annually 

Support Tasks Principal, supervisors, Executive Director  Everyday 
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Teacher Evaluation Form 

Personal Information  Academic year   

Name   Nationality   

Qualification   Job title   

Subject   Grades taught  

Scale     

Excellent  Very good  Good  Satisfactory  Poor  Deserved Score  

90-100 80-89 70-79 60-69 Less than 60   

     

Performance  
Criterion Maximum 

Score  
Deserved 

Score  

Demonstrates proper usage of the English 

language and exhibits poise, voice control, 

and tact 

6  

Displays interest in school activities and 
participates in the planning and organization of 
such activities 

5  

Displays strong tendency toward developing 
own skills and nourishing own knowledge 5  
Reports to duty on time and meets 
deadlines. 7  
Applies and familiar with educational 
fundamentals in preparing lessons. 7  
Demonstrates sufficient mastery of content 7  
Implements proper assessment and varies 
procedures in working with pupils of varying 
abilities 

7  

Follows the syllabus and weekly plan. Aware 
of adequate pacing and progress 

4  
Utilizes the board, notebooks and/or other 
guides effectively. Makes effective use of a 
variety of available materials. 

4  

Implements suitable and creative 
instructional strategies and demonstrates 
good classroom management. 

5  

Rate of students’ learning and achievements 10  
Pays attention to class activities, quizzes. 
Carefully plans student assignments and 
ensures they are corrected. 

5  

Relations with others  

Criterion Maximum 
Score  

Deserved 
Score  

Superiors 
4  

Colleagues 
4  

Students and parents 
4  

Character & Attitude  

Criterion Maximu
m Score  

Deserved 
Score  

Displays positive attitude, 

ethics and basic values 
4  

Displays commitment 

toward responsibilities 

4  

Accepts guidance, positive 
comments and constructive 
criticism 

4  

Provides enrichment and/or 
remediation where needed 

4  

Performance  Character  Relations    Total  

    

Evaluator   Signature   

Approved by  Position Signature  Stamp  
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Subject Coordinator Evaluation Form  

Personal Information  Academic year   

Name   Nationality   

Qualification   Job title   

Subject   Grades taught  

Scale     

Excellent  Very good  Good  Satisfactory  Poor  Deserved Score  

90-100 80-89 70-79 60-69 Less than 60   

     

Performance  
Criterion Maximum 

Score  
Deserved 

Score  

Directs and coordinates educational, 
administrative, and counseling activities of 
school. 

9  

Develops and evaluates educational 
program to 
ensure conformance to state and school 
board standards. 

6  

Develops and coordinates educational 
programs through meetings with staff, 
review of teacher’s activities and issuance of 
directives. 

5  

Confers with teachers, students, and 
parents concerning educational and 
behavioral problems in school. 

10  

Requisitions and allocates supplies, 
equipment and instructional material as 
needed. 

5  

Directs preparation of class schedules, 
cumulative records, and attendance reports. 

5  
Observes and evaluates teacher 

performance. 

5  

Walks about school building and property to 
monitor safety and security. Plans and 
monitors school budget. 

5  

May plan and direct building maintenance. 5  
May develop and administer educational 
programs for students. 

5  
Interviews and hires teachers. Performs 
other related duties as required. 

5  
Make the required records for the section. 3  

Performance  Character  Relations    Total  

    

Evaluator   Signature   

Approved by  Position Signature  Stamp  

    

    

Character & Attitude  

Criterion Maximu
m Score  

Deserved 
Score  

Displays positive attitude, 

ethics and basic values 
8  

Displays commitment 

toward responsibilities 

4  

Accepts guidance, positive 
comments and constructive 
criticism 

4  

Ability to converse effective 
discussion skills  

4  

Relations with others  

Criterion Maximum 

Score  

Deserved 

Score  

Superiors 2  

Colleagues 2  

Students  4  

Parents and 

Guardians   

4  
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Relations with others  

Criterion Maximum 

Score  

Deserved 

Score  

Superiors 2  

Colleagues 2  

Students  4  

Parents and 

Guardians   

4  

Academic  Coordinator  Evaluation Form 

Personal Information  Academic year   

Name   Nationality   

Qualification   Job title   

Subject   Grades taught  

Scale     

Excellent  Very good  Good  Satisfactory  Poor  Deserved Score  

90-100 80-89 70-79 60-69 Less than 60   

     

Performance  
Criterion Maximum 

Score  
Deserved 

Score  

Observes and advises coordinators and teachers on 
improvements of methods and techniques. 

6  
Institutes and directs vocational training programs for 
development of work habits, skills and abilities. 

5  
Conducts follow up studies to evaluate effectiveness of 
academic and vocational training programs. 

5  
Prepares budget requests for education programs, 
orders school supplies, books selection and prepares 
records and reports. 

5  

Familiar and knowledgeable with the work system and 
procedures. 

4  
Punctuality in work hours. 

3  
Confers with school officials, teachers and 
administrative staff to plan and develop curricula and 
establish guidelines for educational programs. 

4  

Confers with educational committees and advisory 
groups to gather information on instructional methods 
and materials related to specific academic subjects. 

4  

Observes, evaluates, and recommends changes in work 
of teaching staff to strengthen teaching skills in the 
classroom. 

5  

Plans, conducts, and evaluates training programs and 
conferences for teachers to study new classroom 
procedures, instructional materials and teaching aids. 

6  

Conducts or participates in workshops, committees, and 
conferences designed to promote intellectual, social 
and physical welfare of students. 

6  

Evaluates programs to determine effectiveness, 
efficiency and utilization and to ensure activities comply 
with local regulations. 

5  

Interviews teachers. Performs other related duties as 
required 

5  
Carries full responsibility for the examination process. 5  

Character & Attitude  

Criterion Maximum 
Score  

Deserve
d Score  

Displays positive attitude, 

ethics and basic values 
8  

Displays commitment 

toward responsibilities 

4  

Accepts guidance, positive 
comments and constructive 
criticism 

4  

Provides enrichment 
and/or remediation where 
needed 

4  

Performance  Character  Relations    Total  

    

Evaluator   Signature   

Approved by  Position Signature  Stamp  
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Worker and Tea Boys  Evaluation Form 

Personal Information  Academic year   

Name   Nationality   

Qualification   Job title   

Subject   Grades taught  

Scale     

Excellent  Very good  Good  Satisfactory  Poor  Deserved Score  

90-100 80-89 70-79 60-69 Less than 60   

     

Performance  
Criterion Maximum 

Score  
Deserved 

Score  

Reports to duty on time 
10  

Does required work on time 
10  

Cleaning of desks  is thorough enough 
5  

Cleaning of corridors is thorough enough 
5  

Cleaning of classrooms is thorough enough 
5  

Cleaning of staff room and offices is 

thorough enough 

5  

Cleans playgrounds right after break 
5  

Cleaning of bathrooms is thorough enough  
10  

Prepares prayer carpets on time 
5  

Follows health and safety rules 
5  

Empties trash cans regularly 
5  

Character & Attitude  

Criterion Maximum 
Score  

Deserved 
Score  

Displays positive attitude, 

ethics and basic values 
5  

Displays commitment 

toward responsibilities 

5  

Accepts guidance, positive 
comments and 
constructive criticism 

5  

Relations with Others  

Criterion Maximum 
Score  

Deserved 
Score  

Superiors 
2  

Colleagues 
3  

Students  
5  

Parents and guardians  
5  

Performance  Character  Relations    Total  

    

Evaluator   Signature   

Approved by  Position Signature  Stamp  
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Deputy and Administrator  Evaluation Form 

Personal Information  Academic year   

Name   Nationality   

Qualification   Job title   

Subject   Grades taught  

Scale     

Excellent  Very good  Good  Satisfactory  Poor  Deserved Score  

90-100 80-89 70-79 60-69 Less than 60   

     

Performance  
Criterion Maximum 

Score  
Deserved 

Score  

Observes and advises coordinators and teachers on 
improvements of duties and supervision.   

6  
Maintains  all  records and all kinds of duties ( 
morning – break and after school duties   

5  
Conducts follow up studies to evaluate effectiveness 
of duty assigned staff. 

5  
Prepares records and reports on effectiveness of 
duties and incidents.  5  
Familiar and knowledgeable with the work system 
and procedures. 

4  
Punctuality in work hours. 

3  
Confers with school officials, teachers and 
administrative staff to plan and establish guidelines 
for supervisory duties requirements. 

4  

Conducts and supervises  all kinds of safety 
procedures to ensure safety of students  4  
Observes, evaluates, and recommends changes in 
work of workers and tea boys to ensure safety and 
cleanliness.  

5  

Plans, conducts, and evaluates training and real 
evacuation and fire drill all internal stakeholders. 
Then to write reports and discuss the effectiveness 
of them with school officials. 

6  

Observes and checks the student’s absences, 
lateness and attendance and communicates daily 
with parents in this regard.  

6  

Observes and checks the student’s copybooks to 
ensure continuous correction by teachers.  5  

Character & Attitude  

Criterion Maximu
m Score  

Deserved 
Score  

Displays positive attitude, 

ethics and basic values 
8  

Displays commitment 

toward responsibilities 

4  

Accepts guidance, positive 
comments and constructive 
criticism 

4  

Provides enrichment and/or 
remediation where needed 

4  

Relations with others  

Criterion Maximum 

Score  

Deserved 

Score  

Superiors 2  

Colleagues 2  

Students  4  

Parents and 

Guardians   

4  

Performance  Character  Relations    Total  

    

Evaluator   Signature   

Approved by  Position Signature  Stamp  
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Classroom Observation Checklist 

Academic Year:                                   Semester:  (    1    –    2  )                     Date:      /     /  20                                

Teacher :                                                                      Grade:                                 Period :     

Subject :                     Lesson:                                         Time:                                    Date :   
Domain  Grade Scale 

1. Preparation 1 2 3 4 5 Comments 

a. Evidence of planning (lesson plan)       

b. Relevance to curriculum       

c. Materials in class are organized and available       

d. Work schemes are made on objectives (aims)       

2. Purpose        

a. Objectives for the lesson are clearly stated and discussed        

b. Attainable goals are set by the teacher        

3. Classroom environment       

a. Seating arrangements focuses on active learning  techniques        

b. Bulletin boards are used effectively        

c. Safe and healthy        

4. Presentation       

a. Introduction and Explanations are effective and meets different needs and levels of students        

b. Demonstrates sufficient mastery of content       

c. Question technique and Provides motivation       

d Audio visual aids are used effectively        

e. Exhibits pace, Eye contact, voice control and tact       

5. Participation       

a. Class Management and Learner involvement       

6. Pace       

a. Appropriate to lesson       

7.Lesson Conclusion (last 5-8 min)       

a. Revision, conclusions, and homework       

8. Professional Development Evaluation       

d. Applying Mastery learning strategies        

e.  Meeting Multiple intelligence skills and individual needs        

d. Educator reflects effective individual and collective  feedback to students        
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