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1. INTRODUCTION
The school’s approach towards discipline is for every student to acquire self-discipline and be responsible conduct so as to contribute to the overall wellbeing of all in the school. Every child has the right to expect a conducive teaching and learning environment. Likewise, every student has the responsibility to contribute to that environment.
All ABISS are expected to fulfil OUR THREE CORE VALUES: RESPECT, RESPONSIBILITY AND SUCCESS.
2. DAILY ASSEMBLY
2.1.1 Students are expected to be in school by 7.30 a.m. All Year Teachers will then mark attendance.
2.1. 2 All students must participate actively at the assembly and sing both National anthem and school anthem.
2.1.3 All students must sing the School Anthem with pride and respect.
2.2 WEEKLY & MONTHLY ASSEMBLY
2.2.1. Classes are to proceed to the School Hall in a quiet and orderly manner and be seated quickly.
2.2.2 A respectful silence and orderliness must be maintained during all assemblies.
2.2.3 Students must not absent themselves and must be punctual.
2.2.4 Class attendance will be taken. Absence without a valid reason will be considered as truancy.
2.3 General rules
Values, Rules and Responsibilities. Our School Values and The Core Rules for our students at Attaofeequ Billahi (AB) International Schools form the basis of rules followed by students at Australian Boiling Point International School and underpin the philosophy of “Learn and let others learn” “Do not hurt anyone by what you say or what you do”. These values, rules, behaviours and responsibilities need to be taught, reinforced and modelled on a regular basis. The principle of Procedural Fairness: the right to be heard and the right to an impartial decision will be applied.
	Values
	Core Rules
	Student Responsibilities
	Staff Responsibilities
	Parent Responsibilities

	RESPECT YOURSELF


	1. Attend school every day and be in class on time.
	· Arrive at school between 7:00 and before 8:30am
· Bell rings-move straight to class
· Enter classroom quietly as directed.
· Ask permission to leave the classroom
	· Be punctual to class
· Orderly class entry and movement
· Supervise students
· Monitor/limit toilet requests
· Give bell marks-not early marks
	· Ensure punctuality
· Discourage lateness
· Promote regular attendance
· Support the school policy

	
	2. Be readily equipped and prepared to learn.
	· Bring class supplies as requested
· Look after belongings
· Be organised e.g. sport gear, joggers, library books
	· Communicate expectations
· Provide list of requirements
· Encourage and praise students

	· Purchase equipment
· Check bag for notes and communication
· Give reminders
· Support, encourage and implement homework

	
	3. Maintain a neat appearance adhering to school dress code.
	· Wear full school uniform including wide brimmed school hat
· Dress appropriately for weather conditions in school uniform
· Ensure you have Black, white or grey socks
· Black or white school shoes or joggers
· Sport wear on sport day

	· Encourage and implement full school uniform
· Provide role model
· Contact home if a child is choosing or is consistently out of uniform. This can include a particular part of the uniform such as shirt, hat etc.

	· Ensure clean uniform is ready daily.
· Ensure uniform is appropriate for weather conditions.
· Write an explanation if in alternative uniform (unless it is a special day).

	RESPECT OTHERS

‘Do not hurt anyone by what you say or what you do’.
	4. Behave safely, considerately and responsibly at school.











	· Act safely around others: NO hurting, fighting, teasing & bullying
· Stay inbounds
· Keep hands, feet and objects to yourself
· Be careful with equipment
· Only use school playground equipment when supervised
· Listen and follow instructions
· Be sensible when moving around the school and classroom
· Follow safety instructions on the way to and from school. This includes safe bus behaviour, following road rules and using a helmet when riding a bike.
· No dangerous equipment or weapons
	· Teach, model and practise safe behaviour
· Have clear guidelines
· Check student understanding 
· Rehearse safety procedures 
· Ensure safe environment
· Check equipment safety
· Ensure student and staff safety and welfare
· Implement school discipline policy 

	· Reinforce safe behaviour standards at home
· Support the school discipline policy
· Ensure no dangerous equipment, prohibited weapons or illegal substances come to school e.g Knives; this may result in Immediate Suspension.
· Ensure safe travel between home and school

	
	5. Show respect at all times for teachers, other school staff and helpers, including following class rules, speaking courteously and cooperating with instructions and learning activities.
	· Listen and follow instructions
· Be sensible when moving around the school and classroom
· Follow safety instructions on the way to and from school: Including safe bus behaviour, following road rules and using a helmet when riding a bike.
· Follow instructions on excursions
· No dangerous equipment or weapons
· Try your best in class
· Encourage others to do their best
· Ask for help
· Hands up-Do Not call out
· Stay on task and finish work
· No disruptive behaviour
· Work cooperatively
· Do your homework
· Accept guidance and direction
· Accept responsibility for your own behaviour

	· Gain attention 
· Give clear instructions
· Check for understanding
· Implement individual specialist behaviour programs as required 
· Monitor and provide feedback
· Implement school discipline code
· Implement school behaviour initiatives eg Word of the week 
· Teach, support and encourage all children to achieve their best
· Cater for individual differences
· Have realistic expectations
· Set and mark homework
· Communicate with parents
· Implement mandatory school curriculum
· Report learning progress to parents
· Communicate learning needs with learning support team and support staff as necessary
	· Reinforce expectations (listening and obedience)
· Encourage listening skills
· Support the school so that your child’s educational needs can be met
· Make appointment with appropriate person to seek information if concerned
· Support and encourage your children to do their best
· Inform school of any special or changing needs
· Discuss any learning concerns with your class teacher 
· Have realistic expectations
· Encourage homework. Give feedback: hard or too easy 
· Support school intervention programs such as home reading programs to maximise student success

	RESPECT OTHERS

‘Do not hurt anyone by what you say or what you do”
	6. Treat one another with dignity and respect.
	· NO TEASING OR BULLYING 
Specific examples of unacceptable behaviours to avoid include:
· Rude facial expressions and body language - Snubbing, rude gestures, prolonged staring, “dirty looks”
· Verbal putdowns or nasty remarks about family, culture, glasses, weight etc,
· Social exclusion e.g. “You are not my friend”  
· Name calling or inappropriate language
· Controlling behaviours e.g. “Do this or else”
· Writing rude or derogatory notes
· Setting up a child to be the butt of jokes
· Intimidation or threatening behaviours .e.g.
· Persuading friends to gang up on a person or another group of children.
· Show good manners at all times
· No answering back
· No inappropriate language or swearing

	· Model and encourage respect and good manners
· Model and teach conflict             resolution strategies
· Speak positively and calmly
· Be sensitive to individual needs
· Follow up on “put downs”, teasing    and bullying behaviours
· Implement proactive teaching of      appropriate behaviours through school and class social skills programs
· Implement school discipline policy
· Support, praise and reward      appropriate behaviour
	· Encourage respect at home
· Discuss teasing and bullying behaviours 
· Promote alternative conflict resolution strategies
· Encourage peaceful resolution
· Do not promote “hit them back”
· Encourage children to talk about worries and solutions
· Contact the school to help resolve issues
· Do not approach other people’s children to work out problems eg at school or on the way home
· The rare exception is when parents are in a volunteer supervision capacity, for example, at school functions.
· Respect student and family privacy. Do not spread rumours
· Contact teachers at an appropriate time and place e.g. Make an appointment through the office, by phone or note to the teacher.
It is important not to interrupt a class or to confront teachers when on duty.
Note: Inappropriate adult behaviour can result in the enforcement of the Enclosed Lands Act .i.e. Removal from the school premises.


	RESPECT the environment

	7. Care for own property, school property and property of others.
	· Respect other people’s property    
· No stealing or vandalism
· Care for the environment
· Bring class supplies as requested
· Look after belongings
· Reduce, Reuse and Recycle where possible

	· Communicate expectations
· Provide list of requirements
· Encourage and praise students
· Reduce, Reuse and Recycle where possible


	· Return all school equipment and resources such as library books and home readers.
· Label all belongings.
· Encourage children to care for belongings.
· Reduce, Reuse and Recycle where possible





Class Committee

A Class Committee is set up in every class. This is one of the platforms for the students to exercise leadership in a safe and nurturing environment.

1. AIMS AND OBJECTIVES
· To provide students the opportunity to develop their leadership potential
· To promote a sense of responsibility among students by encouraging them to serve their classmates as well as the school
· To foster class spirit by enabling students to deal with the day-to-day affairs of their class

2. DUTIES & RESPONSIBILITIES

2.1 CHAIRMAN
Helps maintain discipline of the class at all times
· Is in charge of the Class Discipline File
· Monitors class attendance and student movement
· Assists in conveying information from school to his/her classmates
· Chairs class meetings, which must be held at least once a term with Year teachers
· Ensures that lights and fans are switched off when classroom/facilities are not in use

2.2 VICE-CHAIRMAN
· Assists the Chairman in all his/her duties
· Prepares the class duty roster and ensures the cleanliness of the classroom
· Notifies the office if a teacher is absent or relief is not assigned
· Keeps records of meetings
· Manages class monetary matters and keeps financial records


2.3 WELFARE HEAD
· Ensures that Homework Board is updated daily
· Rosters teams to decorate the class notice board
· Ensures that educational articles are put up for display on the notice board and updated periodically
· Reports defective equipment to the office, e.g. faulty fans, light, etc
· Organises activities to cater to the overall wellbeing of the class – e.g. birthday cards, thank you card, etc
· Assists teachers in carrying out activities if needed
· Reports any safety issue to the Year Teacher or Environmental Manager
· Ensures that health-related articles are put up for display on the health notice board and updated periodically


2.4 GREEN CHAMPION
· Oversees activities related to environmental matters
· Creates green awareness in the class through class or school green activities
· Encourages classmates in the recycling efforts
· Supports school recycling programme on regular basis
· Helps and runs the environmental activities in the school


2.5 ICT REPRESENTATIVE
· Is responsible for collecting and returning all ICT equipment
· Assists teacher in setting up class for ICT lessons
· Reports the breakdown of the ICT equipment to the ICT Department
· Attends training sessions and meetings organised by the ICT Department


2.6 SPORTS & SAFETY REPRESENTATIVE
· Assists PE teacher during PE lessons
· Is responsible for drawing out and returning equipment for PE lessons
· Selects and prepares classmates for inter-class competitions
· Assists teacher during emergency evacuation
· Champions health and safety in class
· Collects and submits safety & health-promoting suggestions to Year Teacher or PE teacher


2.7 NATIONAL EDUCATION REPRESENTATIVE
· Supports the Year Teacher in all matters related to National Education,
e.g Independent day, Maolid Nabiyy Day etc
· Initiates actions which will help the class to better understand National
Education
· Ensures that the class noticeboard is decorated with National Education materials

2.8 SUBJECT REPRESENTATIVES (4 positions)
· At least 4 subject representative positions. Each subject representative is responsible for 2 subjects or more if necessary, e.g. Subject Rep, Mathematics & English.
· Collects assignments/exercise books and hands in to the respective subject teachers during recess time
· Keeps records of assignments handed in
· Informs teachers if classmates fail to hand in assignment

ROLE OF KEY STAFF
The Principal 
Leadership with integrity, courage and compassion is fundamental to a principal’s ability to create and sustain the positive conditions in which learning can flourish. The principal leads the school’s strategic vision aligned to the Proprietor (Management)’s priorities and develops a positive school culture in partnership with the staff and school community. Principals are collaborative, collegial and empathetic leaders. Principals create the conditions to enable a sustained impact on teacher and therefore student learning have a significant influence on student outcomes.
A growing body of evidence has identified a clear link between quality leadership approaches and practices, and teacher and student learning.The research also acknowledges the complexity of leadership and recognises that highly effective school leaders use a range of interconnecting leadership approaches and practices in order to impact teacher and student learning. They know what to do and they know how to do it. 
Key accountabilities 
This Principal Role Description states the key accountabilities that define the role of the principal in Attaofeequ Billahi (AB) International School. The key accountabilities are outlined in each of the sections below:
Leading teaching and learning
Principals are teachers who are responsible for leading, developing and evaluating the quality of teaching, learning and wellbeing in the school, within a positive culture of challenge and support.
Principals: 
· have high expectations and a sustained focus on improving student development, progress and achievement by seeking, reflecting and acting on evidence-informed leadership and pedagogical practices to meet the diverse learning needs of all students
· are responsible for developing a culture of effective teaching and ongoing professional growth as the leading learner in the school.
·  lead the implementation of curriculum and assessment through collaborative planning, monitoring and review of the effectiveness of teaching and learning programs and the assessment and reporting of student achievement.
·  encourage active student engagement by sustaining high standards and expectations of behaviour and attendance.
Developing self and others 
Principals develop strong relational trust that enables a professional growth and wellbeing culture to flourish in their setting. 

Principals: 
· demonstrate personal and interpersonal qualities that influence and impact relationships.
·  are committed to their own professional development and wellbeing in order to enhance their resilience and manage the complexity of the role. 
· demonstrate high standards for staff performance and respond to behaviours and performance that may require change. They effectively and respectfully manage staff performance, improvement and conduct. 
· lead whole-school evidence-informed professional learning that has a positive impact on staff performance and development, and therefore student progress and achievement. 
· foster a culture of effective feedback by leading colleagues to plan, implement and review their practice, guided by the Attaofeequ Billahi (AB) Professional Standards for Teachers and Role Descriptions.
·  develop leadership capacity by identifying, inspiring and enabling potential leaders. 
Leading improvement, innovation and change.  
Principal leadership results in a sustained positive impact on teacher and student learning and whole school improvement.
Principals: 
· embed a collaborative, consultative culture of continuous improvement which is research-based and evidence-informed, and promote evaluative thinking.
· lead and manage improvement, innovation and change strategically through planning, implementation and evaluation processes.
· consult widely with their school community to cultivate a shared vision.
·  have high-level written and oral communication skills. 
Leading the management of the school 
Principals are responsible for the proper, efficient, economic and equitable management of the school to maximise the progress and achievement of all students. They optimise resource allocation, including budgeting and expenditure management. They delegate tasks to other staff and monitor accountabilities to maintain an effective and safe learning environment (ABIS school Section 1 of the Teaching Service Regulation 2022). The principal will make ethical executive, operational and local decisions to meet the needs of their students, in line with relevant legislation, industrial awards and agreements and ABIS policies and priorities. 
Principals: 
· uphold policy and processes as they relate to the protection, safety and wellbeing of children in our schools.
· optimise resource allocation, including targeted budgeting and expenditure management to achieve equity.
·  delegate tasks to other staff and monitor accountabilities.
· establish a positive, collaborative workplace culture in order to maintain an inclusive, effective and safe working and learning environment.
· are the senior decision-makers in the school, utilising consultative practices including with students, staff, parents and the wider community.


Engaging and working with the community. 
Principals lead a culture of inclusion that recognises the richness and diversity of the wider school community. 
Principals: 
· value and develop effective partnerships that enable a positive environment where all students thrive.
· foster an understanding of and respect for ABIS Directors, Executives and Chieftaincy holders, peoples, histories, culture and languages.
· lead the coordinated support and implementation of strategies for students and their families as appropriate.
·  develop and maintain effective communication strategies to engage parents and the wider community and to promote the ABIS education system.
·  develop and maintain positive partnerships with parents, other schools and the wider community to uphold the values of ABIS education. 
Reporting line 
The principal is accountable to the Directors, Management and the Proprietor for the progress and achievement of all students and the overall leadership, management and improvement of the school, within ABIS guidelines and government policies.
Deputy Principal Roles
Leading teaching and learning 
In collaboration with the principal and Leadership team, deputy principals are leaders of teaching, learning and wellbeing. 
Deputy principals: 
· demonstrate an understanding of current leadership and pedagogical practices and translate this into effective practice across the school.
· collaborate with the principal to create a positive culture of high expectations, ensuring effective, evidence-informed teaching practices that enable student improvement, achievement and wellbeing to thrive. 
· foster a culture of support for all students with additional learning and support needs.
· lead collaborative planning, monitoring and review of the effectiveness of curriculum implementation; teaching and learning programs; and assessment of student achievement, as determined by the principal. 
Developing self and others 
Deputy principals develop strong relational trust that enables a professional growth and wellbeing culture to flourish in their setting.
Deputy principals: 
· are attentive to the personal and interpersonal qualities that influence and impact relationships and demonstrate responsiveness to behaviours that may require change.
·  seek, analyse and act on feedback and are committed to their own professional learning. 
· are committed to their own professional development and wellbeing in order to enhance their resilience and manage the complexity of the role.
·  lead evidence-informed professional learning that has a positive impact on teacher development and therefore student improvement and achievement.
· provide constructive feedback by leading colleagues to plan, implement and review the effectiveness of their practice, guided by the ABIS Professional Standards for Teachers.
·  collaborate with the principal and executive, to identify and cultivate leadership capacity in staff.
· support the principal to manage staff performance and conduct effectively and respectfully. 
Leading improvement, innovation and change 
Deputy principals foster an environment of continuous improvement through initiative, evidence-informed practice and evaluative thinking. 
Deputy principals: 
· promote and strengthen a culture of high expectations to ensure that all staff focus on the improvement of teaching, assessment, reporting and wellbeing practices.
· strategically and collaboratively lead change management processes that have a sustained positive impact on student improvement.
· have high-level written and oral communication skills. 
Leading the management of the school 
Deputy principals support the principal in leading the management of the school ethically. They support the monitoring of staff to ensure they meet key accountabilities and facilitate the review of school procedures in line with the ABIS policies. 
Deputy principals: 
· support the maintenance of an inclusive, effective and safe learning environment.
·  are consultative and collegial in their approach to forming effective relationships with students, staff, parents and the wider community.
· act with integrity and make ethical and operational decisions to meet the needs of students equitably, in line with relevant legislation, industrial awards and agreements, and ABIS policies and priorities. 
Engaging and working with the community 
Deputy principals lead a culture of inclusion that recognises the richness and diversity of the wider school community. 
Deputy principals: 
· foster an understanding of and respect for Directors, Management, Chieftaincy holders, proprietor, histories, culture and languages.
· collaborate with the executive team, specialist teachers, and non-school based personnel as well as external agencies to coordinate support and implement strategies for students and their families as appropriate.
·  develop and maintain effective communication strategies to engage parents and the wider community and to promote the ABIS education system.
Reporting line 
The deputy principal is accountable to the principal. They support the leadership, management and improvement of the school, within the ABIS guidelines and government policies.
Teachers roles
[bookmark: _Hlk127099827]Teachers are expected to comply with all reasonable directions given by a supervisor or the School Principal and adhere to guidelines concerning the performance of their duties.
At Attaofeequ Billahi (AB) International School, the normal duties of a teacher include (but are not limited to):
 ● scheduled teaching
 ● lesson preparation and programming
 ● assessment 
 ● reporting
 ● professional development 
 ● collegial support, e.g the mentoring of trainee and beginning teachers 
 ● active supervision during playground duties
 ● sports duties 
 ● pastoral care
 ● attendance at staff meetings
 ● attendance at parent-teacher meetings 
 ● participation in school camps/ retreats
 ● participation in the usual co-curricular activities of the school.

Note: active supervision means that a teacher is mobile and engaged in roving supervision of students during an activity or in the playground.

Teachers employed to work at Attaofeequ Billahi (AB) International School should:

Know their subject content and how to teach that content to their students.
Specifically, they should:
● apply and use knowledge of the content/discipline(s) through effective, content-rich, engaging teaching activities and programs relevant to the stage
● apply research-based, practical and theoretical knowledge of the pedagogies of the content/discipline(s) taught to meet learning needs of students
● design and implement contextually relevant teaching and learning sequences using knowledge of the relevant syllabus documents or other curriculum requirements of the Education Act
● apply current knowledge and skills in the use of ICT in the classroom to meet syllabus outcomes in the following:
a) basic operational skills
b) information technology skills
c) software evaluation skills
d) effective use of the internet
e) pedagogical skills for classroom management.

Know their students and how they learn.
Specifically, they should:
● apply knowledge of the impact of social, ethnic, cultural and religious background factors to meet the learning needs of all students
● apply knowledge of the typical stages of students’ physical, social and intellectual development as well as an awareness of expectations to general patterns
● apply practical and theoretical knowledge and understanding of the different approaches to learning to enhance student outcomes
● apply knowledge and understanding of students’ skills, interests and prior achievements and their impact on learning
● demonstrate the capacity to apply effective strategies for teaching:
a) Students with special education needs
b) Non-English-speaking Background students
c) Students with challenging behaviour
d) High potential and gifted learners.

Plan, assess and report for effective learning
Specifically, they should:
● identify and articulate clear learning goals that reflect important conceptual understandings of the content/discipline(s) taught
● design and implement coherent, well-structured lessons and lesson sequences that engage students and enhance student learning outcomes
● select and organise subject/content in structured teaching and learning programs that reflect sound
knowledge of subject/content/discipline(s) taught
● select, develop and use a variety of appropriate resources and materials that engage students and support their learning
● use a broad range of effective strategies to assess student achievement of learning outcomes
● communicate to students the link between their achievement and the outcomes set out in the syllabus
● provide timely, effective and consistent oral and written feedback to students to encourage them to reflect on and monitor their learning
● use and maintain effective and efficient record-keeping systems to monitor students’ learning progress
● report effectively to students, parents/carers about student learning
● use student assessment results to evaluate teaching and learning programs and inform further planning.

Communicate effectively with their students
Specifically, they should:
● explain goals, content, concepts and ideas clearly and accurately to students
● use questions and classroom discussion effectively to probe students’ understanding of the content
● respond to student discussion to promote learning and encourage other students to contribute
● design and facilitate a variety of purposeful group structures that facilitate student engagement and make content meaningful
● create, select and use a variety of appropriate teaching strategies and resources including ICT and other technologies to make content meaningful to students.

Create and maintain safe and challenging learning environments through the use of classroom
management skills.
Specifically, they should:
● maintain consistent, fair and equitable interactions with students to establish rapport and lead them to display these same characteristics in their interactions with one another
● ensure equitable student participation in classroom activities by establishing safe and supportive learning environments
● implement strategies to establish a positive environment supporting student effort and learning
● establish orderly and workable learning routines that ensure substantial student time on learning tasks
● manage student behaviour through engaging students in purposeful and worthwhile learning activities
● handle classroom discipline problems quickly, fairly and respectfully
● apply specific requirements to ensure student safety in classrooms

Continually improve their professional knowledge and practice.
Specifically, they should:
● reflect critically on teaching and learning practice to enhance student learning outcomes
● use the professional standards to identify personal professional development needs and plan accordingly
● engage in professional development to extend and refine teaching and learning practices
● work productively and openly with colleagues in reviewing teaching strategies and refining professional knowledge and practice
● accept and offer constructive feedback to support a professional learning community
● participate constructively in formal and informal professional discussions with colleagues
● demonstrate a commitment to continuous professional learning by exploring educational ideas, issues and research
● demonstrate knowledge of the application of relevant policy documents in schools.

Be actively engaged members of their profession and wider community.
Specifically, they should:
● communicate regularly and effectively with parents/carers, and other colleagues about students’ learning and wellbeing
● demonstrate empathy and understanding in all communication including reporting student achievement to parents/carers
● provide opportunities for parents/carers to be involved in the teaching program where appropriate
● interact and network with colleagues and community stakeholders in educational forums
● demonstrate ethical behaviour by respecting the privacy of students and confidentiality of student
information
● present a professional image in all communication and interaction with parents/carers, colleagues, industry and the local community.

The Teacher is a professional with statutory duties as well as an employee with common law duties to their employer.

A teacher must understand and comply with the statutory duties associated with their profession. In addition, a teacher employed by Attaofeequ Billahi (AB) International School has various common law duties to their employer. To this end, the teacher should:
● be familiar with the provisions of legislation relevant to their official responsibilities
● comply with their duty as a mandatory reporter of children at risk of harm
● comply with the Work Health and Safety laws including the obligation for employees to cooperate with employers in their efforts to comply with occupational health and safety requirements
● comply with reasonable directions given by a supervisor or the School Principal and adhere to guidelines concerning the performance of their duties
● perform their duties efficiently and effectively and with honesty, integrity and fairness at all times
● perform all their work with reasonable competence and skill
● render faithful service to their employer and not wilfully damage their employer’s interests
● use information gained in the course of employment only for proper and appropriate purposes
● comply with all School workplace policies, including, but not limited to, the Code of Conduct for Staff, Bullying and Harassment Guidelines, Dress Code for Staff, Digital Technology Guidelines and Social Media Guidelines
● collaborate in the development of school plans, policies and programs as directed
● use system resources economically.

General accountabilities for all staff
● Demonstrate duty of care to students in relation to their physical and mental wellbeing.
● Be well informed and comply with the School’s obligations in relation to Child Safe Standards and
processes for reporting suspected abuse.
● Adhere to the School’s professional dress code for staff.
● Attend all relevant staff meetings, assemblies, School Masses, community days and staff professional learning days.
● Demonstrate professional and collegial relationships with colleagues.
● Commit to and actively support the School ’s agenda for continuous improvement through participation in school improvement planning and professional growth reviews.
 ● Be familiar with and comply with all School policies and procedures.
Cleaners roles
· Cleaning of all facilities including; classrooms, bathrooms, kitchens and grounds.
· Including vacuuming, sweeping, mopping, dusting and wiping, you will need to be able to complete various duties under strict timelines.
· Maintenance of stock supplies and orders
· comply with all reasonable directions given by a supervisor or the School Principal and adhere to guidelines concerning the performance of their duties.

Cook roles
· Preparing tasty meals for students on time
· Preparing meat, vegetables, garnishes, and other ingredients to be used for cooking
· Cooking menu items using various kitchen gadgets and cooking methods
· Making sure that food items are always fresh before serving
· Maintaining a clean kitchen station and work area and making sure the utensils and kitchen equipment are left clean after each use
· Working with other kitchen staff to ensure consistent and high-quality food service
· Resolving issues related to food orders or students/Staff complaints efficiently
· Having knowledge about the daily menu and accommodating dietary requests
· Arranging, garnishing, and plating dishes to a high standard
· Checking food before it’s given to serve students/staff
· Making sure the kitchen is left clean and sanitized after cooking
· Keeping regular stock of the pantry and ordering supplies when necessary
· Being involved in planning menus
· Working in compliance with food safety regulations and processes
· Keeping a stock inventory record
· [bookmark: _Hlk127100947]comply with all reasonable directions given by a supervisor or the School Principal and adhere to guidelines concerning the performance of their duties.


Bus Driver roles
· Being attentive to traffic and weather conditions and ensuring passenger safety
· Following the planned route and schedule for departure times and stops
· Regularly checking vehicle safety such as tires, brakes, turn signals and mechanical equipment.
· Ensure proper vehicle maintenance and observe traffic rules and maintain order with passengers on the bus.
· Transport children and other passengers to and from school
· Obey all traffic laws to ensure students arrive to their destination safely
· Maintain a clean and mechanically sound bus at all times
· Ensure the safety of all students when entering and leaving the bus
· Assist students with getting on and off the bus as needed
· Engage with students as they enter and leave the bus
· must be patient, attentive and have excellent decision-making skills to make fast decisions in a high-stress environment
· comply with all reasonable directions given by a supervisor or the School Principal and adhere to guidelines concerning the performance of their duties.

Security officer roles
Overall, security officers are tasked with securing the premises and personnel by staying on patrol, monitoring surveillance equipment, performing building inspections, guarding entry points, and verifying visitors.


The additional roles include:
· Ensure a safe environment through a team effort of diligent active patrol, strict access control, monitoring, and equipment control
· Be visible and observant at all times, greeting staff, guests, and vendors in a courteous and attentive manner
· Respond immediately to distress calls, panic alarms, and emergency calls for disorderly conduct, disruptive persons, and incidents swiftly and appropriately
· Maintain the company’s reputation with professionalism and legal compliance
· Collaborate with other security officers for effective protection and coverage
Daily and Monthly Responsibilities
· Patrol property on foot, securing personnel, assets, buildings, gates, and fence perimeter are secure in all weather conditions
· Investigate and take the appropriate lawfully action as authorized by the corporate policy on accidents, incidents, trespassing, suspicious activities, safety and fire incidents
· Control and monitor surveillance equipment, and perform building and equipment inspections
· Guard access points, permitting or refusing entry, restraining trespassers, and direct heavy traffic during start and end of business hours
· Complete daily reports, including relevant information, observations, surveillance footage, and signatures
· Secure all doors, windows, and exits, depending on shift

School Administrative Officer roles
It is to provide administrative, financial and student welfare/wellbeing support and assistance in relation to office and classroom activities, including but not limited to the following school settings: the office, sick bay, library, science laboratory, and food technology/kitchen areas.

Reporting – A School Administrative Officer works under the supervision and direction of the School Principal or as determined by the Proprietor/Management.

General Duties – A School Administrative Officer is required to:
• Undertake a wide range of administrative duties to facilitate student learning, school routines and classroom activities, including word processing, managing emails and other correspondence, and maintaining school and computerised records.
• Process student enrolments.
• Respond to and assist with enquiries from students, parents, staff and the community.
• Maintain records and enter financial data into computer systems and prepare financial records and reports for review and authorisation.
• Assist staff with the preparation of school documents, internal and external publications and learning materials using computer applications and other office equipment.
• Operate and ensure the upkeep of office and/or classroom equipment and machinery
• Prepare and process financial transactions within established routines, methods and procedures including assisting with year-end processing and the processing of casual staff timesheets.
• Provide administrative support to executive staff and school committees, including arranging appointments, meetings and venues; taking and distributing minutes; as drafting confidential and general correspondence.
• Arrange quotes for the purchase, maintenance and disposal of school equipment.
• Arrange quotes for minor maintenance.
• Maintaining inventories, ordering and stocktaking.
• Undertake the provision of first aid and administration of medications for students as required.
• Provide care and support for sick or distressed students.
• Managing lost property and clothing pools.
• Other related duties as directed from time to time.

Specific Duties - In addition to the general duties listed above, School Administrative Officers are required to undertake the following specific duties and responsibilities depending on the setting or stream in which they are employed:

School Administrative Officer – Library
• Provide technical assistance in the operation of a library or technology centre under the supervision of a teacher, including where some discretion and judgment is involved.
• Assist the teacher to implement learning and other programs.
• Assist the teacher with supervision of students, including monitoring student behaviour when teachers are periodically absent from the school library.
• Prepare descriptive cataloguing for library materials.
• Supervise the operation of circulation systems.
• Provide support with reference and information requests from students and teachers.
• Assist in evaluating and selecting equipment and supplies.
• Provide guidance in the use of information systems.
• Search and verify bibliographical data.
• Produce, display and publicise materials using computer applications and other equipment.
• Assist students to access information, undertake research and use equipment in the library.
• Assist the teacher to complete the annual library stocktake.
• Manage student loan processes.

School Administrative Officer - Science Laboratory
• Provide technical assistance in the operation of the science laboratory under the supervision of a teacher, including where some discretion and judgment is involved.
• Assist in evaluating and selecting equipment and supplies.
• Provide guidance to students in the use of laboratory equipment.
• Produce, display and publicise materials using computer applications and other equipment.
• Preparation of materials and resources for science lessons in accordance with relevant safety protocols, including disposal of materials, as directed by the teacher.
• Testing of experiments and demonstrating experiments under the guidance and supervision of a teacher.

School Administrative Officer - Food Technology
• Providing technical assistance in the operation of the kitchen under the supervision of a teacher, including where some discretion and judgment are involved.
• Assist in evaluating, selecting and maintaining equipment and supplies
• Provide guidance to students in the use of kitchen equipment as directed by the
teacher
• Produce, display and publicise materials using computer applications and other equipment
• Preparation of materials and resources for food technology lessons in accordance with relevant safety protocols as directed by the teacher.
• Testing of experiments and demonstrating experiments under the guidance and supervision of a teacher
• Preparing and maintaining practical teaching environment including washing up, spot cleaning of floors and windows (within arm’s reach when standing on the floor), laundering of tea towels, aprons etc.

Skills/Qualifications - School Administrative Officers will need to satisfy the following
requirements depending on the specific setting or stream in which they are employed:
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STAFF DRESS CODE
There is no formal prescribed dress code; however, there are certain standards which staff are expected to uphold. The reasons for insisting on a minimum degree of formality in our dress are as follows:

We should be presenting a business-like appearance to external visitors, parents and other staff.

We should be modelling the standards of dress we expect the students to maintain – smart, tidy and appropriate for a workplace.

Maintaining consistent standards of dress will make it easier to enforce uniform standards throughout the school.

It is expected that staff should wear “smart office wear”. Although this is open to interpretation some general points which should be followed are: - Flip flops and trainers are not allowed (unless in specific circumstances), Cut off trousers, jeans and cargo pants should not be worn, Necklines on female clothing should be appropriate, Clothes should not reveal bare midriffs, Men should wear a collared shirt. 

CANTEEN ARRANGEMENTS
The school canteen offers a range of hot food, sandwiches and healthy salads. You can purchase items by paying cash but we encourage bank transfer. 
 
STAFF CAR PARKING
 Parking is provided for staff on site. However, there are some guidelines which staff must adhere to.
They are as follows:
*Parking is only allowed in designated areas - identified by ground markings.
*Disabled parking areas are reserved for disabled badge holders only.
* The speed limit is 5 mph throughout the school site.
*Staff car registration numbers must be logged with reception, so that all cars can be identified.
*The school cannot accept liability for any damage.
*There is no parking provision for SS3 students.
 
LEARNING COMMUNITIES
ABIS is divided into 4 Learning Communities. Leadership Team member is responsible for each Learning Community and is supported by teacher. Each Learning Community consists of a number of advisories. Each teacher is assigned to an advisory which is vertically streamed i.e. there are representatives from each year group. There is 1 advisory session per month.


PAY 
Staff are paid on the 30th of each month. The only exception to this is in February when all staff are paid on the on the 28th.  
 
ACCESS TO SCHOOL DURING HOLIDAYS
 The school is open during school holidays from 8am (Monday to Friday). However, for security, access to many buildings is restricted. Staff should advise the proprietor if coming to school during holidays.
 All staff must sign in at reception when they are on site for Health and Safety reasons.
 
CPD
At ABIS, all staff are required to attend every Wednesday after school 1-hour professional training and other trainings that may be introduced.

DUTY
All staff are required to undertake weekly duty and adequate report must be written and submitted. 

PLANNED STAFF ABSENCE 
 This applies to meetings, visits, courses, interviews, medical appointments etc
 Please seek permission from the Principal and report the approval to the School Administrative Officer (SAO) for record purpose and leave record. 

UNPLANNED STAFF ABSENCE
In the event of illness, illness in the family etc, you will need to telephone the school before 7.00 am if possible but no later than 7.30 am and either text message or speak directly to Principal and SAO.

Teachers are respectfully reminded that they have a professional duty to set appropriate and challenging work for students.
 
SOFTWARE & LAPTOPS
Every member of teaching staff is provided with a laptop when they start at ABIS. The laptop connects to the network wirelessly throughout the school. Installed as standard is the Microsoft Office Suite including Word, Excel, PowerPoint, Access and Publisher. There are other packages available on the system.
 
Programs must not be installed on a School Computer except by a member of (or with the express permission of) the ICT Support Team. Please take great care of your laptop; it is not to be accessed by students.
 
BOOKING ICT ROOMS
Book the ICT rooms through (SAO). Room should only be booked for educational purposes.

LIBRARY
The Library provides resources in support of the curriculum from Day Care to SS3, as well as providing recreational reading, periodicals, newspapers, tapes, videos and DVDs. The library catalogue and borrowing system are on computer.
The library is open every day from 8.30am to 3.30pm and students can use the facilities at break and lunch times. SS3 students can also use the library in their private study time. We encourage classes to use the library, please book through (SAO). 
 
There is a photocopier in the library – an A4 copy costs students 30 naira. Some stationery is also on sale at realistic prices.
 

THE STAFFROOM COMMITEE
The Staffroom Committee arranges various social events during the year and the organisation of cards, gifts and flowers for colleagues to mark particular occasions.  

All staff, teachers and support staff, full and part-time, are asked to subscribe #2000 per annum to the staffroom fund, which provides for example:
 
· Milk and sugar for coffees or teas at break times, which are otherwise free of charge;
· Sundry small items of equipment for the staffroom for example: mugs, kettle, fridge;
· A card and a small gift for each member of staff leaving;
· Cards and flowers for other occasions;
· End of year buffet lunch and celebratory drinks;
· Ileya get together drinks
 
This will be collected within your LC. For staff who arrive at different stages in the academic year, the cost is #500.00 per term.
 
A collection is organised from the whole staff for a gift for a colleague who leaves after five years’ service.  This is presented formally at the end of year event.  Other informal presentations may be arranged within departments.  
 
Boarding Housemaster 
"In seeking to serve Allah faithfully, the ABIS exists to inspire students to learn, lead and serve as they strive for success together”. This position would be shared among all the staff  the school provided accommodation for.

Roles of Housemaster
To promote and be responsible for the safety, health and wellbeing, personal and academic development of all boarders in the relevant Boarding House, and the effective operation of this residence. The Boarding Housemaster will maintain a close working relationship with:
· the Proprietor on all matters relating to boarding students, staff and families
· the House staff team (Assistant Housemaster, tutors, Housekeeper, and so on)
· the Facilities and Maintenance team, working together to manage and maintain the facilities and surrounds of the house
· the Student Health and Student Support Services team, liaising closely with the Health Clinic, School Counsellors, Year Coordinators and Vocational Guidance teams
· the Head of Students, working proactively to deliver and foster pastoral care and pastoral learning for all boarders in the house 
· the Director of Sport, working proactively to ensure all boys/girls in the house are actively engaged in a wide range of sports
· working with the ABIS Leadership team to promote the spiritual development of both individual boarders and the residential community
· the parents and carers of the boarding students that they are responsible for working together to maintain School/family connectivity
·  the Director of Co-Curricular Activities, working proactively to ensure all students in the house are actively engaged in a range of co-curricular, artistic and cultural pursuits.

The key goal is to build and maintain a caring, diverse, welcoming and culturally rich boarding community, where all students and families are connected and experience a genuine sense of belonging. The fostering of multiple developmental pathways for individual students that also permits the flowering of personal identity in unique and positive ways is a key outcome.
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