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SECTION 1
PHILOSOPHY AND CURRICULUM

1. VISION
BPS is committed to enhancing the intellectual and personal development of its learners, equipping them with the
passion for inquiry learning, ensuring academic excellence and preparing active and responsible global citizens.

2. MISSION
BPS is a future focused community where learning is based on inquiry to develop successful independent learners in
an environment that harbors respect and responsibility, stimulates inquiry, creativity and innovation, fosters higher
order thinking, and promotes collaboration and communication.

3. BPS LEARNING PRINCIPLES
From our mission we share the following Learning Principles based on the Common Ground Collaborative system:

WE CAN LEARN HOW TO LEARN, AND HAVE A RIGHT TO DO SO
At BPS we give our learners full support in becoming proficient, self-directed learners. For this we focus on
the conceptual understanding, competencies and the dispositions of character that build a capacity for lifelong
independent learning, regardless of the learner background.

COMMON LEARNING CULTURES NEED TO CONSTRUCT COMMON MEANING THROUGH A
COMMON LEARNING LANGUAGE
Where learning needs to happen effectively and collaboratively a common meaning is essential. We use a common
learning language that reflects what learning is and how we do it. It helps our learners to identify and express their
learning at the different stages. It allows us to reflect on them, discuss and provide feedback.
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LEARNING IS PERSONAL AS WELL AS A SOCIAL ACTIVITY
Individuals have different starting points, different interests, and will follow different learning pathways at
varying paces. We personalize learning by allowing ideas to be developed and challenged through feedback and
collaboration. Where we are able to secure a safe and positive environment for different perspectives, it leads to
deeper learning and understanding.

LEARNING IS BOTH COGNITIVE AND EMOTIONAL
Emotions have a strong influence on learning though imprinting memories as well as driving our motivation and
attention.

AUTHENTIC CONTEXTS ALLOW FOR MEANINGFUL TRANSFER OF LEARNING
Genuine learning builds on the transfer from previous learning. We situate the learning in rich contexts that are
relevant to the learners. It creates the opportunities to make connections to their prior understandings, to reason
and to generalize.

CONCEPTUAL

CHARACTER

COMPETENCIES

At BPS we define learning as a process that leads to a sustained and demonstrable consolidation or extension of
conceptual understanding, competencies and character. These types of learning interact and form the ‘triple helix’, the
DNA of the curriculum.

CONCEPTUAL LEARNING is happening when learners are :
connecting new knowledge to prior understandings and important concepts.
constructing theories about how things work and why they are the way they are.
testing their evolving theories in different contexts to fine - tune and have an increased explanatory
ability and to see when, where and how they apply.
COMPETENCY LEARNING is happening when learners are :
deconstructing expert performance and compare it with their own.
identifying and making necessary changes.
practicing skills, fine-tune and make them increasingly automated.
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CHARACTER LEARNING is happening when learners are :
consider the potential impact of applying traits and values when applied in specific authentic context.
acting as a result of these consideration.
reflecting on the effects of these actions.

At Beacon Private School we believe that learners become confident independent learners and positive role models
through the development of the following chracters qualities :

Contextual Learning
With a diverse community of learners, conceptual standards require a context with an illustrative content. Contextual
content preserves subject-disciplines in-sights while at te same time broadens horizons, through connections and
“outsights“ across disciplines, bridging the “school vs real world“ gap.
CGC is constantly engaged in updating and making improvements to the teaching and learning process. In an effort to
advance the learning experiences at the classroom level, a fourth ‘C-Context‘ has been added to the 3C’s (Conceptual,
Competency and Character Learning). As Kevin Bartlett explains, “...contextualized learning simply reiterates the
Learning Principle that learning happens best in rich, relevant contexts and empedded in well-chose illustrative
content“

6
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3.1 SCHOOL LEVELS
Beacon Private School has the following levels:
EARLY CHILDHOOD, a three- year program: EC, KG1 and KG2
ELEMENTARY, a five-year program: Grades 1 through 5
MIDDLE, a four-year program: a four-year program: Grades 6 through 9
SECONDARY, a three-year program: Grades 10 through 12 (2020-2022).

4. ACCREDITATION AND AFFILIATION
Beacon Private School is affiliated with the Common Ground Collaborative (CGC) organization.
BPS has begun the process of whole school international education accreditation through the New England
Association of Schools and Colleges (NEASC). We have successfully completed the preliminary process and expect a
further visit in November 2020.
In Grades 11 – 12 the intention is to offer the International Baccalaureate Diploma Programme (IBDP), Advanced
Placement Program (AP) and High School Diploma. BPS has been officially accepted as an IBDP ‘Candidate School’.
Faculty and staff will be expected to take an active and engaged part in all accreditation tasks and requirements.
BPS collaborate with ISS-Schrole Advantage and The International Educator (TIE) to recruit its teachers from abroad.
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SECTION 2
PROFESSIONAL EXPECTATIONS

5. GENERAL
At Beacon Private School, teachers are role models and mentors. Effective communication skills are integral to the
development of the immediate school community (learners, colleagues and administration), and the extended community
(parents and other stakeholders). Cooperation, integrity and professionalism are qualities that teachers should
demonstrate at all times. The following information will assist teachers in understanding the professional expectations
at our school.
Teachers are expected to:
endorse and support the school’s vision, mission, ethos and philosophy
respect learners’ voice and choice
be responsible for all learners in our school
fulfill all instructional, supervisory and non-regular duties - including playground supervision, faculty meetings,
parent-teacher meetings, parent conferences, social/cultural/sporting/ and recreational activities, preparation/
supervision/ correction of tests and entrance examinations, professional development activities and similar
educational functions
after school activities and substitution as assigned to them by the administration
implement classroom management strategies, including differentiation, which are conducive to a positive learning
environment
orient BPS learners towards their responsibilities, privileges and expectations - in the classroom, the playground and
on all school functions, trips and events
establish effective and timely communication with parents, using the weekly period reserved for conferences to
discuss learner progress. Teachers are expected to document all meetings and share this with administration using
the appropriate forms.
prepare for and participate in formal school events such as ‘Open House’ and learner-led conferences during which
they present the curriculum and discuss matters of general concern with parents
attend, participate and collaborate in Tuesday professional and curriculum development activities and take active
part in collaborative planning
attend all stand up faculty meetings scheduled by the administration

8

BPS TEACHERS’ HANBOOK 2020-2021

abide by all school teaching and learning expectations regarding social, emotional and academic development,
based on and supported by appropriate documentary evidence
discuss all concerns or issues with the appropriate persons, using the appropriate channels of communication
develop appropriate and professional curriculum materials which remain the intellectual property of BPS
For general issues regarding teaching, teachers should contact the relevant curriculum coordinator. For significant
school issues or concerns directly connected to individual learners, faculty should contact the Principal or the section
school Coordinator in the first instance.

6. INSTRUCTIONAL ACTIVITY
6.1 PROFESSIONAL LEARNING DEVELOPMENT (PLD) AND APPRAISAL
A major criterion of professionalism is the continuous updating of knowledge and skills. It also involves ongoing
self-assessment of one’s performance. BPS supports PLD by organizing a range of specific faculty training activities
prior to and during the school year.
Teachers are required to attend all scheduled sessions and are also invited to indicate to the administration topics
and areas about which they may conduct presentations and in-service training to their peers.
Teachers who participate in workshops at the school’s expense are required to serve the school for a period of
one full school year following the year during which the workshop took place. In the event a teacher resigns from
the school before a full school year has been completed, they will be required to refund one-half of all expenses
incurred by the school. Teachers are expected to share all workshop materials with the relevant department and
offer presentations as appropriate.
At BPS we do not solely believe in formal appraisal with announced classroom visits. Instead, we prefer ‘Walk
Through Observations’, with random visits to lessons. These visits normally take between 5 and 15 minutes with
the purpose of observing the learning taking place. Using ‘See Think Wonder’ the focus may be on different aspects
each time, such as:
learner engagement
instructional strategies (e.g. inquiry-based learning & differentiation)
classroom set up, display and visible learning
rapport (teacher-learner interactions)
classroom management
implementation of lesson/ delivery
integration of technology
All aspects of the observation will be discussed afterwards with the teacher involved.
Short ‘drop-ins’ of 5 minutes will be more common, where a member of the administration walks into the
classroom to get a feel of the atmosphere, or merely sits and shares with the learners.
However, we do of course also have a more formal appraisal system in place. The following is the BPS Appraisal
Policy for teachers.
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BEACON PRIVATE SCHOOL APPRAISAL POLICY – FACULTY

PURPOSE
At Beacon Private School appraisal is an essential part of the professional learning cycle and central to developing
the philosophy of a shared understanding of what learning should be. The main purpose of appraisal is to
improve the quality of teaching and learning and to encourage and ensure effective practice across the school.
School wide teacher evaluation should represent a system of professional feedback and collaborative reflection
which encourages, develops and supports individual teachers and whole school improvement. It is the joint
responsibility of both administration and teachers to ensure that teachers engage in systematic reflection and
develop effective strategies that meet the needs of all learners in an international educational environment.

APPRAISAL CRITERIA
preparation for teaching and learning
teaching and learning environment
reflecting on teaching and learning
professionalism and collegiality.
The appraisal template provides a standardised format for the evaluation, evidence and feedback cycle.

APPRAISAL COMPONENTS
goal setting
self-evaluation and evidence gathering
lesson observations
lesson observation feedback
appraisal discussion
input from other members of admin as appropriate
agreed completed appraisal documentation for files.

APPRAISAL STRUCTURE
new faculty: one formal full and announced lesson (December)/ three informal short, unannounced
lesson drop-ins (September-October)
returning faculty: one formal full and announced lesson/ one informal short, unannounced lesson dropin (April-May)
part-time teachers same as full time.
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FEEDBACK REQUIREMENTS
All appraisal feedback should:
be specific and evidence based;
focus on clear and achievable targets and goals;
be engaged and direct;
be balanced and supportive.

FEEDBACK RESPONSES
Teachers receiving feedback should:
treat comments as support and not criticism;
feel free to seek clarification where necessary;
allow themselves time for reflection before responding.

GRIEVANCE/ RIGHT TO APPEAL
The appraisal process should be objective, transparent and standardised. However, any faculty member
who is unhappy with whole or part of the process is free to discuss their appraisal with a Section
Coordinator/ the Principal or Director. The Director is solely responsible for any escalation level.

BPS TEACHERS’ HANBOOK 2020-2021
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6.2 LESSON PLANNING
Weekly Lesson Planning
Teachers are required to work with BPS’s content standards to develop weekly lesson plans that are relevant
and purposeful by intertwining the 3Cs: concepts, competencies and character traits. These lesson plans will be
uploaded into the school’s ManageBac platform.
The weekly lesson plan includes the following four components:
Desired Learning Outcomes:
As a result of the lessons, what should leaners understand (Conceptual Learning), be able to do (Competency
Learning) and become (Character Learning) These are extracted from the Content-Standards Documents.
Assessment Evidences:
What will the learners do to show what they have learned?
(Design of Performance Task/s)
Learning Engagements:
How do I teach it? (activities) and which materials do I need? (resources)
Reflection:
What happened during my lessons? What did my learners learn? How do I know? What did I learn? How
will I improve my lessons next time?

CGC Module and Unit Planning
The Learning Modules at BPS are a critical component of our instructional program because these address:
‘What’s worth learning?’ as stated by CGC. It is through these adopted and adapted CGC Learning Modules that
the process of inquiry-based learning is structured and provides the development of deep understanding.
Our main aim behind planning and teaching these modules is to achieve authentic, lasting and transferrable
learning offered in rich and relevant contexts. During the Professional Development sessions on Tuesdays and
the weekly collaborative meetings, teachers have multiple opportunities to discuss, collaborate and co-plan these
6-8 week learning modules. It is important to note that these collegial opportunities had double impact. On one
hand, it has impacted our learners’ personal development and academic achievement. On the other hand, it has
impacted interdisciplinary teaching, helped form professional relationships as well as enhanced peer support
and collaboration.
Teachers are also expected to create detailed regular planning for their various subject units.
Celebrations of Learning
Celebrations of Learning are ‘Events’ or ‘Performance Tasks’ featuring tangible products, performances and/or
thoughtful actions to serve as evidences of learning post completing the Learning Modules.
Our learners take a lead role in showcasing and articulating their work to families/guardians and in many cases
to local community members (charity organizations, NGOs, etc.). Therefore, our curriculum noticeably promotes
‘Learning as a social activity’ through these social collaborative opportunities as well as engaging learners in
continuous cycles of self-reflection, goal setting, proactive guided inquiry and other examples of ‘Learner Agency’.
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6.3 INSTRUCTIONAL MATERIALS
From Grade 1 to Grade 5, textbooks are distributed to learners on a loan basis. Teachers are responsible for
distributing textbooks to learners at the beginning of the year and for keeping accurate records of all textbooks
and workbooks issued. At the end of the school year, teachers are responsible for collecting all textbooks, checking
on their condition, and reporting damaged books to the administration. If at any time a learner loses or damages
a textbook or workbook, he/she will be required to pay for the cost of replacing the book. Consumable workbooks
are not collected at the end of the school year.
Teachers are requested to encourage learners to keep all textbooks in good condition. Learner’s should be
discouraged from writing in textbooks. However, in extreme situations and upon the suggestion of their teachers,
learners should use pencil. Permanent marking of textbooks could result in the learner having to pay for the
textbook. From Grade 6 onwards, learners purchase their textbooks and workbooks from the school.

6.4 HOMEWORK
Learners at BPS are not given homework. However, home learning can be a very important and valuable element
in educational development. Examples of appropriate home learning might be reading or pursuing inquiry-based
research. By supporting this kind of home learning parents can become partners in the learner journey. Teachers
are requested to encourage parents to take an active interest in their child’s school experience though regular
discussion of their learning.

6.5 ASSESSMENT FOR LEARNING
Assessment for Learning at Beacon Private School is ongoing and continuous. As per CGC Assessment Principles,
we utilize formative assessment tools that are purposeful, differentiated and connected to our curricula. Teachers
use a wide range of assessment strategies to ensure that the learners are capable of continuously applying the 3
C’s and that the desired learning outcomes are being met. Teachers then use these assessment evidences, or the
documentation of learning, to adjust teaching and learning on an ongoing basis to meet the learners’ academic and
social development needs. (For more details on the CGC Assessment Principles, see Appendix 1)

BPS TEACHERS’ HANBOOK 2020-2021
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7. MEETINGS
Faculty stand-up meetings are an effective and efficient form of communication. These will be held on the first Sunday
of each month and as necessary.
Tuesday afternoon meetings will focus on professional and curriculum development and create opportunities for
activities such as professional learning community sessions.

COLLABORATIVE PLANNING
At BPS, collaboration is not a task. We think of teacher collaboration as an ongoing journey, and our ultimate destination
is learning and achievement. Our weekly collaborative meetings include teachers working together in grade levels
teams to share their planning, resources, ideas and expertise so that learning becomes more accessible and effective
for our learners. In return, these collaborative meetings have helped build trust, strong interpersonal relationships and
a shared sense of responsibility among the faculty.
Collaboration also takes place throughout the week, both informally and formally, among language and subject teachers
within specific year groups. Collaboration is also pursued during the Tuesday afternoon professional development
sessions.

8. TEACHER ABSENCES AND SUBSTITUTION
In case of absence teachers are required to notify the school’s HR Coordinator, Zainab Khanji (zkhanji@beacon.edu.bh)
and the Principal/ EC or ES&MS Coordinator by email as early as possible and at the latest by 07.00 am.
Teachers are requested to inform the school about the estimated duration of their absence, provide a medical note
and send all necessary information and support to the substitute teacher. Substitute teachers should update their
colleagues on what has been covered during their absence.

9. REPORTING
9.1 PROGRESS REPORTS
Reports are issued at the end of the first and final semester. For Middle School there will also be an additional
Progress Report in October. All reports are sent digitally and allow parents to discuss academic progress with
their children before the conferences take place. For reporting purposes the assessment levels are as follows:
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The Concepts and Competency Assessment Levels are:

ACCOMPLISHED

The learner demonstrates a consistent and thorough mastery of the relevant knowledge
and a sophisticated, perceptive understanding of all-important concepts. There is always
evidence of analysis of a variety or perspectives and consideration and evaluation of a
variety of alternatives. The learner is able to apply their understanding in a wide range
of familiar, closely related and completely unfamiliar situations.

COMPETENT

The learner demonstrates mastery of the relevant knowledge, concepts and/or
competencies. They are able to apply their understanding independently in a range of
closely related situations.

DEVELOPING

The learner demonstrates some mastery of the relevant knowledge, concepts and/or
competencies. They are able to apply their understanding in controlled situations with
support.

BEGINNING

The learner demonstrates limited mastery of the relevant knowledge, concepts and/or
competencies. They may be able to make some connections between the concepts.

NOT ASSESSED YET
(for full CGC assessment levels rubric see Appendix 2)

9.2 LEARNER LED CONFERENCES AND 3-WAY CONFERENCES
At mid first semester and second semester, the school organizes learner-led conferences where the learners
discuss their progress and achievement with their teacher and parents through the use of portfolios. It is the
individual teacher’s responsibility, in collaboration with the learner, to develop, update and maintain the learner
portfolio on an ongoing basis. Teachers within same level teams will discuss and agree the final organization
and presentation of the portfolio. The 3-way conferences allow learners discuss the progress reports with their
teacher and parents and set goals for the next period.

9.3. LEARNER PROMOTION REQUIREMENTS
To be eligible for promotion, a learner must have:
a positive disciplinary record (with due reference to ministry directions)
a minimum of ‘developing’ progress in all subject areas
a record of regular attendance as described in the section on Student Attendance Policies (see below)
There may be special and rare cases when a learner is unable to meet the expected developmental and/or
behavioral standards. In these situations, and despite the ongoing support and individual attention of the
school, the learner may be asked to repeat the grade level.

BPS TEACHERS’ HANBOOK 2020-2021
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9.4 LEARNER ATTENDANCE POLICIES
A learner missing a maximum of 10 school days per semester is required to make-up all schoolwork covered
during his/her absence. Teachers discuss with the learner the importance of attending school on a regular
basis and inform parents of attendance policies.
A learner missing 15 school days per semester receives an incomplete grade report. He/she is required
to complete all schoolwork missed and additional assessment will be required in all subject areas to assess
current progress during the week following the end of the trimester in which the extensive absences have
taken place.
A learner missing more than a total of 30 school days per school year cannot receive credit for the year. He/
she may be allowed, conditions permitting, to repeat the grade at the discretion of the school.
Learners are encouraged to attend for the full school day. On the rare occasions a learner needs to leave early,
permission must be granted by the Section Coordinator/ Principal and the learner must stay in class until the
end of the period.

9.5 GUIDANCE AND PROGRESS MEETINGS
Guidance meetings are held among teachers, administrators and counselors to discuss the academic and social
progress of the learners and will be held four times a year to explore individual learner progress. These meetings
can also help identify and support, through goal setting and intervention, learners facing specific challenges. All
teacher input must be supported by appropriate and detailed evidence. Parents are informed of all decisions and
strategies that arise from the meetings.

9.6 NON-REGULAR REPORTS AND PARENT-TEACHER MEETINGS
Parents may request appointments with their child’s teacher during the reserved weekly parent-teacher
conference period, or the teacher may schedule a conference with parents. In both cases, discussions between
teachers and parents are recorded, signed, and a copy placed in the learner’s file. In these meetings, teachers
should present the learner’s portfolio that include samples of the learner’s work as evidence of performance.
The portfolio may include but is not restricted to; worksheets, rubrics, checklists, running records, and anecdotal
records etc. Parents should always be informed in good time and well in advance of any formal reporting session
of any significant issues or concerns.
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10. COMMUNICATION WITH PARENTS
10.1 GENERAL
Letters or emails of concern sent by teachers to parents require prior approval from the administration. Copies of
such communication and any replies must be kept in the learner’s file. In such cases teachers are requested to:
clearly explain the expectations to the learners.
be available with evidence of learning for parents when meetings are requested.
copy and file any responses on the following school day.

10.2 OPEN HOUSE
During the first month of the school year, parents are invited to a Parents’ Day where teachers present the school’s
vision, mission, learning principles and educational system (CGC). These are delivered through appropriate classroom
activities rather than formal presentations.

10.3 NEWSLETTERS
Throughout the year teachers are required to collect evidence of learning through the portfolios, supported by
photographs. Pictures are to be taken from: classroom situations, displays of learner’s work, celebrations of learning,
School Without Walls, field trips etc. Teachers are to archive the pictures in labelled folders on their own device and
share these folders with the Learner Affairs Officer and BPS IT Department. These pictures may also be used for
promotion purposes and the yearbook.

10.4 YEARBOOK
A yearbook committee will be established in the beginning of each academic year (September). The yearbook
committee is responsible for creating a yearbook to celebrate and document life at Beacon. The yearbook committee
is headed by an advisor/mentor supported by another member from the faculty and passionate learners as members
of the committee to fill the positions of writer, photographer, editor, designer etc.
Teachers are required to collect suitable photographs throughout the academic year for inclusion in the yearbook.
A selection of high quality and representative photographs will be submitted to the yearbook Advisor, along with a
short accompanying text, in February/ March.

10.5 PARENT TEACHER LEARNER ASSOCIATION (PTLA)
The PTLA acts as an enthusiastic volunteer force, that aims to support our school community by providing meaningful
and enriching programs for our learners in a diversity of areas: educational, social, cultural and financial.
General Goals
to establish strong alliances between the parents, teachers, administrators, current learners, graduates
and School’s Board by speaking with one voice.
to create a spirit of active communication and collaboration among the parents, teachers, administrators,
learners, graduates, School Board, and the community at large.
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to provide moral and material support for the school.
to support the relations between the school and the community, and to cooperate in resolving issues that
might arise where the support of the PTSA is needed.
to encourage community participation by supporting programs, events, and other programs.
to promote communication among the community, ensuring that ideas and opinions are shared and
valued.
. to enhance the educational programs by calling on expertise from the community in the areas of: Arts,
Sciences, Music, Heritage, Environment and similar, to the benefit and enrichment of all stakeholders.
to participate in organizing social, athletic, or recreational activities that will benefit the school financially
and ethically.
to participate in the growth and development of the school general goals by delegating members of the
parents’ representatives to the Board of Trustees, in accordance with the internal constitution of the
Board of Trustees.
(full details of the PTLA Constitution are available in the ‘BPS Policy and procedures Manual’)

11. SUPERVISION OF STUDENTS
11.1 GENERAL
Teachers are expected to encourage the positive behavior of learners at all times on the school premises or during
external school activities, providing them with appropriate recognition, advice and correction as necessary.
Teachers must report to the counselor/administration any situations that require intervention. Faculty and
staff are responsible AT ALL TIMES for the safety and wellbeing of all learners under their supervision: in the
classrooms, on field trips, in the playgrounds, during early/ late duty, during after-school activities and schoolsponsored trips abroad.

11.2 IN THE CLASSROOM
Teachers should:
receive their students at the door of their classroom to welcome them, and bid them farewell at the door
of the classroom as they leave.
make certain that students observe the agreed classroom expectations.
create a classroom environment conducive to learning.
seek advice and help from their colleagues, counselors, special education teachers and administrators when
such help is needed for dealing with learners who are facing certain challenges;
avoid keeping learners in classrooms during breaks, unless it is under their direct supervision;
be consistent in their approach and manner;
ensure that learners are back in class after using any of the school facilities;
be in school and ready to receive learners from 07.30.
Teachers must never leave learners unsupervised in the classroom at any time. If a teacher needs to leave his/her
classroom for any reason during a lesson, they must notify a colleague or the office and remain with their class
until someone can come and stay with the learners during their absence.
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11.3 IN THE PLAY AND COMMON AREAS
Teachers on duty must circulate around the playground and common areas to make certain that learners are
properly supervised at all times. Teachers should refrain from gravitating towards one another, using mobile
phones or socializing when on break duty. Supervisory duties, before classes, during breaks, and after school,
are assigned to all teachers on a rotation basis.
During breaks EC and KG1 learners have their breakfast in their classrooms. Teachers are required to remain in
the room with their class until they finish eating their snacks and help them clean their tables. Teachers should
then accompany learners to the closest exit leading to the internal common area/or playground. Learners
should not be watching videos/ television during snack time. Middle and High School learners are not allowed
to use their iPads during the daily breaks.
Teachers of KG2-5 are required to accompany their learners to the closest exit to the play area. Duty teachers
should support the learners in cleaning and tidying all break areas.
Learners are not allowed to bring personal items, toys, or games to school. Fighting, shoving, rough play and
unacceptable language are not tolerated. Teachers must deal with any incident of misbehavior or bullying as
per BPS guidelines and inform the counselor (please see ‘BPS Anti-Bullying Policy’ in the Policy and Procedures
Manual). Supervising faculty should assist in monitoring learners’ snacks and encourage/ model healthy eating
at all times.

11.4 AT DISMISSAL
At dismissal time, teachers who have classes last period accompany their learners to the reception area (KG2)
or the gym (Grades 1-5) in order to supervise learners being collected by their parents or guardian. Parents
will be issued with identity cards and these should be checked by teachers. If there are any concerns teachers
should report these immediately to administration before releasing the child. Teachers should refrain from
socializing with colleagues or talking to parents during dismissal time.

11.5 DURING AFTER-SCHOOL ACTIVITIES
Teachers responsible for after-school activities must supervise learners prior to, during and after the activity.
Teachers in charge of an after-school activity must ensure that the learners are supervised until their parents or
guardian picks them up. If carers are late then teachers should inform administration. In the event of an injury
or accident during an activity, please contact the school nurse immediately, or a school administrator by phone
if need be. An ‘incident report form’ must subsequently be completed and sent to administration.

11.6 ON FIELD TRIPS
Teachers accompanying learners on a field trip are responsible for explaining the expectations to their learners
and to supervise and care for learners while they are away from school. Learners must be properly supervised
at all times. On bus trips teachers are to make certain that learners remain in their seats with their seat belts
fastened when the vehicle is in motion.

BPS TEACHERS’ HANBOOK 2020-2021

19

11.7 SCHOOL TRIPS ABROAD
Teachers responsible for taking learners on school-sponsored trips outside of Bahrain are responsible for the well
-being of learners in their custody. The school administration will have the final decision as to who is selected to
accompany learners traveling abroad. Teachers are expected to observe the school’s regulations and disciplinary
policies.

12. SAFETY
12.1 FIRE DRILLS
Fire drill exercises will be implemented as deemed necessary by the administration
(a minimum of two drills per year).

12.2 EVACUATION PLANS
In the event of an emergency where learners need to evacuate the school buildings and the immediate areas,
the following procedures should be implemented:
The administration will ring the fire alarm bell to signal that all learners, teachers and staff should move to
the outside areas as designated in the Fire Drill Procedures.
At this time, an administrator will advise the faculty and staff that they need to move their learners to the
assembly point, in order to be as far away from the school buildings as possible.
Once all classes are outside at the assembly points, teachers will take attendance to make certain that every
learner is accounted for.
The Security Guards and the Facilities Coordinator will also check to make certain that all other faculty and
staff members have evacuated the building.
Parents will be notified immediately by a short message (SMS) telling them of an emergency and
that they should come and collect their children.
As parents arrive to collect their child, the child’s teacher will be requested to tick the name of the learner
who is being collected by his/her parents or guardian.
Faculty and staff are requested to remain calm, helpful, and cooperative during the evacuation in order to assist
parents and to allow for the efficient collection of learners.

12.3 LOCKDOWN
BPS will always take appropriate and immediate action in response to any threat, presumed or confirmed, to
the school community. In the case of such serious threats, a full ‘lockdown’ procedure will be initiated.
‘Lockdown’ means the complete prevention of entry to the school premises and the securing of all learners and
teachers in designated areas within the school campus, depending on circumstances.
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‘Serious threat’ may involve a physical threat to the building, the presence of a person or persons outside
the school building who pose a threat to individuals or groups within the school, or a more general threat as
communicated by the Bahrain authorities.
Responsibilities
The school will ensure that:
all procedures are clearly understood by the school community (and made age appropriate as necessary)
and practices and simulations have been carried out;
all admin and support staff will be aware of the procedures and requirements and will have specific roles
and functions as required;
the established emergency response team will be given and will understand their specific roles and
responsibilities;
the emergency response team will be known to the school community and clear lines of communication
established;
the decision to initiate full lockdown will remain with the Director/Principal or section coordinator or a
chosen designate.
Procedures – immediate threat
Teaching Staff will:
take classes immediately to the designated secure area (Elementary/ Middle School - the LMC, EC/ KG1 - EC
building);
conduct a learner headcount;
report any missing learners to the Emergency Response Team;
move students away from windows and doors.
reassure learners and maintain a calm and positive mood;
report any specific concerns to the Emergency Response Team.
Emergency Response Team will:
assist in moving learners, teachers and visitors to places of safety;
help secure all entrances, public areas, toilets and grounds;
support teachers in maintaining calm in classrooms;
coordinate the process of school evacuation if this is announced;
maintain on-going communication with teachers, Director and Principal / Coordinators;
liaise with police, emergency service providers and the civil authorities as necessary.
Procedures – threats signaled by the Bahrain Authorities and prolonged lockdown periods:
learners and teachers will be moved to the designated lockdown area (school gym);
suitable supplies and resources will be established within the lockdown area;
the emergency response team will coordinate the situation and manage teachers and resources;
the Director or Principal will liaise with the outside school authorities;
the Director or Principal will communicate with parents.
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All teachers are responsible for ensuring an orderly, calm and positive atmosphere throughout any lockdown
situation. When a decision to go to ‘lockdown’ has been made, a ‘lockdown alert’ will be broadcast over the school
speaker loudspeaker system – ‘This is a lockdown alert. All teachers and learners move to the designated areas.’
Communication with Parents
The Director (or Principal/Section Coordinator) will decide on the timing and content of communication with
parents. The Director (or Principal/Section Coordinator) will liaise with any external authorities and act upon
advice. After any lockdown, a full report will be shared with parents and after reflection any agreed changes and
improvements to procedures will be implemented.

12.4 DISTANCE LEARNING
In the event of emergency school closure for learners (for example on the advice of the Ministry as a response to
epidemic/ hazardous conditions) the school will implement a digital learning program (‘Distance Learning’). In
these circumstances BPS is committed to offering a coherent and structured approach to distance learning and to
this end will strive to offer a rigorous program of both learning and assessment. Authentic learning opportunities
will be provided for all learners, with detailed teacher input and guidance. Effective distance learning relies upon
continued positive collaboration and communication among administration, teachers, learners and parents. The
contents of the program will vary, in terms of expected outcomes and format depending on the section of the school.
This will range from play-based activities and storytelling in EC to full digital classrooms with assessed work in
the Middle School. Continuous feedback will be sought from the parents and the PTSA with regards to workload,
relevance and procedures. (for further details see the ‘BPS Digital Citizenship and Digital Device Acceptable Use
Statement’ and our ‘Distance Learning Policy’ in the BPS Policy and Procedures Manual)

13. MINDFUL MONDAY
At BPS, learners and teachers engage in weekly mindfulness micro practices to promote fundamental life skills that
help them manage anxiety, learn to navigate emotions and self-regulate behavior.
Based on research, regular mindfulness practices allow learners to build strong ‘inner’ resources to help them
thrive in an ever-challenging world.
The three main purposes behind Mindful Mondays at BPS are to:
promote our learners’ well-being
strengthen compassion
allow our learners to achieve personal and academic success
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14. FIELD TRIPS
Field trips are considered an essential element of the curriculum. Educational trips offer the opportunity to extend
the learning beyond the classroom to real life situations.
The teacher in charge of a field trip should:
complete a ‘Field Trip Request’ form and submit this to the curriculum coordinator 7-10 days prior to the
event
distribute trip information and parent permission slips one week prior to the trip
collate permission slips with emergency numbers to take on trip
collect the learners’ permission slips at least 24 hours prior to the date of the trip
provide the administration with a list of learners participating in the trip
remind the accompanying teachers of the trip details and their duties, and inform all other teachers of this
grade level about the trip
send brief details of the trip to the LMC Coordinator for inclusion on the events calendar
ensure that the First Aid Kit and trip mobile phone (from HR) is available to take on the trip
ensure that no changes are made in the trip plan and no unauthorized stops are made for any reason
ensure learners are seated properly on the bus, seatbelts fastened, and noise kept to a minimum
insist that learners respect the regulations of the place visited and that their behavior during the visit is
exemplary. Any cases of misbehavior should be reported to the administration immediately upon returning
to school.
contact the school office in case of delay or emergency (66 0000 88)
remind learners of all expectations prior to any field trip
provide HR with a brief summary field trip report and photographs (8-10) for school social media and
yearbook
Please note that a nurse will accompany all external pre-school and elementary trips.
(see: ‘BPS Field Trip Risk Assessment Form’ and ‘Field Trip Additional Safety Notes’ in the Policy and Procedures
Manual)

15. STUDENT BEHAVIORAL PRINCIPLES
Teachers need to be acquainted with the BPS behavioral expectations and make certain that learners understand and
practice them at all times. With their daily and extended contact with learners, teachers are primarily responsible
for the clarification and implementation of these school expectations.
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15.1 BASIC EXPECTATIONS
Learners are expected to:
arrive at school on time
attend all classes on time
work , play and have fun according to expectations
be productive during the class
walk slowly and quietly in corridors, avoiding running, pushing, shouting, or loud noises
avoid rough play in break areas
be alert and responsive to the directions of the teachers
respect school property and the property of others
during trips, observe all of the above-mentioned expectations and any regulations relevant to the place visited
respect and cooperate with all teachers, school personnel and fellow learners
respect the rights of others
avoid abusive language and physical bullying
maintain cleanliness and tidiness
avoid bringing any toys, gifts and games to school
ensure that no sweets, nuts or chewing gum are brought into school
use only English language where English is the medium of instruction and use only Arabic language where the
medium of instruction is Arabic
Learner expectations:
Learners are encouraged to develop ‘voice and choice’ in terms of their learning. This can apply, for example, to
preferred learning styles and the use of spaces and furniture within the classroom that best suit their learning
needs.

15.2 BIRTHDAYS
Birthday celebrations involving food are only allowed from EC to KG2. Food should always be healthy, and sweets
and cakes should be avoided. No nuts/ nut products or sesame seeds are allowed. In the elementary school
birthdays can be celebrated through singing/ well- wishing etc.

15.3 PROCEDURES FOR DISCIPLINARY ACTION
In cases of misbehavior teachers should:
conference privately with the learner discussing expectations and reflecting on his/her responsibilities
keep a record of the learner’s attitude and behavior
discuss cases of learners exhibiting unacceptable behavior with the counselor
in cases of repeated misbehavior, report the case in writing to the Counselor and Principal / Coordinators prior
to calling the parents
In cases of persistent misbehavior, the administration will call parents for a conference in the presence of the
teacher concerned, the counselor and the Principal / Coordinators to discuss their child’s discipline problem and
possible solutions. At that time, disciplinary measures may be taken, including formal warning and in extreme cases
to a request for the learner to leave the school permanently. In the case of vandalism, parents must pay the cost of
the repair or replacement of damaged item.
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SECTION 3
TEACHER REGULATIONS AND PROCEDURES

16. GENERAL
16.1 POLICY AND PROCEDURES MANUAL
All faculty and staff should refer to the BPS ‘Policy and Procedures Manual’, on the school website, for full copies of
current policies and detailed procedural notes.

16.2 SCHOOL DAY
School hours start from 7:50 AM to 12:40 PM (EC-KG1), from 7:50 to 2:40 PM (KG2-G5) and from 7:50 to 3:00 PM
(G6-G9) .
Teachers arrive at school at 7:30.
There is a duty schedule for picking learners from the parking lot.
Teachers are required to leave all their personal needs in designated lockers in the teachers’ lounge.
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Daily Timings, 2020-2021
ECE - KG1

Sunday, Monday,
Wednesday, Thursday

Tuesday
Short Day

Sunday, Monday,
Wednesday, Thursday

Tuesday
Short Day

Period 1
7:50 - 8:35
(45)

Period 1
7:50 - 8:35
(45)

Period 1
7:50 - 8:35
(45)

Period 1
7:50 - 8:45
(55)

Period 1
7:50 - 8:30
(40)

Period 2
8:35 - 9:15
(40)
Period 3
9:15 - 10:00
(45)

Period 2
8:35 - 9:15
(40)
Break 9:15 - 9:35
20 Minutes
Period 3
9:35 - 10:15
(40)
Period 4
10:15 - 10:55
(40)
Break 10:55 - 11:15
20 Minutes
Period 5
11:15 - 11:55
(40)
Period 6
11:55 - 12:35
(40)
Break 12:35 - 12:55
20 Minutes
Period 7
12:55 - 13:35
(40)
Period 8
13:35 - 14:20
(45)

Period 2
8:35 - 9:15
(40)
Break 9:15 - 9:35
20 Minutes
Period 3
9:35 - 10:15
(40)
Period 4
10:15 - 10:55
(40)
Break 10:55 - 11:15
20 Minutes
Period 5
11:15 - 11:55
(40)
Period 6
11:55 - 12:40
(45)

Period 2
8:50- 9:40
(50)

Period 2
8:30 - 9:10
(40)
Period 3
9:10 - 9:50
(40)

All Days

BREAK
10:00 - 10:30
30 Minutes
Period 4
10:30 - 11:15
(45)
Period 5
11:15 - 11:55
(40)
Period 6
11:55 - 12:40
(45)
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Break 9:40 - 10:00
20 Minutes
Period 3
10:00- 10:50
(50)
Period 4
10:55 - 11:45
(50)
Break 11:45 - 12:15
(30)
Period 5
12:15 - 13:05
(50)
Period 6
13:10 - 14:00
(50)
Period 7
14:05 - 15:00
(55)

Break 9:50 -10:05
15 minutes

Period 4
10:05 - 10:45
(40)
Period 5
10:45 - 11:25
(40)

Period 6
11:30- 12:10
(40)
Period 7
12:10 - 12:50

Tuesday is an early release
day for students;
- Preschool and Elementary
students leave at 12:40 p.m.
- Senior students leave at
12:50 pm.
-Teachers attend workshops
and prepare collaboratively
Lesson Plans and Modules of
Inquiry.

16.3 TEACHER INSTRUCTIONAL LOAD
The normal weekly teaching load is a maximum of 1200 minutes; in addition to the teaching responsibilities, teachers
are assigned non-teaching responsibilities such as; duty supervision, planning time, meetings, professional learning
development, open house, parent conferences, coaching, substitution, after school activities, school functions
and events, entrance exams and other responsibilities as needed. Teachers should consult the yearly ‘BPS Events
Calendar’ for details and timings of all special events.

16.4 DAILY SCHEDULE
Teachers are requested to refer and adhere to their schedule and to check for any additional duties. Changes to the
schedule cannot be made without the permission and input of the Principal. Questions or concerns with regard to
the schedule should be communicated to the Principal / Coordinator.

16.5 EMAIL
Teachers are urged to check their emails at least twice a day. All communication from school will be through emails.
BPS Email Protocol
Email is an essential feature of school communication. All faculty and staff will be issued with an individual school
email account and will be expected to use this in all formal communication. Emails are the official method of
communication within the school and other formats and platforms, such as WhatsApp groups, are informal and
optional only.
When you send an email, you should write it in a calm and polite manner and make your requests and information
clear and concise.
General Expectations
During the school day, faculty should only check email when they are not teaching.
No emails should be sent between the hours of 19:30 pm and 07.30 am unless there is an emergency. There
will be no expectation to respond to emails sent between these hours.
‘All Teachers’ emails may only be sent by senior administration (Director/ Principal/ Section Coordinators).
Any faculty member wishing to email ‘all faculty and staff’ must receive permission from one of the above
first.
If a faculty member has a question or issue regarding an ‘all teachers’ email they have received, then they
should respond to the sender only, not via ‘reply all’.
Faculty should not automatically forward messages unless they are sure that this is acceptable to the original
sender.
‘BCC’ should only be used when needed to respect a recipient’s privacy, e.g. a mailing list of parents. Otherwise,
for transparency, ‘CC’ should always be used.
Only ‘CC’ recipients who really need to see the email/ document or are expected to be involved in some
actionable follow up.
Wherever possible, email people individually if you wish to point out some mistake or point for reconsideration,
rather than a whole group.
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Do not respond to rude or abusive emails, report to your line manager.
All emails to parents should be positive in tone and any serious issues should be dealt with at an organized
meeting, not via email.
Do not email learners outside of school hours or when they are in another teacher’s lesson.
Only ever use the official school learner email addresses.
Respond where required within two working days
Format
When writing emails staff should:
use a professional and polite register;
address the email using the recipient’s name;
use ‘spell check’ and standard formatting;
try to keep to one subject per email;
use the standardized school email ‘signature’.
Generally, emails should be used for information, not for expressing ideas, voicing concerns or sending personal
information on colleagues or learners. There are other processes and forums for these.

16.6 TEACHER ATTENDANCE
Full-time teachers are required to remain on campus during the entire school day and cannot leave during their
free periods without prior authorization of the administration.
Upon arrival in the morning, teachers are requested to sign in using the fingerprint scanner. This should be
repeated at exit time.

16.7 LEAVE
Faculty and staff are entitled to all official holidays with full pay.
All faculty and staff vacations and holidays are included in the school calendar.
The First Party has the right to ask the Second Party to work during official holidays when needed as per article
(57) from the Bahrain Labour Law No. 36 of 2012, The administration does not pre-approve Absences for Personal
Reasons immediately before or after a weekend, a holiday or a vacation. If this occurs, the faculty/employee will
receive a written notice.
Any sick leave certificate issued from outside Bahrain, must be fully certified, from a recognizable medical agency/
authority
If the absence is not covered by authorized medical certificates, it will be considered as an Absence for Personal
Reasons and the Second Party will be subject to deduction accordingly. The Administration must pre-approve all
Absences for Personal Reasons, and the Second Party will be subject to deduction per working day at the rate of
one day salary deduction.
The administration does not pre-approve Absences for Personal Reasons immediately before or after a weekend,
a holiday, or a vacation. If this occurs, the faculty/employee will receive a written notice.
Emergency leave approval will be at the discretion of the Director/Senior Leadership
All sick leave and other leave are to be communicated to the HR Dept and the section coordinator via email before
the start of the school day in order to give the school time to arrange for substitutes.
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16.8 PROBATION
Third Month of employment: End of Probation
Performance appraisal is a combination of formal and informal systems of evaluation regarding the performance,
related behavior and work outcomes of a member of the faculty or staff, to discover how the employee is currently
performing in their job and how the employee can perform more effectively in the future so that the employee,
organization, and community all benefit.
The probationary period is for the first three months starting from the first day of service for the staff members and
the first day of teaching for the faculty, during which either party has the right to terminate the contract. In this case
the party that terminates the contract should give notice.

16.9 RENEWAL OF CONTRACTS FOR TEACHERS
By mid-November the administration will issue a notice to teachers requesting each teacher to indicate his/her
intention to renew their contract for the following year. By the first week of January, the signed contract extension
for the following school year must be returned.
In case a teacher is not intending to renew his/her contract, he/she should give the school seven months’
notice with an ending date of 31st of July.
In case the school is not intending to renew the contract of a teacher, the school will give the teacher seven
month’s notice with an ending date of 31st of July.

16.10 WARNING LETTERS ISSUED BY THE SCHOOL
Warning letters will be issued in case of repeated non-compliance with school policies. The first and the second
letter will serve as a notice and the third letter will result in stricter disciplinary action (for example, pay deductions
or termination of the contract) with the mutual agreement of the senior management.

16.11 PAYMENT OF SALARIES
Salaries are paid monthly in Bahraini Dinars.
Payment will be made through bank transfers; an employee can open a bank account as soon as the CPR is
issued.
The salaries are transferred on the last working day of every month and should be in the account within a
maximum of 3 days depending on the respective bank.
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16.12 GOSI DEDUCTIONS
Bahrain citizens are registered with and receive their indemnities from GOSI. Each of the two parties pay their
share of the payments due, according to the GOSI Regulations. At the end of their service, non-Bahrain teachers
receive their indemnity on the basis of Bahrain Labour law, Calculations are based on the basic salary of the last
year of service, excluding any allowances or other payments made. Non-Bahraini staff members will receive their
indemnity according to the Bahraini Law. Any unpaid pending amounts will be deducted from the last salary and
indemnity due to the Second Party.
GOSI for Bahraini employees:
GOSI Deductions: Total GOSI deductions is 19 percent of the basic salary out of which 12 percent to be paid by
the school and 7 percent to be paid by the employee
GOSI for Expat employees:
GOSI Deductions: Total GOSI deductions is 4 percent of the basic salary out of which 3 percent is to be paid by
the school and 1 percent to be paid by the employees.
You can read the law related to GOSI by using the link below:
https://www.sio.gov.bh/public/SIO_law?lawpage=12&ln=E

16.13 WORKING WITH OTHER PARTIES
Any BPS member of faculty or staff working with another party beside Beacon Private School, including private
tutoring, coaching and training etc. is considered in breach of contract.

16.14 PERSONAL EXPENSES
Claims for personal expenses must be submitted on the relevant form to the Principal/Coordinator in the first
instance. Once signed by the Principal/Coordinator it will be forwarded to accounts.

16.15 ADDITIONAL BENEFITS
In addition to the salary package, the teachers will have benefits that may extend to cover some accompanying
eligible dependents (legal spouse and children between ages of 3 years by August 31, and 18 years, still studying at
pre-university levels).
Benefits already provided by other employers cannot also be offered by BPS.

16.16 END OF SERVICE BENEFITS
Bahrain citizens are registered with and receive their indemnities from GOSI. Each of the two parties pay their
share of the payments due, according to the GOSI Regulations.
At the end of their service, non-Bahrain teachers/staff receive their indemnity on the basis of Bahrain Labor
law. Calculations are based on the last basic salary, excluding any allowances or other payments made.
Any unpaid pending amounts will be deducted from the last salary and indemnity due to the Second Party.
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16.17 TUITION FEES
Tuition fees for eligible children (maximum 2) are provided for children studying at BPS only, in grades Pre-K
through the highest available grade level.

16.18 MEDICAL INSURANCE
Faculty and staff will be provided with a medical insurance card, as well as an insurance package which will detail
all the different benefits you are entitled to and a list of eligible hospitals, among other important information.
Health insurance is provided worldwide to faculty and staff members only under the school’s selected medical plan.
Coverage includes the US for US citizens only.

16.19 TEACHER JOB DESCRIPTION
See Appendix …..

16.20 TEACHER HANDBOOK
The BPS Teacher’s Handbook has been developed to provide teachers with an overview of policies, procedures
and benefits. It is intended to familiarize employees with important information, as well as provide guidelines for
your employment experience in an effort to foster a healthy work environment. Teachers are required to sign a
confirmation that they have received a copy of this handbook.

16.21 DRESS CODE
The traditions and cultural habits of the country must be understood and respected. In addition, BPS recognizes
cultural diversity among its faculty and staff and the associated need for a shared dress code. Faculty and staff
members are therefore expected to maintain a professional and well-groomed appearance at all times, in keeping
with the image of BPS and the Kingdom of Bahrain.
Acceptable male attire: long trousers, a shirt with tie and shoes (no trainers/sandals/ flip flops etc.)
Acceptable female attire: professionally appropriate dresses, long trousers, skirts below the knee, blouses with a
modest neckline and no less than half sleeve and appropriate shoes (again no flip flops/ open sandals/ high heels
etc.)
In general, faculty and staff members should avoid clothes that are frayed, ripped, T-shirts, sleeveless shirt/
vests, sneakers, casual Capri, tank tops, midriff tops, halter tops, sweatshirts, short skirts, tight fitting clothes and
transparent fabrics of any kind. As a rule, the more frequently an employee interacts with the public, the more
modestly they should dress.
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16.22 GIFTS
Personal gifts to school personnel are against the BPS principles, policies and regulations. Parents are notified
of this regulation. In case parents do send a personal gift, faculty and staff members are required to apologize
for not being able to accept the gift.

16.23 BPS HEALTHY EATING GUIDELINES
The only snacks allowed in the classrooms include sandwiches, banana bread and fruit, vegetable, milk and milk
products (there is no classroom refrigerator available therefore your child might need a chilled lunch box) and
similar items that are free of refined sugar, nuts, coco and chocolate.
High fat, high carbs and sugary foods will not be allowed. These items will be returned home if brought in (such as
but not limited to: chocolate, cookies, fruit roll-ups, snack cakes, waffles, jam, scones, granola nut bars, popcorn,
chicken nuggets, French fries, potato chips, candy bars, processed cheese, Nutella, peanut butter, chips and soda/
fizzy drinks). The only beverage allowed with snacks is water. Be mindful of allergies, NO (pea)nut or sesame
products. We are a nut free school. Bringing a daily snack of individual portion from early childhood to Grade 5
is the responsibility of the parent, no snack will be provided by the school. Please be aware that our school is in
the planning stage of having a school cafeteria in the future to provide learners the option to purchase appropriate
snacks and lunches. More information will be shared at a later date.
Learner Cafe’ :The Learner Cafe’ is located in the first floor of the middle and highschool building. It serves learners
from Grade 6-9. The food is provided by Eastern Bakery.
Learners can bring healthy food from home for morning breaks and lunch. However, Easter Baker will be proving
healthy snacks and juices, bookable online, which will be available in the Learner Café.

16.24 SCHOOL UNIFORMS
Learners are required to wear a neat and tidy school uniform at all times. Teachers are responsible for enforcing the
school’s uniform and reporting to the administration any learner not abiding by the requirements.

16.25 LEARNER ABSENCE
Teachers record learner absences in ManageBac according to the set policies and are responsible for collecting
excuses from absent learners upon their return to school, checking validity of excuses, and submitting them to the
Learner Affairs Officer for filing or follow-up.
On the second day of consecutive absence, or in case of repeated absences, the admissions and academic affairs
coordinator Ms. Shaikha, will contact the parents for clarification and follow-up. Ms. Shaikha will then inform
teachers.

16.26 LEARNER ILLNESSES AND ACCIDENTS
In case of illnesses or accidents while on campus, learners should be sent immediately to the infirmary and the
incident must be reported to the administration. The nurse will complete an incident form and email this to the
parents. In the case of serious illness or injury the infirmary will inform the Principal /Coordinator and appropriate
action will be taken. Parents will be informed as soon as possible. In less serious cases the nurse will communicate
directly with the parents. In addition, the Ministry of Education requires that whoever witnesses an injury or
accident must accompany the child and nurse to the hospital.
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16.27 SMOKING
Smoking is strictly prohibited anywhere on the school campus.

16.28 COFFEE AND FOOD
Coffee, tea, cream, and sugar are provided by the school and placed in the teachers’ lounge. Coffee, tea and food are
not to be consumed during a teacher’s scheduled class time. In school we encourage healthy eating and teachers
are expected to set a good example for students. We do not provide snacks for students and teachers are expected
to help monitor what children bring from home. Coffee and tea should not be carried in the corridors and halls
during break times. Closed flasks/ beakers should always be used rather than open cups or mugs.

16.29 THE HOLY MONTH OF RAMADAN
During the Holy Month of Ramadan, teachers must not eat, drink, or smoke in public. Separate lounges will be
allocated for fasting and for non-fasting teachers and these must be respected. On the 15th day of Ramada ‘Gargaon’
isf celebrated. This is a festival aimed at children who wear traditional Bahraini/ regional dress and take part in a
variety of specific activities. All learners are welcome to wear their own national dress when ‘Gargaon’ is celebrated
at school. ‘Gargaon’ also features traditional dance musical performances. Whilst the school observes this festival,
parents are informed not to send ‘Gargaon’ treats to school.

16.30 MAINTENANCE AND REPAIRS
Teachers who discover that any piece of equipment or furniture is damaged should fill in the appropriate form and
submit to the facilities coordinator, Mr. Rajan, to arrange for quick repair.

16.31 REQUESTS FOR SUPPLIES
At the end of each academic year, school supply forms are issued requesting teachers to indicate those items needed
for the following year. Request forms are also available for requesting copybooks, exercise books, and folders. A
separate stationery request form is also available for disposable items required during the school year.

16.32 REQUEST FOR JANITORIAL SERVICES
Teachers are reminded that classrooms, lounges, and other work areas must be kept clean and tidy at all times.
Janitorial services are to be requested from the facilities coordinator, Mr. Rajan, using the appropriate form, when
needed.

16.33 CLASSROOM FURNITURE AND EQUIPMENT
Teachers are fully responsible for all furniture and equipment items in their classrooms. Teachers should make a
detailed inventory of these items and are requested not to give any furniture or equipment to other colleagues or
take any item to/from storage without prior permission from administration.
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16.34 GRIEVANCE POLICY
BPS STAFF AND FACULTY GRIEVANCE POLICY
This policy is currently in draft form only. The policy will require alignment with local Bahraini Ministry and legal
requirements.
This policy is for all faculty and staff at BPS.
BPS is committed to allowing employees the opportunity to raise concerns in a formal, transparent and fair manner.
This is for the benefit and protection of both the individual faculty and staff members and the school as a whole.
The process for raising a grievance should be used when problems or concerns cannot be solved through the
normal channels of communication with individual line-managers and/or HR. Grievances should be resolved, as far
as possible, through prompt and open discussion and negotiation with recognized members of the administration.
The grievance procedure also only applies to individuals and not to groups or representatives of group interests.
The grievance procedure cannot be used for matters beyond the schools’ responsibility or control (such as health,
external taxation etc.)
Grievance Procedure:
The Director and Principal /Coordinator must be informed, in writing, of any formal grievance in the first instance.
If the grievance concerns the Principal then a written statement should be sent to the Director.
If the grievance involves the Director then the document should be sent to the HR Officer. The HR Officer will then
chair a meeting between the faculty/staff member and Director with the school lawyer present.
Within one working week the Director will arrange a meeting with the member of faculty/ staff and confirm this
in writing. A second nominated member of the administration will attend as will the HR Officer.
Notes of the meeting will be taken by the second member of the administration and circulated to all parties
immediately after the meeting.
Any documentation relevant to the grievance in question must be shared at least 48 hours before the meeting.
As far as possible the grievance should be resolved during the meeting, if not then there will be a ‘rest’ period of
three days for further investigation/ reflection.
Any decision or final outcome will be communicated to all parties in writing, no longer than 24 hours after the
conclusion of the meeting.
Outcomes may include:
statement of actions to be taken to resolve grievance;
grievance upheld (in full or part);
actions to be taken as a result of confirmed grievance;
grievance dismissed (with reasons);
the right to appeal.
Appeals
If the employee is dissatisfied or disagrees with the outcome of the grievance meeting, written notification must
be given to HR within 48 hours, stating specific reasons for disagreement.
The appeal will be considered by board members and a final decision given in writing within one working week.
There is no further opportunity to appeal, within school, after this decision has been made.
Full records of any formal grievance procedure must be held by the school. These files are confidential, however
all directly involved parties have a right to request access. The grievance procedure may be related to concurrent
disciplinary procedures.

34

BPS TEACHERS’ HANBOOK 2020-2021

SECTION 4
NEW EMPLOYEE ORIENTATION

17. OFFER STAGE
17.1 SIGNING THE OFFER
Upon acceptance of the job offer, the following documents have to be sent to Beacon Private School Human
Resources department:
Confirmation of Qualifications:
The Employee is responsible to provide evidence of qualifications obtained that are accredited by the Ministry of
Higher Education and other authorities from their respective countries. Please see below for the documents that
are required. Teachers should always have all the originals of the below documents as the Ministry of Education
can also ask to see original documents. All documents with clear stamps to be submitted to HR in colored soft and
hard copies before you start work.
Contracts are contingent upon submission of the following authenticated documents:
Receipt of a signed copy of the job offer wherein the employee (faculty/staff) accept the position and terms.
CID and Police Clearance Certificate as per the Bahrain Law for Bahraini nationals and residents. Police clearance
certificates are certificates of good conduct that are mandatory requirements from the government of Bahrain
for all employees (faculty/staff) to ensure that those employed do not have a criminal record.
Good Conduct Certificate/FBI background check clearance from the country that you reside in.
Original High School Certificate with transcripts attested/apostilled.
Original Bachelor’s degree, PGCE certificates/Teaching Diploma and Master’s Degree attested/apostilled.
Original Transcript of Records for Bachelor’s degree, PGCE/Teaching Diploma & Master’s Degree attested/
apostilled.
Resignation acceptance letter or release letter by the last school/institution that you are resigning from.
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Two recommendations from previous principals/ supervisors or professors.
Copies of passport/ ID Card
Please note that all candidates for employment undergo a reference check as a condition of their employment with
BPS. Failure to pass this will result in cancellation of the employment contract.
Additional Bahraini Nationals requirements:
Ministry of Foreign Affair’s attestation stamp (of the country where the education was completed) and
Bahrain embassy in the country where you are coming from on the above documents
Notarized documents: the procedure for authenticating documents executed before a notary public, such
as affidavits or acknowledgments, varies from country to country. It is advisable to contact the appropriate
authority to learn what the requirements are in your country.
Faculty from the United States.
The information below has been gathered from the given website. Kindly reverify the information.
https://bh.usembassy.gov/u-s-citizen-services/local-resources-of-u-s-citizens/notaries-public/
We recommend that U.S. citizens authenticate their documents (especially educational certificates and marriage
certificates) in the U.S. before coming to Bahrain. The Embassy is unable to authenticate documents. Documents
bearing apostilles are recognized in Bahrain without any further authentication. An apostille is an international
stamp that makes the document valid and legal in Bahrain. The Kingdom of Bahrain is now a party to The Hague
Convention Abolishing the Requirement of Legalization for Foreign Public Documents. For your document to be
valid in Bahrain it needs to be legalized by a Hague Apostille. No embassy legalization is required.
Please note: the continuation of the contract is subject to Ministry Of Education approval. The First Party has the
right to terminate the contract of the Second Party in case of MOE disapproval or refusal to register the teachers
on the MOE system.

17.2 THE WORK VISA APPLICATION
Upon receipt of the above-mentioned documents, BPS’s HR office will initiate the application for Work Permits
and Entry Visas into Bahrain.
Important note:
Passports should be valid one year when applying to the residence visa. If not, they need to be renewed at this
stage, prior to work visa application.
Travel during the visa process:
Should new faculty members wish to shortly visit Bahrain during the visa application process or once it has
been issued, and prior to their official joining date, they must inform the School’s Human Resources department
before doing so, as this could lead to visa cancellation.
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Medicals
Your employment with Beacon Private School is contingent upon the completion of a pre-employment medical
examination that declares you fit to work. The following medical examinations are required from all overseas newly
hired employees:
detailed comprehensive history - general and occupational
vital signs, blood pressure, visual activity, height and weight
general medical examination
chest x-ray for all expats
serology blood investigation including HCV, HIV, HbsAg and VDRL for all expats
biochemistry for liver and renal function
complete blood count
stool R/M and culture to rule out salmonella and shegella
Immigration laws require that persons seeking residency in Bahrain are screened for tuberculosis, HIV and
Hepatitis B and C. Positive results will disqualify you or any of your family members from residing in Bahrain. We
therefore advise that all family members are examined by their personal physicians prior to your move. Any other
additional tests required will be undertaken from the school.
All expenses incurred in relation to processing the above documents will be reimbursed when the receipts for the
documents are submitted. Any costs relating to travel arrangements, transportation and courier costs will not be
reimbursed.

17.3 UPON VISA ISSUE
Most Expats will arrive in Bahrain on a ‘visa on arrival’ (depending on the nationality).

17.4 RELOCATION AIRFARE (for External Contracts only)
The school’s HR office will contact the employee at the commencement of initial contract to arrange flight bookings.
The school will provide a one-way economy class air ticket for employee (and spouse where relevant) from your
Home of Record to Bahrain and from Bahrain to the Home of Record at end of service. If the Home of Record is over
200 km from the closest international airport, the flight may start at a different closer airport.
Eligible faculty and staff members and their accompanying spouse are entitled every summer to a round-trip ticket
between Bahrain and their Home of Record. The annual tickets will be booked through Dadabhai Travels and the
ticket cannot be encashed. If a faculty member is travelling to any other country other than the Home of Record on
the contract, then the difference in fare will need to be paid by them directly to Dadabhai Travels.
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17.5 SHIPPING OF PERSONAL BELONGINGS (for External Contracts only)
A shipping allowance shall be provided at the beginning and end of service, on the basis of 150 kg of unaccompanied air-freight luggage for single teachers, 200 kg for married teachers with non-working spouse, and
300 kg for couples both working at the school. The shipping costs will be reimbursed upon submission of shipping
receipts upon arrival in Bahrain and will be capped on (BD 200).
It is advised to arrange door to door shipping with your freight company otherwise extra delivery costs will be
incurred.
The shipping of personal belongings by overseas hires should be sent to this address:
Beacon Private School
Block 109, Avenue 14
Al-Hidd, Kingdom of Bahrain
Phone number: + 973 66000088
Attention: Zainab Khanji

18. ARRIVAL IN BAHRAIN
18.1 ARRIVAL AT BAHRAIN INTERNATIONAL AIRPORT
Teachers will be offered hotel accommodation for the first 7 days from their arrival in Bahrain. The teachers will
need to find their own private accommodation within these 7 days. Teachers will have been given information
beforehand on a range of reliable letting agencies and their contact details. An airport pick up will be arranged
to take the teacher to the hotel accommodation. He/she will hand you the following:
cash advance of BD 200. This amount will then be deducted from your first month salary.

18.2 TEACHER ACCOMMODATION
External faculty and staff are entitled to the below accommodation allowances:
BD 325 for single teachers
BD 375 for a married teacher with spouse not working at BPS
BD 425 for a teaching couple (both working at BPS)
Where a faculty or staff member is leaving the school for good, they are expected to make arrangements with
their landlord to vacate the accommodation by the end of June of that year as the housing allowance will not
cover the month of July of that year.
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18.3 BPS IDENTIFICATION (ID) CARD
Faculty and staff members must submit 4 passport size photos to the school. These will be used for any official
requirements (e.g. school id card and insurance). The school id provides a greater level of security for both the
school and the individual and should be worn visibly at all times.

18.4 TRANSPORT ARRANGEMENTS
Transport will be provided on school days between school and the school-provided hotel accommodation
during the induction period.

18.5 DRIVING LICENSE CONVERSION
The Bahraini temporary driving license is compulsory for any person who wishes to drive while on work visa
(BPS teacher status). This can be obtained in your first week depending on the country in which the original
driving license has been issued. The process itself does not take more than 20 minutes during which you will
perform an eye test at the Bahrain Traffic Department. You will be guided on the steps during the HR workshop.
The Temporary Driving License is only to be issued before obtaining your Residency Permit. Once your Residency
Permit has been issued, the Temporary Driving License needs to be cancelled and replaced with a new Permanent
Driving License.
Important notes:
An International Driving License is acceptable for visitors only, not for overseas hires on an official visa.
Costs related to obtaining driving licenses are not covered by the school.
Non-US and non-EU driving license holders will have to subscribe to a driving school and pass the exam
successfully in order to obtain one, at their own cost (please check the rules at the time of applying for
the license).

18.6 BIRTH CERTIFICATES AND REGISTRATION
It is possible to get married in Bahrain and you should contact your embassy for details. Women must be
married to have a baby in Bahrain. The hospital in which your child is born will issue you with the paperwork
necessary to obtain a birth certificate, and new-born babies must be registered at services.bahrain.bh to obtain
a birth certificate. Once a birth certificate has been issued, then a residence permit can be processed; this
should be done within the baby’s first two months. Parents are also responsible for registering the birth with
their country’s embassy or consulate.
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18.7 BUYING A CAR
Buying car becomes possible once the CPR (Bahraini Identification Card) has been issued.

18.8 STANDARDS OF CONDUCT
To ensure orderly operations and provide the best possible work environment please ensure that you carefully
observe and comply with standard business ethics. This includes the points below and during the induction you
will be requested to sign the associated forms, as a formal adherence to BPS standards of conduct:
proper use of corporate asset
Confidentiality Declaration
Conflict of Interest Declaration - private teaching classes outside the school are considered an infringement
of the Conflict of Interest clause and are strictly forbidden
Other terms and conditions:
Teachers are equipped with a MacBook and iPad for their daily lessons, these are considered school property
and are to be returned to IT department at the end of a school year. Any damage caused to the equipment will
be deducted from the respective faculty or staff member.
Teachers are allocated a teaching resource fund of 300 dollars for the year. The resources that the teacher
requires should not exceed the above amount. You will need to complete an order form, state the reason for
the request and submit to the curriculum coordinator.
BPS offers individual iPads for learners, wireless internet access, Apple TV, video and digital cameras to name
a few of our technological tools. The equipment in each classroom is the teacher’s responsibility.
Faculty and staff are encouraged to participate in school activities as they promote the school community,
however, if there are extraneous circumstances that prevent you from attending an event your Principal /
Coordinator is to be informed.

18.9 SCHOOL TIMINGS
School hours are from 7.30 am to 3.00 pm (EC-G5) and from 07.30 – 3.30 (G6-G9).
Faculty and staff are expected to arrive before or sharp at 7.30.
A rotational schedule will be advised for pickup of students from the parking lot.
All personal belongings should be left in the lockers in the teachers’ lounge and can be accessed during
break times.
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SECTION 5
ABOUT BAHRAIN

In many recent articles in various publications within the country and internationally, Bahrain has received top rankings
in relation to happiness, health, education, income and friendliness compared to many other countries in the Middle East
and the World. These surveys were conducted by many international organizations such as the FBI (Federal Bureau of
Investigation, USA), Gallup Healthways, the International Trade Union Confederation (ITUC) and The United Nations.

CLIMATE
Bahrain’s climate is characterized by mild winters and hot summers with temperatures reaching over 40 degrees celsius.
July and August are the hottest months of the year. Rainfall is scarce, falling mainly between November and March, and
winter nights can be cold.

POPULATION
The population of Bahrain is in the range of 1.5 million. Bahrainis account for approximately 568,000 of this total with the
remainder made up of expatriates, mostly from the Indian subcontinent, other Arab countries, Europe and the US.

LOCAL TIME
Bahrain local time is three hours ahead of GMT in winter and two hours ahead in summer. It is fixed across the country
and there is no summertime daylight saving.

LANGUAGE
The official language in Bahrain is Arabic, and it is used by locals and the Arab community residing here. The Arabic dialect
used in Bahrain is commonly called Khaleeji, in reference to the Gulf or AlKhaleej.
English is widely spoken in everyday life in Bahrain and most roads signs are written in both English and Arabic. English
is the business language for most organizations. In addition, English is widely used in tourist centers, hotels and malls.
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SAFETY
Bahrain is considered a safe country both for visitors and residents. The crime rate is much lower than in most Western
countries, but you still need to take sensible precautions with valuables and cash and avoid unfamiliar areas, especially
when alone or at night. Traffic accidents are frequent so exercise extra care while driving.

PUBLIC HOLIDAYS
There are two major public holidays in Bahrain which are religious ones: Eid Al Fitr and Eid al Adha. Besides these two
religious celebrations, the Kingdom of Bahrain celebrates its National Day on the 16th and 17th of December. Other public
holidays are to be found in the yearly calendar.

CURRENCY
The Bahraini Dinar (BD) has a fixed exchange rate against the US dollar. The rate is 2.64 to the dollar. Dinars come in
1,5,10,20 notes, with 500 fils (half of a dinar) and 100 fils coins.

ELECTRICITY AND WATER
Electricity and water are provided by the state-operated corporation EWA. The electricity supply operates at 230 volts and
50 Hz. Outlets in Bahrain generally accept a plug of three parallel flat pins. Tap water has a high salt content. Expatriates
use bottled water, which you can buy either from supermarkets or have delivered to your residence in five-gallon bottles.
Two water suppliers with phone numbers are listed below:
Aquacool Mineral Water Company: (+973) 17784101
Nestle Mineral Water Company: (+973) 17810910

DRIVING HABITS AND REGULATIONS
Driving is on the right and seatbelts are mandatory. Bahrain has a good system of roads. The volume of traffic, however,
can be very high at rush hours. A few things to know:
It is illegal to drive under the influence of alcohol.
It is mandatory to wear seat belts and to avoid the use of mobile phones while driving.
Speed limits are posted on roads, but if not, assume these are 60 km/h in built up areas and 80km/h otherwise.
Jumping a red light is a federal offence and takes you to court.
Penalties or traffic fines should be settled as soon as possible, which can be done through e-government website
bahrain.bh
Keep all documents, such as your registration card and insurance, in the car and always carry your driving license with
you.
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AL-HIDD
Al Hidd (Arabic: الحد; transliterated: Al-Hidd) is a town in Bahrain, located on a sand spit on the southeastern extremity
of Muharraq Island. The altitude of Al Hidd is 3m. Before the discovery of oil in Bahrain, the inhabitants of Hidd
were largely involved in the fishing or pearl diving industries. Many of Bahrain’s fijiri performance groups are based
in Hidd. Al Hidd is a very religiously and culturally conservative area of Bahrain, with many of the town’s firjan, or
neighborhoods, being composed of old buildings. Hidd used to be administered under its own municipality, but today
it falls under the Muharraq Governorate. South of Hidd town lies the Hidd Industrial Area, built on reclaimed land. In
addition to several factories, the Industrial Area has built on it a large power plant, a water desalination plant (which
supplies 75% of Bahrain’s clean water requirements), and a drydock (Arab Shipbuilding and Repair Yard or ASRY).
Hidd lies south of the Bahrain International Airport and Arad. The Shaikh Khalifa Causeway connects Hidd to Juffair
on Bahrain Island. The most notable landmarks around Hidd is the Arad Fort, Prince Khalifa Bin Salman park and Hidd
Park.

ENTERTAINMENT
Bahrain offers cinemas showing international films, luxury hotels with a variety of dining options, shopping malls with
brand names and children’s play areas, fishing expeditions, clubs for every interest, international music shows and desert
landscapes.
Other useful information can be found in:
Bahrain this month: has articles on recreation and is one of the best ways to learn about Bahrain.
Time out Bahrain Magazine: A monthly publications available at many local hotels and stores. Among other
things, it contains a calendar of events in and around Bahrain.
Expat Bahrain & Mums in Bahrain classifieds website: A website for people living in Bahrain. It contains
classified ads and upcoming events.

GETTING AROUND
Uber and private taxis are readily available and relatively inexpensive. Cars can be rented for short periods or leased
for longer periods. Leasing is a good option as you do not have to worry about finding a replacement when a car needs
servicing or has to go through the annual registration procedure.

RAMADAN
Ramadan is the Holy Month, lasting a full lunar month, the dates of which change each year and are 10 or 11 days
earlier than the previous year. All Muslims are required to abstain from food, drink, tobacco and certain other pleasurable
pursuits between sunrise and sunset. Ramadan is a very important time for all Muslims. In the hot weather fasting is
extremely strenuous and hours of work are shortened accordingly. Non-Muslims are expected to show consideration and
not eat, drink or smoke in public during daylight hours.
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SECTION 6
APPENDICES

ASSESSMENT PRINCIPLES
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APPENDIX 1. REPORTING AND RECORDING: CGC ASSESSMENT PRINCIPLES
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APPENDIX 2. REPORTING AND RECORDING: CGC ASSESSMENT DESCRIPTORS
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APPENDIX 3. TEACHER JOB DESCRIPTION

BEACON LEARNING PROFESSIONALS
Teaching on Principle
Conceptual
We understand that...
Language of and for
Learning
…we need a shared
language that describes
what learning is and how we
do it.

Competency
...we are able to:
•
•
•
•
•

Ownership of Learning
...we are all able to learn and
ultimately responsible for
our own learning.

•
•
•
•
•
•
•

Nature of Learning
...learning is emotional and
cognitive and is both an
individual and social
experience.

•
•
•
•
•

Contexts of Learning
...learning transfer happens
best in rich, relevant
contexts.

•

•

Explicitly develop fluency in the metacognitive Language of Learning (the three
C’s) in ourselves and in other learners.
Support all our students in acquiring the language for learning that is necessary
to access learning in our classroom/discipline.
Effectively co-plan, co-teach, co-moderate with colleagues to provide optimal
learning access to all learners.
Employ simple, precise language; focus on key vocabulary and structures.
Utilize different ‘languages’ to convey meaning e.g. verbal, visual, kinaesthetic.
Support learners in self-regulated cycles of goal-setting, planning,
demonstrating, reviewing and reflecting/self-assessing.
Provide feedback that is timely, specific, actionable and respectful.
Take professional responsibility for mastering the pedagogies required to
developing deep conceptual understanding, high levels of competency and
strong character.
Identify and build on the strengths of learners.
Incorporate the learner’s voice and choice in multiple contexts.
Develop and model positive learning dispositions.
Co-create classroom cultures with learners.
Establish meaningful relationships, making the best use of diverse interests,
competencies, and passions.
Create safe, caring and appreciative learning environments, attending to social,
emotional and cognitive learning purposes.
Use collaborative practices appropriately and engage multiple perspectives to
deepen understanding.
Effectively use differentiated practices to enhance learning.
Encourage risk-taking and use ‘failure’ as a learning strategy
Design learning that has a clear, sustained purpose beyond ‘the disciplines’,
explores important questions, is connected to larger ideas, and develops an
understanding of how concepts are connected across different contexts and
disciplines.
Deliver authentic learning opportunities that extend outside the time and place
of the traditional classroom.

Our Character Learning
We are becoming more....
Learning Dispositions
Open
...to diverse perspectives and
to new ways of thinking.
Reflective
...consistently learning from
successes and struggles.
Resilient
...sticking at a goal,
overcoming barriers, finding
solutions.

Personal Values
Committed to Integrity
...consistently acting with high moral purpose, trusted to do the right thing, however
difficult.
Fair
...considering all perspectives, acting in the best interests of the whole.
Compassionate
...feeling empathy with the positions of others, acting with consistent kindness.
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