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Preamble

This handbook is designed to give an overview of common processes used within the
school. These are based upon school policies. If there is any variation between this and the
policy documentation, the policy is always correct. This handbook is updated each year. It
is appropriate that this document begins with our mission statement:

IAA delivers a holistic international education that exemplifies life-long learning and respon-
sible citizenship.

IAA belongs to the Jordanian community, fostering an atmosphere of pride and identity,
celebrating our traditions and promoting a sustainable future.

IAA equips its students with the skills, principles and experiences that empower them to
fulfil their academic, personal and social potential.

IAA promotes ethical development, intercultural empathy and duty to the global and local
communities.

Absences

The early years of learning are important, as children of this age learn more quickly than at
any other stage of their lives. It is important that the children have as near to 100%
attendance as possible, and we would ask your help in achieving this. We realise that
children fall ill, and sometimes absences are unavoidable. Please notify the School Nurse as
soon as possible in the event of absence due toillness. In general, it is your responsibility as
a parent to inform the school if your child is going to be absent. The school will ring the
parents of students who are absent if they have not contacted the school.

This year, we are governed by the procedures set by the Ministry of Education in regards to
COVID illness and absences. The primary school will send letters to communicate to parents
any issues related to students’ attendance.

In order to minimise disruptions to your child’s education, we ask that travel and holidays
take place in the vacation period as identified on the yearly calendar. Should exceptional
circumstances arise that necessitate travel during term time, parents are required to
complete an Absent Request Form which is available at the Primary Reception desk.
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Assemblies

Assemblies for Grades 1- 5 occur on Thursday afternoons in the Auditorium. Parents are
invited to attend their child’s assembly, and they will be informed of the event via Moodle.
We also hold assemblies throughout the year to celebrate a variety of special occasions.
Parents are notified of these events via an invitation letter, sent via email.

Assemblies for Early Years (Pre-K, KG 1 and KG 2) are held as required in the Primary Atrium
by arrangement with the Early Years coordinator and Grade Leaders.

In lure of the current COVID precautions, please note that some restrictions will be applied
in terms of the number of persons attending any assemblies to ensure safe distancing and
health and safety requirements.

Activities

We pride ourselves on being able to offer a range of extra-curricular activities for G1 - G5.
Clubs run by staff take place on a Sunday or Wednesday afternoon. If any activity requires
payment, then these should be paid directly to Finance.

After clubs, the children are escorted to the bus or collected by parents/guardians/ drivers
from the Atrium.

Late Pick-ups

Children who have not been collected by 2.35 pm are escorted to the Primary Reception
Area. The Receptionist will then contact parents to establish how long the delay will last. At
the end of the day, the children are eager to talk to you about what they have done, and we
would encourage you to collect them promptly. There is no supervision for children after
school, apart from clubs and designated school events.

Please note that your child will only be released to the Family Card holder. Any arrange-
ments should be the sole responsibility of the parents.




Arabic and Religion

Under the guidance of the Ministry of Education, Grade 1-5 students are taught six lessons
of Arabic, one lesson of Social Studies in Arabic and two lessons of Religion each week.
Pre-K, KG1 and KG2 students receive six lessons of Arabic each week. The lessons are taught
inhtlrée classroom by specialist teachers. Teaching assistants stay with the class to support the
children.

Birthday Parties

Birthday parties is not permitted during school time. There are two main reasons for this
decision, the first being the time it takes from the children’s learning. The second and
most important reason is the safety of the children due to an ever-increasing variety of
food allergies. We hope you will understand that we only have the best interests of your
children in our minds whilst making this decision.

Buses

At the end of the school day, bus students are escorted to their buses by TA'.

To avoid any unnecessary delays to buses, and for the sake of the students' safety, any
changes to bus travel arrangements for any reason, including ‘going home by car' or
'leaving with a friend’should go through the bus supervisor.

For your child’s safety, school behaviour guidelines apply on the buses. Please contact
the school counselors if you have any issues.

Following the protocols for schools, all IAA busses are sanitized on daily basis and all
service users have their temperature checked prior to entering the bus.

Character Awards

One Character Award is given per class each week. This award is to be rotated through
the class. The teacher takes the opportunity to reflect upon the positive performance
of each child in the class in turn.

Classroom Placement

Classroom placements are made for the following year towards the end of the school
year. The school reshuffles each class, and then the Principal and Senior Management
Team make final alterations. Classes will be identified by a generic name. Once a child is
placed in a class, he/she will not be moved. Should you have concerns about your child’s
specific academic or social needs, you are encouraged to address these concerns to the
school counsellors. Staff, including the Principal, will not discuss the merits of different
teachers with parents.

Communication

Most communication with the school will be through teachers. The official means of
communication is ‘Moodle’ for Pre-K to G5. . If you are unfamiliar with Moodle, the
platform can be reached at http://moodle.iaa.edu.jo/. In addition, parents are encour-
aged to download the ‘International Academy - Amman’ mobile application to their
phones, where you will find a staff directory that allows you to conveniently email staff
members directly via your mobile phone.

Occasionally, matters arise that may need urgent communication. Please call Primary
Reception to either make an appointment or leave a message. The Receptionist will ask
about the nature of the call and will send an email notification with a brief message to
the teacher. This is important as it enables the teacher to prioritise the call. Teachers are
expected to call parents using the school phone within 48 hours. These messages are
recorded so that if a misunderstanding arises, it can be rectified.

All official school letters and notices are sent via email; on occasion, reminders may be
sent by SMS. Please ensure that contact details with Administration are correct to avoid
missing any important communication. Please check your emails frequently.

It is school policy that teachers will not respond to requests for their personal email
addresses or mobile phone numbers. The official Primary School email address is: prima-
ry@iaa.edu.jo




Complaints

It is normal from time to time that issues and problems need to be resolved. If you
have an issue relating to the classroom, the Classroom Teacher should be the first
person contacted. If the issue is not resolved, parents are encouraged to meet with
both the Classroom Teacher and Grade Leader. Other issues should be referred initially
to the School Counsellor before alerting the Acting Principal, who is available for
drop-in visits on Mondays from 8-9.30 am.

Appointments with teachers may be made through the Primary Administration office
with reasons for the meeting given. Issues should not be raised when the other person
is not prepared for the meeting. Dropping in to a classroom to raise an issue will not be
accepted. Please note that Reception staff have been instructed to ascertain the
general topic of the issue before an appointment is made so that the person dealing
with it can be prepared. Note also that issues will be dealt with individually, not collec-
tively.

Counselling Services

To ensure that the school environment is supportive and safe to all students both
physically and psychologically, the primary school has two qualified and experienced
counsellors. Accessing the services of the counsellors can be done through
self-referral by the student or parent, request by the teacher or referral by the Senior
Management Team.

Curriculum

In Pre-K and KG1, we follow the Early Years Foundation Curriculum. In KG2, we follow
the Early Years Foundation Curriculum and transition to the Primary Curriculum once
Early Years' objectives are met. The Primary School has selected a number of curricula
that best suit the needs of our students: for English, we follow the British National
Curriculum, for Mathematics, we follow the Australian National Curriculum and for
Science, Geography, History, PE, Music and Arts, we draw on the International Primary
Curriculum (IPC). The relevant Jordanian National Curricula is followed for Arabic,

Religion and Social Studies in Arabic. Curriculum overviews for all grade levels in all
subjects are posted on the Primary section of Rubicon Atlas. These are updated each
semester to keep them as current as possible.

Educational Visits

Educational visits enhance our teaching and are actively encouraged at IAA. Once the
grade teachers have planned an excursion, a letter will be sent giving the details of any
trip, including lunch and clothing requirements. You have signed a blanket approval
for school trips and paid for day field trips. If the cost of trips surpasses the amount
paid at the beginning of the year, the school may request additional payment at the
Finance Department. On all journeys (except outdoor pursuits) it is expected that
school uniform is worn and that children demonstrate impeccable behaviour to
maintain IAA’s high standards.

In lure of the current COVID precautions, The Ministry of Education has applied some
restrictions on educational visit. The school will communicate to parnets any updates.

Gate Policy

Students will be permitted to be late three times per semester. They will be turned
away after this if they are late. We ask if this occurs that you are accepting of the
situation and do not challenge this decision.

The process will be:
+ Names of late students (KG2-Grade 12) will be taken by Security. Students will need
to give their Family Number, which will be cross-checked by Security.

+ Students must report to the School Secretary/Receptionist, who will enter the
names onto the roll and keep a tally of lateness.

« Security will forward the names of late students to the School
Secretary/Receptionist for cross-check purposes.
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+ Names of students who have accumulated two lateness reports for the semester will
be sent to Security, who will be directed to not admit on the third occasion.

+KG1 students will need to adhere to common policy from the second semester.

« Students who have medical excuses provided by a doctor will be admitted if the issue
is arranged with the school before the visit, however, a log will be kept of such instanc-
es. They will have to report to the School Secretary/Receptionist as well.

+ Students will be permitted only two excused medical lateness per semester. As
according to school policy, medical appointments should be made out of school
hours.

» Under no circumstances are children to be dropped off at the security gate and left
without an adult.

The Gate Policy does not apply to Pre-K students, as they are able to be collected by
arrangement outside normal school hours. However, to ensure continuity, Pre-K
students should arrive to school as early as possible each day.

Healthy Eating

We have two breaks each day when the children may eat. A healthy, nutritious diet
helps concentration, which in turn benefits learning. Hydration is equally important,
and children are actively encouraged to bring a water bottle to school each day. There
are also water coolers around the school but, in order to avoid waste, we do not provide
plastic cups. In an effort to provide a safe, healthy and clean environment, please note
that no chewing or bubble gum, potato chips, sugar/chocolate candy, soda/carbonated
sweet drinks or snack ‘junk food including cup noodles, will be permitted in school. To
minimise the risk of food allergies, the Early Years are ‘nut free!
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Homework

On a daily basis after school on Sunday, Monday, Tuesday and Wednesday, Primary
students should undertake the following amounts of homework each night. On the
weekend students should use one day, either Thursday after school, Friday or Saturday,
to complete set homework. Homework requirements for the week will be on Moodle for
Grades 1 - 5. The table below is a suggested guide:

Grade Amount of Time Additional requirements

Pre - K None Play

KG1 10 minutes: usually reading | Play

KG 2 10 minutes: Play

Grade 1 15 minutes: Play plus reading for 15 minutes
Grade 2 20 minutes: Play plus reading for 20 minutes
Grade 3 20 minutes: Play plus reading for 20 minutes
Grade 4 30 minutes: Play plus reading for 20 minutes
Grade 5 30 minutes: Play plus reading for 20 minutes

Staff will endeavour to differentiate homework to fit these guidelines. It is imperative
that if you think the amount of homework is too much or too little or at the wrong level,
you discuss the issue with the teacher. If your child has made a genuine effort at their
homework but has struggled to complete it within the time frames listed above, please
inform the teacher.

House System and Smarts

Children are divided into 4 houses upon entry to the school. Siblings are placed in the
same house.




The students in each house vote for Captains (G5) and Vice House Captains (G4) via an
election at the beginning of the year. They remain in the post for the whole year. These
positions are open to all students with the elections being a secret ballot. Candidates
may use standard electioneering tactics, such as slogans and posters, but may not use
giveaways of any kind or indulge in negative tactics towards an opponent.

House Points are given as reward for Community effort; they are collected each week
and counted. The winning house is announced each week in assembly. The house that
wins the first semester receives a treat, whilst the house that wins the overall competi-
tion is given the house shield at the final assembly of the year.

‘Smarts’encourage children to acknowledge their different intelligence and strengths.

G1 - 5 teachers keep a record of students' progress on a set of nine Smart Cards. Each
card has space for 10 'Hotspots' Hotspots can be earned by displaying a particular
behaviour or for achievement relative to that individual. When a student has earned all
10 hotspots for that particular Smart Card, they will receive an award for that smart,
(e.g., a Nature Smart Award). They are given a new Smart Card for that area and start
again.

When a student has completed any three Smart Cards, they earn a Bronze Award.
When they have completed three different Smart Cards, they earn a Silver Award.
When students have completed three different Smart Cards, they earn a Gold Award.

This continues through Gold with Merit, Gold with Excellence and ultimately Platinum.

Students are encouraged to earn hotspots on their own merits. Parents should not try
and convince teachers to give extra to their child.

Lost Property

As the whole school wears the same uniform, it is important that all clothing and
personal property are labelled clearly with the child’s name. We emphasise to the
children that they (and not the classroom teacher or the TA) are responsible for their
personal property.

Should your child misplace an item, there is a large wooden chest in the Primary
Reception area that contains all of the lost clothing, lunchboxes, water bottles, pencil
cases and other items that we find. Please come and look whenever you are in school.
Unlabelled items of clothing that have not been collected by the end of each term are
distributed to local charities.

Newsletters
Parent Newsletters are emailed fortnightly by the Administration Department.
Nurse

The school nurses are available on site to administer to the needs of the children in our
care. Should they feel unwell, students will be taken to the Primary School Clinic. If it is
deemed to be nothing serious, they will be returned to class. If the child is too unwell
to continue at school, the parent will be contacted. If the child needs to take medica-
tions during the day, please give them directly to the nurse to administer at the
required times.

Should any injury be deemed serious and warrant further medical investigation, the
child will be taken to the nearest hospital. You will be contacted immediately and
informed as to where your child has been taken and the circumstances. Your child will
be accompanied to the hospital by an adult who will remain until you arrive. Please do
not ring the nurse asking her to go to a classroom to check on your child. It isimpor-
tant that the nurse is in her clinic in the event of emergencies. If your child appears
unwell, he/she will be escorted by Teacher/TA to the nurse.

Parents on the IAA Campus

Parents are welcome on campus during scheduled events, appointments and desig-
nated pick up times only. Parents coming in for a scheduled appointment should
report to the reception area relevant to their meeting. In lure of the current COVID
precautions, please note that some restrictions will be applied in terms of the number




of persons attending any events and that parents attending events are asked to remain
within the area of the campus on which the event is scheduled. For the safety and
privacy of all students, no unaccompanied visitors, including parents, are permitted in
any instructional area of the school during the day, including classrooms and
classroom hallways, the Sports Complex, libraries, the theatre and the Canteen unless
they are invited for a specific event. Parents are also asked to refrain from looking into
classroom windows as it is a distraction for the students.

Prefects

Four boys and girls are selected each year from G4 to become Prefects for the following
year in G5. Students wishing to be considered for these positions may nominate them-
selves. They will be interviewed by the Principal and senior staff and selections will be
made. These will be announced at the final assembly of the year.

Promotion Ceremony

Grade 5 have an evening Promotion Ceremony where certificates are presented to
students for completing their primary education. Leaders are acknowledged and
certificates are given based on student GPA, with the addition of The Academic
Excellence Award for each class.

PTA

The |AA Parent-Teacher Association was first launched in early 2013. The PTA Executive
Committee is comprised of 14 members, working together towards a single vision. This
vision is the enhancement of the spirit of community, communication, and coopera-
tion within the IAA in an effort to foster an environment wherein students can develop
to their potential. Specifically, we hope to:

+Develop a more robust sense of engagement among IAA parents
«Implement Peer Support Programmes
+ Support a stronger Parent-Teacher partnership

+ Harness the power of sports to foster school spirit

+ Pool our collective professional expertise to create opportunities for learning
« Establish annual social functions and traditions exclusive to the IAA

+ Employ Social Media more effectively towards an Online Community

Learn more about the PTA at http://www.iaa.edu.jo/index.html#/page1-12, or contact
the PTA Executive Committee at pta@iaa.edu.jo. We look forward to hearing from you!

Reports

We issue reports (via email) formally on three occasions within the year. The first
report is formative and gives details of initial progress and setting targets. The next
reports (at the end of Semester 1 and 2) are summative, reporting what the child has
attained during the year.

We also have two Parent Interview sessions. The first is a general ‘Meet the Teacher’
meeting for the whole grade. The second is based upon the initial targets, which will
be based upon the report issued at the interview. The final is based upon the summa-
tive report. These meetings are also formative, providing an opportunity to review
targets as well as set new ones as required.

If a student misses an assessment, steps will be taken to make it up at the discretion of
the senior staff member in charge. This depends upon the nature of the assessment.
School Calendar

The Primary School calendar contains dates of important events (e.g. parent interviews,

assemblies, etc). The calendar can be found on the |IAA website, and IAA mobile applica-
tion available for Android and iPhone.




School Lunches
Cafeteria

Food is served in the cafeteria. Children are escorted to and from the cafeteria by an adult.
Children from Grades 3 - 5 may use the cafeteria.

Lunch boxes

Children are encouraged to bring healthy, balanced lunches and snacks to school. They
may eat at break or lunchtime and are actively encouraged to eat while seated. Children
are responsible for their own lunchboxes and are expected to put the rubbish either into
the container or the bin. Please note that the Early Years follow a’nut free’ diet.

Student Councils/CAS/Eco Group

Student Council Representatives are elected from Grade 2 upwards for one year. Before
elections take place, the children present their‘manifestos. Children have an active role in
the Council, taking a leading part in whole school campaigns, such as charity work or
school improvement. Electioneering rules are the same as for House Leaders, mentioned
earlier.

Senior students are invited to volunteer to assist with school service initiatives with CAS,
or Community-Action-Service. One representative is also elected from each class G3- 5 to
organise Eco Initiatives.

Moodle

Moodle is used to record homework, daily reading and is also a means of communication
with parents. Students and parents are expected to check Moodle regularly for updates.
Pre-K to G5 will have a login provided for Moodle which will contain weekly homework
and support resources. The platform can be reached at http://moodle.iaa.edu.jo/

Teaching Assistants (TAs)

The role of the TA is to support and teach the class. As such, the TA stays with the
children, accompanying them to Arabic, Religion and Music. If you have issues about
some aspect of the classroom, please address them to the teacher rather than the TA
as per the “Complaints” section.

Transparency

Children in our school have the right to be treated equally. Preferential treatment
will not be tolerated. It is for this reason that we discourage the giving of gifts,
mobile and personal email contacts and invitations to teachers. Personal
contacts/relationships between parents and teachers can blur the lines of profession-
alism. All students have the right to enjoy a positive, professional relationship with
their teacher and equal access to opportunities within the school.

Tutoring

Tutoring is discouraged as it can lead to accusations of favouritism. Teachers may
request to be tutors, although this is likely to be turned down by the Director unless
there is an exceptional circumstance

Uniform

1. Beige school-issue trousers and polo shirts/formal shirts with collar and blue
sweater (shorts are allowed for boys only and skorts are allowed for girls only).
2. Shirts must be buttoned all the way until beneath the top button.

3. Undershirts must be white in colour.

4. Undershirts must be tucked in the trousers.

5. Only school uniform hooded jackets and coats may be worn.

6. Plain socks and stockings must be worn.

Early Years students need to bring a full set of clean clothes appropriate to the season
to be kept in each child’s locker.

Pre-K students are allowed to come in PE pants or skorts so it is easier to use in
restrooms




PE uniform

1. PE uniform is to be worn in place of the school uniform on PE day.

Hair

1. Boys: short, neat haircut.

2. Girls: short, neat hair. If hair is longer than the shoulder, it should be tied back neatly.
3. Extreme hair styles are not acceptable.

Footwear

1. Comfortable black shoes.

2. If boots are worn in winter, they must be black or brown, and trousers must be
pulled down over them.

Jewellery

1. Religious necklace pendants to be tucked inside the shirt.
2. Small stud earrings for girls.

School Bag

1. This should be a backpack of sensible size which is large enough to carry daily
equipment and able to fit into lockers.

2. Students are responsible for carrying their own school bags.

Students are not allowed the following:

Make-up

+ Make-up, lip gloss, coloured nail varnish and tattoos are prohibited.
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Footwear
+Trainers —apart from PE day
«Canvas pumps

« Brightly coloured shoes
+Shoes for Early Years should be Velcro or buckle, not laced

Jewellery

+Other than the items given above, no jewellery may be worn.

Wet Weather

In the event of wet weather, there are 3 protocols to follow:

Green: Play as normal.

Red: If it is too wet for outside play, students are kept inside.

Closed: If the school has to be closed because of extreme weather like snow, parents
will receive an SMS informing them.

Wireless Devices

The only Primary students allowed to bring wireless devices to school are the Grade 5
students. They follow the ‘Bring-your-own-device’ (BYOD) protocols. All other
devices, mobile phones and smart watches are forbidden in school.

This booklet has been written to acquaint you with our school.

Although every effort has been taken to include all the information you would need,
you may require further information specific to your child.

Please don't hesitate to contact the school if we can be of further assistance.

Tel: + 962 6 5502055, Fax: +962 6 5502052, Email: Primary@iaa.edu.jo
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