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THE INTERNATIONAL ACADEMY - AMMAN

VISION

To be recognized as providing a unique educational experience that inspires, nourishes, and celebrates the
individual; one in which staff, students, and parents are proud partners.

MISSION

IAA delivers a holistic international education that exemplifies life-long learning and responsible 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 fulfill their
academic, personal, and social potential.

IAA promotes ethical development, intercultural empathy ----and a duty to the global and local community.

IB MISSION STATEMENT

The IB aims to develop inquiring, knowledgeable and caring young people who help to create a better and
more peaceful world through intercultural understanding and respect.

To this end the IB works with schools, governments and international organizations to develop challenging
programmes of international education and rigorous assessment. These programmes encourage students
across the world to become active, compassionate and lifelong learners who understand that other people,
with their differences, can also be right.

ACCREDITATION

The IAA is accredited by Council of International Schools / New England Association of Schools and Colleges
and is an authorized IB school for the MYP and DP.

All 1AA students follow a course of study that will allow them to achieve Jordanian Ministry of Education
equivalency (scientific or literary stream).
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DEFINITION OF LEARNING
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GLOBAL CITIZENSHIP AT IAA
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WHO IS WHO AT IAA

The International Academy Amman has a well-defined communication system. All parents need to know who to
contact if they have any concerns about their child’s life at the Academy. We welcome parent involvement at IAA but
do request that should they need to see any member of staff to please make an appointment first as staff need to be
available. They are expected to give the reason for the appointment, so that the staff member can be properly
prepared.

The following is a list of whom to contact:

Academic Issues

Subject Teachers

The Subject Teacher should be contacted regarding specific subject/class concerns. The Subject Teacher, in turn, may
also contact parents to discuss any ongoing subject/class issues with a student. Ring or email the school, and the
school secretaries facilitate the making of an appointment or a return of call (within 48 hours).

Heads of Department (HOD)

Heads of Department are the curriculum and pedagogical leaders of their subject area. They should be contacted by
parents for issues regarding the teaching and learning within the subject area if the Subject Teacher has not been able
to answer an initial enquiry.

Pastoral Issues

Home Room Tutor

The Home Room Tutor should be contacted about any general (non-academic) concerns a parent has about their
child’s life at IAA. The Home Room Tutor has daily contact with a number of students and their teachers, so is in the
position to give much information about their social wellbeing and their general approach to studies and study skills.
The Home Room Tutor should be the person with whom parents should have most contact, initially.

Grade Leaders

If an issue has not been resolved with the Home Room Teacher, then the next person to contact is the Grade Leader.
The Grade Leader has overall responsibility for the pastoral welfare of a particular grade. They should be contacted
regarding minor pastoral issues, such as homework completion and behaviour.

Should Pastoral issues become such that significant intervention is needed then this will involve the Deputy Head of
Middle School (G6 to 8), Head of Middle School (G9 to 10) and the Diploma Coordinator (G11 to 12).

Counsellors

The Counsellor should be contacted if parents have any significant concerns about their child’s social/emotional
wellbeing at IAA. The Counsellor may also contact parents if there is a need to discuss social issues and/or any ongoing
concerns raised by staff.

Click on page number to return to Table of Contents
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Specialist Services

College and Careers Counsellor
The College and Careers Counsellor is mostly concerned with Grades 10-12, offering advice on careers and assisting
students with university information and applications. As part of this service, the Counsellors also have information
on summer programmes inside and outside of Jordan. Parents of Grades 10-12 should contact the University & Careers
Counsellor regarding the above.

The School Nurse

The School Nurse should be contacted by the parents if their child is unable to come to school due to illness, or can
come to school but needs special care and accommodations due to a medical condition. Should a child need to take
medication during the day, then the nurse must be notified in a timely manner and the medicine must be kept with
the school nurse and be dispensed from the school clinic. If the student has a chronic condition and is on long term
medication, it is very important that the nurse is informed at the very beginning of the year.

Senior Management

Diploma Coordinator (Grades 11 and 12)

Middle Years Programme Coordinator (Grades 6-10)

There are two IB Coordinators at IAA: DP and MYP. The DP and MYP Coordinators should be contacted with issues
pertaining to the overall curriculum, such as concerns and questions about the structure of courses/units, grading,
standardization and programme requirements.

The Deputy Head of Middle Years Programme

The Deputy Head of MYP assists the Head of the MYP with the day-to-day running of the MYP. The Deputy Head of
MYP overseas all matters relating to the welfare, teaching and learning of students in Grades 6 to 8. The Deputy Head
of MYP works with the MYP Coordinator, Grade Leaders, HODs, Student Support, Class Teachers and Parents on
matters that impact on student achievement, behaviour and school life for students in these grades. In addition, any
particular concerns regarding assessments calendars, exams and student workload in Grades 6 to 8 should be
addressed to the Deputy Head of Middle Years

The Head of Middle Years Programme

The Head of MYP is responsible for the day-to-day running of the MYP and assists the Secondary Principal with the
implementation of the MYP. In addition, the Head of MYP overseas all matters relating to the welfare, teaching and
learning of students in Grades 9 and 10. The Head of MYP works with the MYP Coordinator, Grade Leaders, HODs,
Student Support, Class Teachers and Parents on matters that impact on student achievement, behaviour and school
life for students in these grades. In addition, any particular concerns regarding assessments calendars, exams and
student workload in Grade 9 and 10 should be addressed to the Head of Middle Years

Principal

The Principal of Secondary is responsible for the day-to-day management of all areas of the school. The Principal should
be contacted for serious concerns related to the overall management of the school and after parents have exhausted
the above channels.

The Director

The Director is the final authority within IAA and therefore should only be contacted after having exhausted all of the
above channels or for extenuating cases only. The Director meets with parents every Tuesday from 8:00 am —9:00 am
on a first come, first served basis. In extenuating cases when the issues cannot be delayed parents can schedule a
meeting with the Director by contacting the Office Manager or Secretary.

Click on page number to return to Table of Contents
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GRADE LEADERS AND TUTORS

Grade Tutor Grade Leader
6A Ala’ AlShantaf Ghadeer Khoury (6A/B)
Hamish Mcintosh
6B Kelsey Richardson Richard Walters (6C/D)
Hazem Abu Jafar
6C Alaa Arar
Lamya Abu Seraj
6D Zaina Kharouf
Neveen Sama'een
7A Hazar Al Saifi Rasha Al-Laham (7A/B)
Sami Hamdan
7B Nemeh Fawares Mike Sullivan (7C/D)
Abeer Mansour
7C Mitch Caissie
Sahar Aranki
7D Wesam Wekhyan
Peter Barrett
8A Obeida Madi Estefania Vargas (8A/B)
Nour Qasrawi
8B Rama Al Masri
Matthew Burrell
8C Mohammad Malhis Aida Tanboor (8C/D)
Nazia Savrimootoo
8D Hind Hassan
Alaa Abu Halimeh
9A Tahani Al Fares Laila Ewaiwi
9B Osama ElKashef
9C Emad Zeidan
9D Khaled Zarrour
10A Rana Abu Laban Layal Al Mousa
108 Agatha Knowles
10C Susanne Marchant
11A Reem Amireh Titiana Khoury
118 Virginia Issaris
11C Boopathy Kalipallyam
12A Rula Abu Jaber Sana' Shaban
12B Reem Yassin
12C Valerie Roche
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POSITIONS AND RESPONSIBILITIES

Name

Position

Martin Thompson

Secondary Principal

Zena Muhtaseb

Head of Middle Years (G9-10), Safeguarding Lead, Head of Science

Yaaseen Hoozeer

Deputy Head of Middle Years (G6-8)

Justin Hayward

DP Coordinator, Extended Essay Coordinator

Hala Asaad

MYP Coordinator

Salam Essa

Head of Arabic

Donald Cleary

Head of English, TOK Coordinator

Ignacio Rodriguez

Head of Spanish

Reham Barghouti

Head of Individuals and Societies

Hadeel Abu Sido

Head of Maths

Obeida Madi

Head of Arts

Dema Sawalha

Head of Design

Eyad Makanai

Head of Physical and Health Education

Kayed Maghames

Head of Religion

Kathleen McKim

Head of Libraries

Nazia Savrimootoo

Student Support Coordinator

Kendal Jackson

Pastoral Counsellor

Charbel Salamoun

Pastoral Counsellor

Da’ad Mdanat

School Nurse

Aya Abdel Hadi

College Counsellor

Reham Saleh

ICT Coordinator

Hanin Ababneh

CAS & G10 SAA Coordinator

Zaina Zananiri

G6-G9 SAA Coordinator

Lubna Atari

Personal Project Coordinator

Dina Kankoush

Community Project Coordinator

Harriet Bodkin

Approaches to Learning Coordinator

Yaaseen Hoozeer

Mentoring and Coordinator for Pedagogical Development

Samer Taha

Athletics Director

Layal Al Mousa

Student Representative Council Advisor

Jansate Maklosh

Executive Secretary for Secondary Principal

Natasha Hazaz

Secretary for Middle School

Samah Nabulsi

Secondary Receptionist

Rawan Yakoub

Photocopier Attendant

Click on page number to return to Table of Contents
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IAA’S CODE OF CONDUCT

| agree to strictly follow all of the rules and guidelines as contained in the school’s Code of Conduct as a condition of my
providing services to the students participating in the school’s programs. The Code includes the following key areas of my
responsibility:

1 will:

To the best of my ability, promote the good health, welfare, and safety of all members of our school community and
uphold high ethical standards.

Treat everyone with respect, patience, integrity, courtesy, dignity, and consideration.

Conduct one-on-one meetings with children and/or youth in settings that are open and visible to others; as well as
never be alone at school activities without another adult being notified or present.

Use positive reinforcement rather than criticism, competition, or comparison when working with children and/or youth,
while also adhering to the school’s policies on student discipline.

Cooperate fully in any investigation of abuse of children and/or youth.

Avoid transactions with students, parents, or vendors that may be perceived as conflicts of interest.

Comply fully with the school’s policies on anti-harassment, representation and confidentiality standards, safeguarding
of property and funds, and the honoring of contracts.

Comply fully with the school’s mandatory reporting requirements and the school’s policy to report suspected child
abuse; and other violations of the Code or other school policies.

Ensure student safety by being diligent in my attendance and punctuality at all times when | am responsible for
children.

Act as a role model for students through my words and actions.

Respond to student physical contact such as hugs or handshakes in a culturally-sensitive and age-appropriate manner.
Maintain appropriate physical boundaries at all times and touch children — when necessary — only in ways that are
appropriate, public, and non-sexual.

Ensure that bathroom visits are safe and respectful of student privacy.

Exhibit and encourage open communication.

Follow IAA protocols for child safety when supervising school field trips and overnight trips.

Alert another staff member when working with students after school.

Hold myself and others accountable for keeping children safe.

Upload any photos of students from my personal devices by the end of the next school day and delete them from my
personal digital storage both offline and online.

I will not:

Touch or speak to a child and/or youth in a sexual or other inappropriate manner.

Inflict any physical or emotional abuse such as striking, spanking, shaking, slapping, humiliating, ridiculing, threatening,
demeaning or degrading students.

Smoke or use tobacco products, or possess, or be under the influence of alcohol or illegal drugs at any time while
working with children and/or youth. Use alcohol or other inappropriate substances on school property.

Give gifts to students.

Accept gifts from students or families with a value of more than 30JD without the Director’s approval.

Communicate with children over non-school e-mail accounts.

Use What’s App, Facebook or similar forms of electronic or social media to communicate with students without the
Director’s approval.

Initiate or encourage any physical contact with a student.

Transport students without parent consent unless it is a medical emergency.

Invite a student to my home or arrange to meet with a student away from school property without line manager and
parent consent.

Meet individually with a student in a closed or unobservable setting.

Post photos or other information about students on the Internet.

My signature confirms that | have read and understood this Code of Conduct and that as a person working with children and
youth | agree to abide by these standards. | understand that any action inconsistent with this Code of Conduct or failure to take
action mandated by this Code of Conduct will result in disciplinary action up to and including removal from IAA.

Click on page number to return to Table of Contents
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TIMETABLE

School |

Day 2020-2021
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ACADEMICS

1.1 The IB Learner Profile

The IB Learner Profile is at the heart of the MYP and DP.

It’s the IB mission statement translated into a set of learning outcomes for the 21° century.

IB learners strive to be:

Inquirers
Knowledgeable
Thinkers
Communicators
Principled
Open-minded
Caring
Risk-takers
Balanced
Reflective

‘The attributes of the learner profile express the values inherent to the IB continuum of international
education: these are values that should infuse all elements of the two programmes and, therefore, the
culture and ethos of all IB World Schools.

IB programmes promote the education of the whole person, emphasizing intellectual, personal, emotional
and social growth through all domains of knowledge.” (The Unique Benefits of the Diploma Programme, PPT,
IBO, 2007)

At IAA we bring the Learner Profile to prominence through:

Our behaviour management as all House Points may only be given if they are correlated to one of
the attributes listed above;

Our school policies such as Academic Integrity and Responsible Use of ICT;

Distinct references to these attributes in our planning;

Our pedagogical approach encourages students to strengthen these attributes in our lessons;
Through our Personal, Social and Health Education (PSHE) programme.

Click on page number to return to Table of Contents
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1.2 Academic Integrity and Plagiarism

The Need for an Academic Integrity Policy

All schools, regardless of their educational programmes, should develop guidelines on academic integrity.
Aspects of two of the central frameworks used at the IAA, the International Primary Curriculum’s (IPC)
‘Personal Learnings’ and the International Baccalaureate’s (IB) ‘Learner Profile’, both stress the need for
students to be principled, to act with integrity and honesty and take responsibility for actions as well as
accept the consequences of such actions.

At IAA, students’ work is expected to be completely the result of their own efforts, and it is the duty of IAA
to foster a sense of independent study in students.

In practice, this idea means that students should strive to maintain academic integrity of their work. For
Secondary students this translates as ‘zero tolerance’ of plagiarism and academic dishonesty; for Primary
students, it means that students need to be counseled about the necessity of honesty in work.

Definition

The IAA uses the IB definition of malpractice: “behavior that results in, or may result in, the candidate or
any other candidate gaining an unfair advantage in one or more assessment components” (General
Regulations: Diploma Programme, IBO, 2011 http://www.ibo.org/globalassets/publications/become-an-ib-
school/dp-general-regulatioin-2014.pdf accessed 7th Aug 2016)

Malpractice can take these forms with regard to academic integrity:
e Plagiarism

e Collusion

e® Duplication of work

e Unfair advantage

e Fabrication
Plagiarism

Plagiarism is deliberately and knowingly taking ideas or written documents from someone else and
presenting them as one’s own.

Where a student has poorly referenced work, where the quality of referencing does not meet the required
standards of IAA (and therefore the IB), the work will be classed as plagiarised.

The extensive use of other people’s work when referenced correctly is not plagiarism; however a student
may be asked to re-submit work if the ideas of the student are not meaningfully represented.

Click on page number to return to Table of Contents
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Collusion
Collusion occurs when two or more students agree to present work that is not their own individual work,
with the aim to gain better marks and to deceive the teacher into thinking it is their own individual work.

Duplication of Work

Work is duplicated when a student uses a piece of work twice (or more) for submission of IB authorized
course requirements. A common example of duplication is the use of the data as a basis for both an Internal
Assessment and the Extended Essay.

Unfair Advantage

Any other behavior that gains an unfair advantage for a candidate or that affects the results of another
candidate, constitutes ‘unfair advantage’. Examples include falsifying a CAS record and taking
unauthorized material into an exam.

Fabrication
Fabrication is inventing information, falsifying research/projects, and/or using other products with the
intent to deceive. The following offenses, including but not limited to those below, are considered
examples of fabrication:

1. Creating a false reason to receive special consideration for an assessment or assignment.

2. Citing information not taken from the source indicated.

3. Submitting a paper, lab report, or other academic exercise containing falsified data or evidence.

Scope and sequence for teaching of academic integrity

Grades 6-7

For Grades 6 and 7 students the requirements are stricter than for Grade 5 and teachers are expected to be
less lenient in accepting errors. Whilst the focus on work is still for students to use their own words as much
as possible, direct quotes and paraphrasing skills are introduced and developed. The building of full
bibliographies is also expected. All teachers continue to reinforce the reasons for academic honesty, and the
majority of skills are introduced through units of work, often in conjunction with the library staff.

Grades 8 -12

In Grades 8 and 9, there is an expectation that teachers and students will begin to use the school-adopted
software (e.g. Turnitin.com) to ensure that students’ work is their own. Teachers of students in Grades 10-
12 should require the use of this software. Classes will continue to revise and strengthen academic honesty
skills and malpractice will be subject to the full consequences for plagiarism and/or academic dishonesty.
This may include non-submission of IB MYP/DP work for moderation/or and grading.

Students are warned about collusion and cheating every year and in all grades. All students in Grade 9 to 12
will sign (and parents will countersign) the ‘Code of Conduct for IB Students Grades 9 to 12.

Click on page number to return to Table of Contents
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Delivery of the IAA Academic Integrity Programme

Information on academic integrity will be delivered to students in a grade appropriate manner. This may
include: developing a grade appropriate structured programme to be taught discretely by classroom
teachers and/or librarians through an Information Literacy Programme and/or PSHE.

Primary | Grades 6/7 | Grade 8 | Grades 9-12
Author/title Introduce Revise Revise Revise
Pictures Introduce Revise Revise Revise
Works Cited Introduce Revise Revise
Web sites Introduce Revise Revise Revise
Direct quotes Introduce Revise Revise
Paraphrasing Introduce Revise Revise

Responsibilities of all stakeholders towards Academic Integrity at IAA

Student Responsibilities

The student is ultimately responsible for ensuring that all work submitted for assessment is authentic, with
the work or ideas of others fully and correctly acknowledged. The most frequent failure to give credit to
other sources of information occurs when writing research papers. It is, therefore, extremely important that
every student at IAA be familiar with the accepted procedures in acknowledging the work of another writer.

Below are general guidelines for citing material:

Reference (using the MLA format in the Academic Integrity Policy) within the text all material quoted
or reproduced directly (i.e. copied) from any source. This includes all phrases, sentences, paragraphs,
graphs, charts, images or any other information.

Sources include printed and electronic media, such as books, textbooks, magazines, interviews, social
media platforms, emails, websites and images.

All ideas that are used must be referenced.

As a rule, common knowledge, or knowledge assumed to be known by everyone or nearly everyone
does not need to be cited; however, when in doubt, students should err on the side of caution and
cite sources.

Taking responsibility for all work; neither good intentions nor ‘too many’ sources cited are acceptable
excuses.

Teacher Responsibilities
ALL teachers at IAA share the responsibility of reinforcing best practices and teaching proper research skills.
IAA teachers are expected to ensure academic integrity in these ways:

Support and act on the School’s Academic Integrity Policy.

Clearly communicate to students the Academic Integrity Policy.

Provide instruction and support in research and study skills, and be available to offer advice and
guidance to students.

Give specific requirements, as well as written examples of proper citation of a variety of sources in
their discipline area(s)

Structure assignments to encourage the development of students’ own ideas through problem
solving, comparison, precise hypothesis, analysis etc.
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Provide a formative assessment structure for all formative work that includes planning and the
evaluation of sources, and reflects the need for candidates’ work to be authentic. The formative
assessment structure might include: a carefully developed thesis, the evaluation of sources, planning
for an investigation, personal critique or analysis, evidence of higher thinking in a proposal of
alternative solutions to the issue under discussion, in-class research assignments.

Work within the school expectations when planning assessments in order to avoid placing
unnecessary pressure on students that find it difficult to manage workloads.

Guard against what might be described as “academic negligence”. In other words, teachers must
warn candidates about the consequences of being careless when recording sources, or displaying a
cavalier disregard for the origin of material within their work.

Observe the same procedures as students and actively use the MLA bibliographic convention when
providing students with reference material. All teachers should epitomize good academic practice
and act as role models for students.

Parent Responsibilities
Review the principles of academic integrity with their children and encourage them to practice honesty in
all matters and at all times. In addition, parents may support their students in these ways:

Attend school workshops on academic integrity;

Provide an appropriate routine for study and relaxation at home and provide a suitable working
environment in the home;

Support their children by ensuring a balance in activities (that focus on quality not quantity) so that
work can be tackled in a manageable way in order that time pressures do not impact on a student’s
decision making re. academic integrity;

Ensure a balance in support that is given to children (either voluntary help or paid for tutoring), so
that the work is always in the words of the child and there is not an over reliance on outside support;
Actively discuss work that is being done by children by asking them to discuss it in their own words;
Upon suspicion that a student is contravening the Academic Integrity Code, parents should be pro-
active and seek clarification/help from IAA in order to prevent malpractice;

Support children who could benefit from extra support by having them attend school support clubs
or to use the Library facilities after school.

School Administration Responsibilities (including IB MYP and DP Coordinators)
The school’s leadership has the responsibility for establishing processes and procedures that supports a
school culture that actively encourages academic honesty. IAA coordinators and administrators are expected

to:

Know the regulations and instructions as provided by the IB that govern the conduct of each
examination session.

Inform staff, parents and students, through various media, as to what constitutes malpractice and
how it can be prevented. This will include a clear guide for parents and students that will be posted
on the IAA website and e-learning platform.

Support the IB fully in the prevention, detection and investigation of malpractice.

Undertake any additional responsibilities required by the IB should a candidate or staff member be
investigated for malpractice.

(adapted from UNIS Academic Honesty Policy, pages 3-7, UNIS 2014, http.//www.unis.orq/uploaded/02 ACADEMICS/2014-
15/1B/IB_Academic_Honesty Policy.pdf, Accessed 5th August 2016)
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Sanctions for Academic Dishonesty

In the Secondary School, there is ‘zero tolerance’ of academic dishonesty. This includes plagiarism, collusion,
duplication of work and/or receiving an unfair advantage. Apart from students not having their work graded,
they may also not be entered for any external exams and will be subject to Discipline Committee process
and procedures.

Procedures
If students are found to be copying the work of others, or deliberately submitting work without references,
the following will take place:

i) Teacher confirms with Head of Department that it is a serious case of plagiarism/cheating/collusion.

ii) The student is then given a score of 1 for all criteria assessed in that assessment. The Grade Leader is
informed.

iii) The name of the student is passed to the appropriate member of the Senior Management Team who will
contact parents to explain what has happened and who will record the incident on the school’s disciplinary
records. The student will also be required to attend an afterschool session on MLA citation with the Library
Staff.

iv) Should parents appeal, then a Review Panel of teachers will be called to consider the case. If a student
appears to be guilty of malpractice as defined in Section 2 of this Policy then he/she will be penalized
accordingly. In addition, students must know and expect that if a teacher suspects malpractice then their
work may not be sent for external moderation and/or marking.

v) Students who have colluded by allowing their work to be copied by another will be initially counselled by
the teacher. In addition, parents will be informed and the incident will be noted in the school’s disciplinary
record. After the second occurrence, the HOD and the appropriate member of the school’s management
team must be informed. Contact will be made with parents and consequences as outlined in part ii) above
will be applied.

vi) For cheating offences, there is ‘zero tolerance’ in the Secondary School, and students will get a zero for
each offence. If cheating occurs more than once, the student will be referred to the Discipline Committee
which makes recommendations based on Ministry of Education rules and regulations.

vi) Students who have used too much of other people’s work but cited correctly will redo the work. The
percentage of work allowed depends upon the student's grade level.

Turnitin.com
Grade 6 — 12 teachers are expected to use Turnitin.com for all major pieces of assessed work across the
subjects in all grades.

Teachers are expected to understand and explain to students that NO percentage of plagiarism is acceptable.
Plagiarism is not acceptable at any percentage.
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Tutorization of Work

The IB programmes in general, advocate the nurturing of independent learners as is reflected in the IB
Learner Profile. IAA, in its attempt to reinforce such a predisposition towards learning and teaching,
endeavours to reinforce these skills amongst its students. This is to be reflected by having our MYP students,
grades 6-10, finish most of their summative assessment tasks in class and under the supervision of teachers.
These assessments include, but are not limited to, writing of essays in all subjects, conducting research, and
finishing different types of oral presentations. The teacher might ask students, as homework, to conduct
essential research and to finish the planning; however, the final product should always be finished in class
for all subjects. The school hopes, that by adopting such a strategy, our students’ learning will be enhanced
and sustained in a manner that would make them lifelong learners; which is a realistic reflection of the IB
mission and vision.
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1.3 MLA Quick Guide for G6-8

Direct Quotes
Author known — “In speech marks” then (author, page) (Waugh, 23)
No author known — “In speech marks” then (title of book, page) (Oxford School Dictionary, 57)

Direct quotes from the internet
Author known - “In speech marks” (author) (Paxman)
No author known — “In speech marks” (name of article) (How to quote)

NOTE - Try and avoid lengthy quotes as you can’t gain much credit for quoting large chunks of someone
else’s work in your assignments — it is NOT your work!

Summary Quotes
Summary Quotes are a very useful way of showing that you have read widely and understood what you have
read, therefore not having to resort to direct quotes. It shows a more sophisticated use of knowledge. Be
very careful with these, the text has to be quite different to be a summary — you can’t just change a word
here or there! Use only the author and the year can be introduced as:

1. Book, author known use the name of the author and page number in brackets......according to Waugh

(23)...

2. Book, author not known use the name of the book and page number in brackets...... Britannica
(23)...suggests...

3. Website author known use the name of the author and put the title of the webpage in brackets........ it
was the opinion of Ronald (Fast Food Nation)......

4. Website author not known use the title of the website......... as How to Make a Pizza points out

How are pictures referenced?
Important: Only use visual images in your work if they are important as part of your analysis
You do not have to reference your own images (those taken by you)

All material used must be referenced (this includes photos, pictures, graphs, tables.)

Book: Underneath the picture/graph/table or any type of visual aid you need to write the person who
created it, page you found it on. Example: (Waugh, 59)

Website: If the name of the person is not available then give the name of the website where you found it.
Example: (How to Make a Pizza)

Remember — for every single quote/summary quote/graph/table/photo, the full reference has to be in
the Works Cited
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How is a Works Cited compiled?

List your resources in alphabetical order.
You must list all references you have cited (eg: quote/summary quote/graph/table/photo/film etc.)
When making your alphabetical list ignore ‘A’, ‘An” and ‘The’

P wnNe

At the end of your reference you must identify the medium (print, pdf, .gif, .jpeg, interview, online,
email, tweet, YouTube etc)

Below are some examples of how to reference some of the more common types of resources.

Book

Single Author:

Author’s last name, first name. Title (Italicized). Place of  publication: Publisher, Date of Publishing.
Medium

Example: Carson, Ben. Gifted Hands. New York: Harper Collins, 1990. Book

Two (2) or more authors:
Example: Davis, Michael D. and Hunter R. Clark. Thurgood Marshal: Warrior at the Bar, Rebel on the Bench.
New York: Carol Pub, 1992. Book

Pamphlet (treated just like a book)
Example: McPherson, Mark. Caring for your dog. Mahwah, NJ: Troll, 1985. Book

Web Document:

Author’s last name, first name. (if available). “Article Name.” Name of Site. Name of
institution/organization affiliated with the site (sponsor or publisher). Date of last update. Medium of
publication. Date of access. <URL address>.

Examples:

Bernstein, Mark. “10 Tips on Writing the Living Web.” A List Apart: For People Who Make Websites. A List
Apart Mag., 16 August 2002. Web. 4 May 2009.
<http://alistapart.com/article/writeliving>.

Felluga, Dino. Guide to Literary and Critical Theory. Purdue U, 28 Nov. 2003. Web. 10 May 2006.
< https://www.cla.purdue.edu/english/theory/ >.

Film Examples:
Film: Hamlet. Dir. Franco Zeffirelli. Perf. Mel Gibson. Warner Bro., 1990. DVD.
Documentary: The Tribal Mind. National Film Board of Canada. 1994. DVD.

CD Example: A Sky full of Stars (Ghost Stories),Coldplay. Parlophone/Atlantic, 2014. CD.

Students in grades 9 to 12 have a more detailed guide to MLA referencing that they can access from
Moodle through their PSHE pages.
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1.4 Student Support

Philosophy

Learning Support (LS) is one of the support services offered at the Secondary level from grades 6-10. It is
designed to provide support to students who are experiencing difficulties in coping with the academic
curriculum. These difficulties exist in spite of the student’s best efforts, and the difficulties cannot be
explained by English language acquisition issues alone. The LS personnel work as members of a “Student
Support Team”, which meets regularly to discuss and plan for the needs of identified students. Other
members of this team include the Counsellor, Nurse, Subject Teachers, Grade Leaders and Administrative
Representatives.

The philosophy of the LS programme at IAA is holistic in nature. It recognizes that success in school is
dependent upon many factors, including basic skill development, time management, study skills,
organizational skills, a solid work ethic, a positive attitude, responsible decision-making, and a balanced
lifestyle. LS attempts to address the needs of the whole child within the scope of the staffing available.

Goals

A major goal of the Secondary LS programme is for students to ultimately take full responsibility for their
education. This means they will have become independent learners. They will have developed problem
solving and organizational skills. They will know how to self-advocate and self-reflect. They will understand
how to set and achieve realistic goals for themselves, and will have a solid work ethic.

Referrals

Referrals may be submitted at any time during the school year. A referral form is to be completed by the
classroom teacher and submitted to the LS Coordinator. The Student Support Team will review the referral
form and discuss the next course of action in the SST meeting.

Communication

Ongoing communication between stakeholders is highly valued. To that end, fortnightly meetings with
members of the Student Support Team must be scheduled to ensure the identified students’ needs are
adequately being met. Ongoing informal communication with the classroom teachers exists via email and
personal face to face meetings.

Further detail on Student Support at IAA can be found in the Secondary Student Support Handbook of
Procedures on the Document Centre.
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1.5 Language Support in Secondary

As per IAA’s Language Policy, all teachers are language teachers regardless of discipline or grade level.
Consequently, all staff have an important role in a student’s language development either through use of
language and/or promotion of language learning
Strategies for Promoting Advanced Fluency in Secondary Classrooms:
1. Make sure students get instructions and key words in written form that they can follow as you speak.
2. Do as much as you can to help students learn new vocabulary:
a. Pre-teach vocabulary for the lesson
b. If you want to use a word or phrase you are not sure the students know, write it on the board
and take a moment to make sure everyone understands its meaning. Do the same for idioms

(expressions).

3. ‘Waiting time’ refers to how long you pause in between asking a question or making a statement and
moving on. The longer the wait time, the more students think.

a. Do not answer your own questions. Students know which teachers are going to do this, and
usually the students just wait rather than think.

b. Do not tell students they are wrong. Either build on the parts of the students’ answers that
are correct or ask the student a question in a different way. Do not ‘shut down’ your students.

c. Do not insist that the student use the exact words that are in the course guide. Acknowledge
that the student has the right idea before explaining the words that must be used.

4. Ask students questions in such a way that they have to give long answers. Keep track of how much
of the time you are talking and how much the students are talking, and find ways to increase the
amount of time the students talk.

5. Scaffold information. Use maps, images, videos etc. to make sure students understand references in
the text.

6. Give students a chance to ask open-ended questions to find out what they need to know.

7. Check for understanding during class. For example, you can get a ‘thumbs up’ from the students.
Making them do something to indicate understanding nudges them to self-evaluate.

8. The language of instruction, as stated in the school’s Language Policy, is English in all classes except
in Arabic, IAS-Arabic, Religion and Spanish classes. To have true fluency, the student must think in
the target language.
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1.6 Supporting Arabic B Students in IAS-Arabic
and Religion

To support Arabic B students in classes such as IAS-Arabic and Religion, where Arabic is the language of
instruction, the following must be adhered to:

e For IAS-Arabic grades 6-8, Arabic B students can write notes / classwork in their notebook in English.
It is up to the classroom teacher if he/she would want them to type up their notes.

e In IAS-Arabic, Arabic should be spoken 90% of the time in class; English 10% of the time. However, in
classes where there are language B students, the material should be explained in both languages so
that the language B students can fully access the curriculum, while still being exposed to the Arabic
vocabulary for the subject.

e For Religion, Arabic B students can write notes / classwork in their notebook in English. Topics should
also be discussed in both languages so that the students can fully access the curriculum while still
being exposed to the vocabulary.

e For Religion and IAS, Arabic B students (phases 1, 2) will be assigned work in English at the start of
the week related to the topic being studied in English. English resources should be provided for Arabic
B students either via Moodle, Google Classroom or email, as the teacher prefers. Students are to
work independently on the assigned work, whether individually or in groups. Teacher will check in
on the students (every 2 or 3 lessons) to see how they are managing and to check their performance
on the task.

e During summative assignments or examinations, Arabic B students (phase 1, 2) should be provided
with English versions of the assignments or exams. However, they should be encouraged to write
their responses in Arabic as much as possible.

e Arabic B students who are in higher phases (3, 4) should be able to access the IAS curriculum in Arabic,
but differentiation by task is needed. For example, smaller word count, extra time, etc...
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1.7 Homework Guidelines

Introduction

IAA has a commitment to an effective homework programme. The nature and extent of homework will vary
with subjects and age groups. Whilst it is difficult to exactly quantify the amount of homework to be expected
by a student in a particular grade, or the time required to complete the assigned task, it is accepted that
some guidelines must be offered to students and parents. It must, however, also be accepted that there will
be peaks and troughs in homework due to a variety of factors such as time of session, religious holidays or
recognition of other demands on students.

Definition

Homework is defined as any work planned or approved by the teacher to be completed by the student
outside regular class time in order to practice, reinforce or apply 