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Overview

1.1. Description / Prohibitions

· Responsible for teaching in his/her subject area(s).  Subjects taught are reflective of teacher's certification, unless teacher's contract states otherwise.

· All discussions and questions regarding Islam should be supported by evidence from Qur'an and Sunnah.  Doubtful matters should be referred to Islamic Studies teachers.

· All references to romance, love, boy/girl relationships and/or sexual subjects should be discussed according to the teachings of the Qur'an and Sunnah.

1.2. Staff Attire/Appearance

Female Staff Members:

· Scarf must be worn, which covers all hair, ears, and neck.

· Long sleeves must be worn, to the wrist.

· Loose-fitting outfit must be at least ankle-length.

· No make-up (including Kohl), perfume, or nail polish (color or clear) is allowed.

· Some type of socks must be worn.

· Fingernails must be kept short and clean.

Male Staff Members:

· Loose-fitting modest pants.

· No gold jewelry.

1.3. Education/Certification

· Holds a Bachelor's degree.  Arabic teachers must be speakers of Arabic with teaching experience.

· Holds appropriate endorsement(s) and/or meets Florida Council of Independent Schools (FCIS) accreditation requirements for teaching the assigned grade level.

1.4. Experience

· Successful completion of student teaching assignment.

· Previous teaching experience in subject area and/or level is desirable.

1.5. General Expectations

· The teacher is expected to encourage students to seek knowledge in a professional manner.

· The teacher is expected to implement items described in the section entitled "Performance Areas, Criteria, and Indicators" in daily activities.

2. Orientation

· Teachers will be expected to pre-plan and attend in-service training and workshops during the last two weeks of the summer, before the new academic year starts.  

· All teachers will be expected to view or participate in all in-service training programs before classroom teaching begins.

· All teachers will review the faculty and student handbooks with at least one member from the administration committee and sign a statement of understanding and agreement.

· All first year teachers will be placed on probation for the first quarter of the school year.

· All first year teachers will be assigned to a mentor veteran teacher.

First year teachers will also be subject to class inspections undertaken by the Administration and will be provided with an evaluation.

3. Expectations

The following is a partial list of teacher expectations.  It is not meant to be all inclusive, but rather to give guidelines in some areas.  In general, staff members are expected to be professional educators with a focus on meeting student needs.  Individual initiative and independent decision making within the context of the school adopted policies and professional standards is encouraged.

3.1. Accountability

The teacher is personally and professionally accountable for the responsibilities outlined in his/her contract as well as all applicable expectations as detailed in the staff/faculty handbook.

3.2. Curriculum and Instruction

Universal Academy of Florida maintains curriculum objectives in all areas.  Each instructor has flexibility in meeting these objectives (outcomes).  Teachers have flexibility in adding materials to the standard curriculum, but the minimum must be met.

General Guidelines

· Each teacher is responsible for escorting and staying with her class in the dismissal area until all of his/her students have been picked up or 3:30.  Secondary students will assist teachers in escorting their class to the drop off point.  Teachers will follow a rotation schedule for duty at the drop off point. If a student is not picked up by 3:30 p.m., that teacher shall escort the student(s) to the office and contact the parents.

· Staff children should remain with their homeroom teachers until 3:15.

· Teachers are responsible for closely monitoring their surroundings and, in the event that strange persons are seen in or around school grounds, the office should be immediately notified.

· Teachers must not leave their classrooms at any time unsupervised.  Taking care of phone calls and other personal business should be done before or after school or during planning time.

· Teachers should not socialize with other teachers, staff members, parents, or students during school hours.  It is necessary that teachers use preparation periods for school related activities and not personal business.

· Teachers should not give candy to students as rewards or incentives.  

Lesson Plans

· Instructional activities should be planned in advance with clear outcomes focused on the [Your School] objectives.

· Lesson plans need to be available as a personal guide and for substitute teachers should the need arise, or teachers may prepare a written guide for a substitute to follow.  When a teacher is being appraised, it will be useful to present a lesson plan for that lesson.

· Teachers will prepare Quarterly Plans at the beginning of every quarter.  A copy of these Quarterly Plans must be handed to the Administration for filing.  In the case where there are two similar grades, these teachers need to work together and work out an identical plan for both classes to follow.  Only one of these Quarterly Plans needs to be handed into the office.  The Quarterly Plan should be available on disc and on paper.

· Teachers are to prepare lesson plans on a weekly basis.  Teachers are expected to keep one copy for their personal reference.  A copy of the lesson plans is to be turned into the Office.  Teachers will have feedback on these plans if the need arises.  Teachers seeking help with their preparation must seek the assistance of the Administration.  Each teacher will have a binder in the office with his/her plans on file in them.

· Lesson formats should be reflective of student learning styles and needs. [Show differentiation of learning abilities].

· Teachers are encouraged to integrate Islam into all subjects where it is possible.  Teachers can consult with the Islamic Studies department for assistance, when needed.

· Relevance and purpose of each lesson should be clear to the teacher and the students.  Materials, methodology, and format should support desired outcomes and motivate students into learning.

3.3. Additional Requirements

At the beginning of the school year, each teacher should write and send a letter of introduction with each student for which she will be responsible.  This letter should include such things as educational background, teaching experience, student expectation -- goals for the year, and any special activities or considerations.

A class expectation outline and a syllabus (one per subject) should be distributed to each student by the end of the first week of each quarter. Parents of the Kindergarten children can go onto our web site and be able to access the curriculum. We will try to have web-sites for each grade on the internet by the end of the school year.

Class Expectations Outline

· Teachers must make students aware of the following expectations:

· Academic expectations for each subject, grading procedures, opportunities for enrichment or acceleration.

· Criteria for grading tests and essays, when applicable.

· Behavioral expectations and standards, with great emphasis and clarification of the discipline policy. 

                                      Students  will have a daily morning assembly                                      

 for 10 minutes during which students open with Qur’an followed by general announcements and Islamic reminders.

Quarterly Awards’ Assemblies will be held to recognize outstanding academic and Islamic achievement.

Quarterly Syllabi have been provided for each grade and 

subject:

The quarterly syllabus, one per subject, includes a detailed outline of:

· Weekly plans for subject and chapter coverage

· Dates of planned quizzes and tests

· Dates of quarterly exams

· Due dates of major projects

· Due dates of homework, if applicable

· Make-up procedures for excused absences

· Grade distribution for the following areas:

· Homework

· Pop quizzes

· Class participation

· Extra credit activities – To a maximum of 5 points per subject per quarter that can be added to a final grade.

· Pre-class preparation

· Scheduled quizzes and tests

· Scheduled Quarterly exams

Plan Alteration

On occasions when it becomes essential to make adjustments to the planned syllabus, it becomes the teacher's responsibility to make a written note in the following week's lesson plans explaining the circumstances.  In subject areas where it is impossible to go by a syllabus, it is to be stated so and explained.  The purpose of the syllabus is not to make the teacher's job tedious, rather to help us ensure the realization of the planned objectives and curriculum outcomes.  Also, the syllabus allows the parents to become involved in their child's education.  In addition, the students must be informed of, in writing, of any change in assignments, tests, or due dates.

3.4. Attendance

All students are expected to attend each class every day unless they are excused for an illness, emergency, or have been given administrative permission for a leave of absence.

Teachers are expected to communicate to students the school’s expectations regarding attendance and make-up procedures.  In the cases of excused absences arising from illness, students will be given a number of days to make up their assignments equal to the number of days that them missed due to this illness.

The teacher must implement all of [Your School]'s regulations regarding attendance, tardiness and absences. Attendance is a legal record.  Accuracy on these records is essential.  Three unexcused tardies will count as one unexcused absence.  More than 5 unexcused absence in one quarter will lead to a drop in a letter grade in each subject missed.  By law, students must attend at least 80% of the school days in order to move on to the next grade level.  In the case of [YOUR SCHOOL] (170 days of school), a student can miss no more than 34 days out of the entire year.

3.5. Homework

Definition

Homework consists of school related projects or assignments which are completed outside the regular school day.  Both the time and the nature of the homework will vary according to factors such as age, grade, special needs of the individual student, and the units of study being emphasized in the classroom.

Purpose

Homework serves several important purposes for the student, including:

· To practice what they have learned at school.

· To get ready for the next day’s work.

· To use resources such as libraries, encyclopedias and the internet.

· To develop a sense of responsibility.

· To practice effective study habits.

· To reinforce and apply school learning.

· To allow students and parents to spend quality time together, developing a love and appreciation of learning together.

· To help children learn good habits and attitudes. Homework can teach children to work by themselves and encourages discipline and responsibility.

Time

Students should spend a given amount of time almost on a daily basis working on homework related activities.  Reading should be a daily portion of their "homework" time, either shared with another person or independently.  Other homework may include homework that has been "assigned" by the teacher, or "free choice" activities, such as studying spelling words, practicing handwriting, or memorizing Qur'anic verses.

Guidelines

The following guidelines are used in determining the quantity of homework a student is assigned four or five days a week.

Grade

Homework Time

PK-1st

15-30 minutes

2nd-6th

30-60 minutes

7th and up
90 minutes and up

If a student is assigned very little or no homework on a regular basis, parents should contact the child's teacher to discuss possible reasons and to help resolve them.

Note:  Sometimes students do not use time at school (or home) wisely or do not plan long-range projects well, and therefore get "behind" in their homework.  When this happens, it will be necessary for the student to spend more than the suggested time on the homework.

3.6. Grading

Teachers must adopt very clear criteria for student evaluation.  The criteria is to be clearly defined and outlined in lesson plans, class expectations and quarterly syllabus.  The following grading guidelines are provided as a model.  Teachers may choose to implement the same or a system of their own; however, quarterly grades in all subject areas must reflect student's performance in the following areas.

Homework






10-20%
Discipline






Up to 10%

Teachers might use this section to further penalize repeated offenders of the school's behavioral expectations.  The teacher's judgement is final for this grade.  This grade could also be used to reward students with good behavior.  Reminder, this percentage is averaged into the final grade and cannot be deducted from graded assignments or tests.

Class Participation/Classwork



  
Up to 10%

Teachers should use this section to recognize students who participate in and prepare ahead for classroom discussions and activities.

Scheduled Quizzes



 

 Up to 20%

Pop Quizzes





  
Up to 15%

Projects






  Up to 25%

Tests







Elementary:
Up to 30%

Secondary:
Up to 40%

Teachers should try to ensure that students are not given more than two tests per day.  Spelling Tests and Qur’an Recitation are excluded from this limitation.  

Quarterly Exams




Elementary:
Up to 25%

Secondary:
30% - 40% 

Scheduled quarterly exams are intended to measure the student's achievement over one quarter.  These exams allow the teachers to measure long-term retention of information covered, which allows for modifications in teaching style and requirements when found beneficial.

There will be four quarterly exams in each subject area.

Quarterly examination for a specific subject should be comprehensive in a way that covers a wide spectrum of materials covered throughout the quarter, and should be instrumental in measuring the student's acquired knowledge in a specific subject.

All draft test papers must be submitted to the Administration for approval, along with the answer key.  The number of points assigned per question should be written onto all tests.                                 

3.7. Grading Tests & Exams

Students are permitted to grade routine class exercises, which are subject to the teacher's review.  Grading major tests and exams is strictly the duty of the teacher.

Test Analysis


Teachers should analyze all tests/exams given to pin-point areas of difficulty vs. areas of mastery.  This analysis must be turned into the Administration for all Quarter Exams.

70% Rule

If 70% or more of the students miss the same question on a test/exam, the question must be eliminated from all students’ scores.

If 70% or more of the students fail a test/exam, the test/exam will not be counted, and the information on the test/exam must be re-taught.
3.8. Classroom Materials

All material used in the classroom should be directly related to specific objectives, outcome, and course content.  Additionally, all materials used are subject to all rules and regulations which apply to prohibited subject matters.

3.9. Grade Changes

No grade will be altered or changed without consultation with the teacher and approval by the Administration.  It is expected that grades will be supported by defined and consistent criteria supported by sufficient documentation.  Typically, changes will only be made to correct mathematical errors.  However, changes to grades can take place if inconsistent grading or faulty scores are discovered.

3.10. Field Trips

Field trips constitute our extended classroom approach to learning.  Emphasis is placed on visiting museums, factories, plants, and various labs to acquire a hands-on knowledge of the subject matter.  Additionally, [YOUR SCHOOL] will host several in-house school visits by professionals to provide the necessary exposure to many occupations, thus widening students' selections for career choices.

Teachers planning field trips must ensure that they are an educational extension of a particular topic; follow-up work must be done at school in order to get the full benefit of field trips

.

Requests for field trips must be made to the Administration at least two weeks in advance with the necessary documentation listed above.

Procedure:

· Field Trip Approval form must be filled out and approved by the by Administration. 

· Permission slips must be made, distributed, and returned.

· Substitute teachers must be found (By Office).

· Transportation must be arranged (By Office, if bus).

· Other transportation used must have current insurance and an experienced, safe driver.

· Cafeteria and other teachers teaching same students must be informed (By office).

· Chaperones must be arranged by teacher:

Elementary:
1 per every 5 students

Secondary:
1 per every 7 students

3.11. Student Behavior

· The teacher is expected to completely acquaint students with the school's behavior expectation, school rules, and discipline policy. (Review attached policy).

· The teacher's judgment in disciplinary matters is to be reviewed by the Administration.

· Students who continually disregard the school code will receive the agreed upon consequences and may be referred for counseling.

· Severe disregard for school property, theft, excessive use of profanity, immoral acts such as sexual promiscuity, distribution or use of pornography or profane literature, gang affiliation, possession or use of weapons and the use and promotion of drugs may be grounds for immediate expulsion.

Process

· Each teacher sets class discipline guidelines and enforces them in his/her classroom.

· When a teacher has exhausted his/her means of discipline, the student should be referred to the Administration with the Discipline Form filled out as completely and as accurately as possible.

· Once student referrals arrive in the office, they will be entered into the computer and followed-up by the Administration.

· Under no circumstances will corporal punishment or any other form of physical punishment be used at [YOUR SCHOOL].

3.12. Teacher Hours

Teachers are expected to be in the school building and attending to their tasks as specified in the general operating rules and/or by the time stipulated in the contact.  Every teacher has enough time for planning, extra duty, and communications with parents, students, etc.

Sign-In/Sign-Out

Staff members are required to sign-in and sign-out each day.

Sign-in:  Faculty members must sign in no later than 8:00 a.m.  All teaching staff is required to attend the Briefing Meetings held in the Office that will brief teachers on the events of the day and week.  These briefing meetings are extremely important to attend and full participation by the staff will ensure a smoother running of the school.  Failing to attend these meetings will be reflected on appraisal reports with a warning letter of further consequences.

Teachers arriving late need to call in before hand, so that the office can arrange to cover that class.  Teachers who are unable to come to school because of personal reasons should also notify the office so substitute arrangements can be made.

Sign-out:  Faculty members must sign out each day before leaving the school.  Each faculty member may sign out at 3:30, after having made sure that all of his/her students have been picked up/gone home.  Any students who remain after 3:30 should be escorted by the teacher to the office so that parents can be notified.  At this point, the teacher may sign out.

Personal/Sick Days:  Any absences need to be taken with prior written approval.  Forms are available in the Office.  In cases of emergency or unexpected absence, staff members are to call the school as soon as possible.  Forms should then be filled out upon staff-member’s return to school.

Rotation Schedule

Rotation schedules are set for the faculty members in the following areas:

3.12.1.1. Secondary Lunch and Dismissal:

Each faculty member is expected to follow his/her schedule as outlined by the Principal.  If for any reason, he/she is not able to fulfill his/her duties, he/she may not switch duties with another faculty member without written consent from the Principal.

3.12.1.2. Elementary Lunch:

Each homeroom teacher and/or assistant is required to be with his/her class during lunch.  S/he must not allow unruly behavior in the cafeteria, and no one should be allowed to take food or drink out of the cafeteria or from the designated lunch area outside.  The teacher is then responsible for escorting her students to class.

3.12.1.3. Elementary Dismissal:

Each teacher or his/her assistant must escort his/her class to dismissal and remain with the class until 3:15.  At 3:15, s/he must take any remaining students with him/her and inform the office that the students have not been picked up.  At 3:30, if the students still have not been picked up, they must be escorted to the Office by the teacher.

3.12.1.4. Salaat:

Each faculty member should cooperate to cover both the prayer area and the wudu area.  The faculty members must monitor and direct entrance into the masjid, forming of lines in the prayer, and dismissal from the masjid.  Khushu’ in the masjid should be stressed.  All teachers must attend Salaat.

3.13. Preparing Class for Teaching and Dismissal

Each teacher will be responsible for the neatness and cleanliness of his/her classroom on a daily basis.

No teacher should begin teaching until all desks are in an orderly formation and all items (pencils, papers, books, etc.) are cleared from the floor.  Teachers should also ensure both the Julian and the Hijri Calendar dates, as well as the bismillah are on the board, before proceeding to place class heading on the board.

No teacher should leave his/her classroom until:

· Chalkboards are erased (except for above-mentioned items)

· Desks are cleared and in orderly formation

· Floors are cleared of all items.

Homeroom teachers should also make sure chairs are stacked, lights are turned off and air conditioning is on the proper setting (75().  Homeroom teachers must also lead their students to the dismissal area on a daily basis.

In order for the students to feel that the classrooms are truly theirs, they should be allowed to give the classes a thorough cleaning at least once per quarter (washing walls, boards, windows, exteriors, etc.)

3.14. Correcting & Praising Students 

Faculty members should help the Administration in carrying the responsibility of drawing students’ attention to their bad deeds (suggestions on how to correct them) and for praising students for their good deeds, thereby encouraging them to do more good.

3.15. Teacher Meetings

Meetings will be scheduled prior to the beginning of the school year, and shall be listed on the Academic Calendar.

Teacher workshop meetings will take place on teacher workdays.

These workshops will be for the various educational levels:  Lower Elementary (PreK 3– K), Upper Elementary (1- 6) and Secondary (7 – 12).

Parents/Teachers/Administration:  Once per quarter.

Staff and Board Meeting:  Once per quarter.

Criteria

1. Staff meetings should be conducted according to presented agenda items. This time is to be used for sharing information or decision making and listing action items with due dates.

2. Airing of personal issues whether it is individual or group is not an appropriate use of staff meeting time.

3. The meetings should involve discussion of current issues that are relevant to the progress of the program, academic or otherwise.

4. Group discussion and input are very effective tools in addressing issues and concerns and resolving them.

5. Information that can be presented as a memo will be made available in writing to all staff members.

6. The agenda items should be submitted to the office for administrative review no later than 12:00 noon on the day before the meeting.

7. The Principal or Assistant Principal/Department Head will prioritize items for discussion and act as the meeting facilitator.

8. All staff should keep track of the times and dates of these meetings and should come prepared.

9. All staff is expected to attend the meetings as an essential part of their assignment at the [Your School].

Ground Rules for Staff Meetings

[Your School]’s Grounds for Staff Meetings and rules for effective meetings will be introduced to all staff members and should be implemented in all meetings at the [Your School].

1. All meetings shall begin and end on time, Insha’Allah.

2. In order to promote efficiency, all members shall prepare for meetings by reading background materials and by other means, as appropriate.

3. Side conversations should not occur during staff meetings, except as appropriate for small-group discussion of agenda items.

4. The level of trust should be such that statements and differences expressed within the meetings will not be carried beyond the walls of the meeting room.

5. All staff members shall serve as representatives of their respective programs.

6. Decisions must be based upon the [Your School]’s Philosophy/mission statement, awareness of Florida Council of Independent Schools guidelines, a synthesis of educational research literature, recommendations of professional organizations, and an analysis of the existing circumstances at the school.

7. When differences of opinion exist about a particular issue, every effort shall be made to reach a decision by consensus.  When consensus cannot be reached in what is deemed by the administrator to be a reasonable amount of time, the principal/administrator will make the decision.

8. All staff members shall support the final product of the decisions.

9. Any items not discussed by the end of the meeting shall be carried over to the next meeting.

10. Meeting documentation is the responsibility of the school secretary.  All teachers will be given a copy of the minutes before the next scheduled meeting.  In cases where the secretary is not present at meetings, the administrator shall designate someone to be in charge of taking minutes and forwarding them to the secretary for typing and distribution.  Each teacher will be held responsible for all items recorded in the minutes.

11. Meeting minutes are kept in the office as a reference, and will be subject to periodic administrative review.

3.16. Office Memos

Office memos are placed in teachers’ mailboxes.  Please read the announcements.  Once memos are placed in staff mailboxes, staff members are responsible for their contents.

The principal must approve all office memos.

3.17. Available Services

The school has typewriters, copy machines, computers, internet and copy services for faculty members.

Computers

A computer will be placed in the teachers’ lounge for use by the teachers.  It is the goal of the school to also provide at least one computer per classroom.

Copy Machine


Option #1

Copy needs can be taken care of in the office through the secretary.

Procedure:

Original set should be left with the secretary at least 24 hours before they are needed.

“Copies Requested” form should be filled out with teacher’s name, # of copies needed and date/period needed. Large photocopying will require administrative approval.

In the event the copier is not working, the school has an account with ProCopy (53rd St. &  Fowler, Tampa), which may be used.  However, in order for use of the account to be approved, the secretary must inform the Business Manager that the copier is not working.  Before going to ProCopy, teachers should inquire as to the number of copies allowed

Staff members should plan work in advance.  Use of the office copier will not be allowed.

Students, under any circumstances, will not be allowed to use the copy machine.




Option #2





Staff-members may opt to take their own supply of copy paper and make their 





own copies either in the Teachers’ Lounge, at home or at Pro-Copy.  Once the 





allotted supply of paper has been finished (20 reams per semester), staff will 





be responsible for supplying their own paper.

Coffee Machine

Coffee machines and supplies will be provided in the teachers’ lounge.  It will be the teachers’ duty to prepare coffee and to keep the machine, pot, and area clean.

Refrigerator/Microwave/Oven

There is refrigerator/microwave oven in the Male and Female teachers’ lounge for use by staff members only.

It is the teachers’ responsibility to keep these appliances neat and clean.

3.18. Protocol for Reminders for Teachers from Administration

1. Any complain or concern about the actions of a teacher/staff member should be put in writing (name, date, and nature of concern) and submitted to the administration.

2. Upon receipt of concern, a member or members of the administration should observe the action of teacher and have a conference with the teacher to discuss the nature of the concern.

3. If the concern is valid and actions have not been changed by the teacher, the teacher should be given a written reminder (copy to teacher, Assistant Principal, and Principal).

4. In the event that the undesirable action/behavior continues after the letter is received, there will be full administrative meeting with the teacher/staff member, and a decision will be made to determine an appropriate consequence.

5. If the problem is not resolved, it will be taken to the board of the school for review.

3.19. Suggestions/Grievances

Any comments/complaints should be made in writing and given to the secretary.  The secretary will make a copy to keep on file and will give original either to the Principal or the Assistant Principal, as deemed appropriate.  If a comment/complaint is of a confidential nature, the person making said comment/complaint should submit two copies to the Principal or Assistant Principal.

All comments/complaints should be accompanied by suggestions whenever possible.

It should not be assumed that verbal comments, complaints, or suggestions would be retained and/or recalled by member(s) of administrative staff.  Everything should be in writing.

Grievance Policy

1. An advisory Committee shall be in place to hear grievances of students and teachers.  The wisdom of the Qur’an and Sunnah must always be the guide.

2. Hasty decisions must never be made concerning student discipline unless and until it is according to written policy that is clearly made known to students, staff, administrators, and parents.

3. Disciplinary guidelines must be formulated for all members of staff and administration, regardless of their position (volunteer, part-time, full-time, substitute, secretary, assistant principal, principal) that is to be adhered to in a just manner.

4. When a grievance is issued in writing to the office – whether initiated by student or staff, it will be the duty of the office to set an appointment for the involved parties to be heard within 48 hours of notification.  At this time, equal opportunity should be provided without interruption for each party to state his case.  In this way, fairness is preserved.  No one should feel belittled or exalted.  This is what is recommended to us through the teachings of Islam.  Prophet Dawud was admonished for not hearing both parties in a dispute.  After this time, the issue can be discussed by the advisory committee, and a written decision should be issued to involved parties within 24 hours.

5. If it has been determined that the rights of a student, fellow staff-member, administrator, or parent have been usurped by a staff-member, written acknowledgement and apology must be made within 24 hours of the determination.  If this should happen a second time, the staff-member should be suspended one day without pay.  If subsequent offenses are made, up to five days suspension without pay should be the consequence.  Thereafter, if a subsequent offense is made, the staff-member should be dismissed from the school.

3.20. Substitute Teacher Guidelines

· Teachers should prepare either a clear outline of a daily plan, or a clear set of emergency plans for substitute teacher.

· A complete class list and a daily schedule with the plans should also be available.

· Substitute folders should be on file in the office.

· Other teachers should make every effort to help the substitute teacher with any special plans and/or schedule changes and/or in any other way that might be helpful.

· If teachers have any feedback about a substitute teacher, they should report it to an administrator.

· All substitute teachers will be required to fill out a form describing what they did while substituting.

· A lesson plan book is to be kept by each teacher for the purpose of guiding substitute teachers so that the program moves forward while the teacher is absent.

· A list of students with health or special educational needs should be available in the plan book.

3.21. Class Times/Early Dismissal

All classes should begin and end on time according to the official school timetable.  Deviations from the official timetable must be approved by the principal.

3.22. Building Usage During Business Hours

When using the school facility other than the assigned classroom, teachers should make an advance reservation to avoid conflicts in scheduling.

3.23. Building Usage After School Hours

All after hours or non-class time building use should be scheduled in advance and approved by an Administrator.  The “Building Use Permit” form should be completed and left in the office to be kept on file.

3.24. Parent/School Communications

Parents of students at the [Your School] shall sign the following commitment prior to the child(ren)’s being admitted at the school.

With Allah as your witness,

· Make the commitment to try to raise your child as a Muslim child,

· Make the commitment to remind your child to pray 5 times daily,

· Make the commitment to try to pray with your child at least once per day,

· Make the commitment to encourage your child to dress Islamically inside and outside of school,

· Make the commitment not to allow your child to come to the Masjid dressed UN-Islamically,

· Make the commitment to actively support the school, its policies, and its activities

· Make the commitment to attend the school at least one whole day per month

· Make the commitment to be aware of your child’s assignments on a daily basis,

· Make the commitment to require the development of your child’s Islamic character:  no lying, no disrespect to others, any mocking, etc.

· Make the commitment to understand and develop in your child respect for others and for him/herself

· Make the commitment to emphasize to your child the necessity to come to school clean, in clean clothes, with short and clean finger nails, with brushed, well-kept hair,

· Make the commitment to encourage your child not to slouch, not to sit with one leg on the other, not to talk back to teachers or each other, to always face the front of the class, not to deface property, and to keep the school clean.

Teacher Contact:

· Teachers are expected to make contact with parents in order to assist the student, the parent or the teacher in understanding and resolving education or behavioral issues.  Positive as well as issue-oriented communication is strongly encouraged.

· In no instance should a parent be surprised by their child’s progress or lack thereof.

· Aside from the three main conference days specified in the school calendar, each teacher should make an effort to meet or call parent(s) of every student in his/her class at least once every month.  The purpose of the meeting is to address special needs and concerns in which the parent can play a major role.  We cannot rely solely upon the parent’s taking the initiative in contacting teachers.  In most cases, parents of students in need of special attention do not follow up on their child’s progress, and we need to do all we can to get the parents involved.

Monday Folder

Teachers at all elementary grade levels are to send home weekly assignments/behavior reports on each student for parent signature.  After being signed by the parent(s), these “Monday Folders” are to be collected and kept in the student’s portfolio.  In the event that parents are not signing the Monday folders, a follow-up phone call should be made and possibly a conference with the parent(s) may need to be scheduled.

Teachers of all Secondary Students should send home Bi-Weekly Reports.

Mid-Term Reports



Mid-Term Reports are to go home after the 1st 5 weeks of each quarter.  These



Reports will go home to each student and will reflect the student’s Academic



Performance, Effort and Discipline.  For any student receiving a grade of 



“Weak” in any area(s), a conference must be set up between the parent(s) and 



the respective teacher(s).

Report Cards



Report Cards will go home to each student at the end of each quarter.

Parent / Teacher Conferences

Parent-Teacher conferences should be held once per quarter.  All conferences, whether in person or by phone, should be documented, including such information as the nature of the conference, date, time, and results of actions taken.  (See appendix for Conference Documentation Form).

Here are some tips for getting off on the right foot in parent conferences:

· Contact the parents and make sure they know the time and place of the conference.

· Always invite both parents, except when the student comes from a single-parent home.

· Contact parents early in the year.  Start communicating with parents as soon as possible and when an urgent need arises.   Make sure they understand your curriculum and expectations using the quarterly syllabi.  Let the parents know how to contact you.

· Allow enough time in the conference.  Schedule plenty of time – at least twenty minutes.  If you’re scheduling back-to-back conferences, give yourself a short breather in between.

· Be ready for questions.  Prepare in advance to answer specific questions parents have about their child’s ability, skill levels, and achievement.

· Get organized before the conference.  Assemble your grade book, test scores student work samples, and attendance records.  Have a general, but flexible timeline in mind for the conference.

· Greet parents at the door.  You’ll help parents feel welcome and relieve their anxiety if you greet them at the door by name.   Check records in advance so you have parents’ and stepparents’ names correct.

· Avoid physical barriers.  Don’t sit behind your desk or ask parents to perch on tin chairs.  Arrange conference seating so everyone can be comfortable.

· Open on a positive note.  Begin the conference with a positive statement about the child’s ability, work, or interests.

· Be specific in your comments and suggested course of action.  Identify problems and concerns with examples.

· Suggest specific steps parents can do at home to help.

· Ask for parents’ opinions.  Let parents know that you want to hear what they have to say.  Hear them out, even if the comments are hostile or negative.

· Focus on the student’s strengths.  It’s easy for parents to be defensive.  It will help if you review the child’s strengths and needs without dwelling on weaknesses or being overly critical.

· Use positive body language.  Nonverbal cues such as your smile, a nod, eye contact, and posture let parents know you’re interested.

· Be a resource.  Don’t feel you have to be all knowing or always right.  Fee free to say, “I don’t know” or “I didn’t know that, thank you for the information”, etc.

· Summarize.  Before the conference ends, summarize the discussion and the actions you and the parents have decided to take.

· Keep a record of all conference meetings.  You may find it helpful later to have a brief record of the comments and plans made during a conference.

· Follow-up.  Follow up on any issues that arise from the conference to demonstrate to the parent our commitment to their child’s education.

Student Needs Conference

· When a student is not making satisfactory progress (maintains “B” average), a referral by the teacher or the parent for a ‘student needs conference’ should be submitted to the principal/administrator.

· Prior to making a referral, the teacher should attempt the typical approaches to individualize instruction for the student.  The alternative approaches should be in a manner considered reasonable for the instructional setting.

· A team will meet to discuss the students needs and offer suggestions for improvement of the situation.  The team will consist of, at a minimum:

1. The principal/administrator

2. The classroom teacher

3. The parent

4. The student (when appropriate)

5. Others who have significant input

· The principal/administrator will facilitate the meeting.

· Another staff person will complete the documentation of the meeting

· The procedure will be to

1. Compile a list of needs for the student

2. To discuss possible resources, strategies, and accommodations available in the program to address these needs.

3. Establish realistic goals for a 3-6 month period for the student.  These should be limited to one or two of the highest priority needs of the student.

4. Review progress on the goal(s) set by the members of the student needs team within two weeks after the outcome date specified in the goal(s).

4. Teacher Evaluation
4.1. General

The teacher’s evaluation is an integral part of the learning cycle and a critical element for the attainment of the educational goals of the organization.  The principal is committed to applying an evaluation process, which is the basis of a teacher’s self-analysis and improvement.

4.2. Responsibility

The responsibility for the development, implementation, and improvement of procedures for evaluation of teachers rests with the principal.

4.3. Purpose

· Serves as basis for the improvement of instruction.

· Enhances the implementation of programs of curriculum.

· Serves as a measure of satisfactory performance for individual teachers

· Serves as documentation for unsatisfactory performance.

· Serves a measure of the professional development of teachers.

4.4. Definitions

· A probationary teacher is a teacher who has not completed three months of continuous employment with the [Your School].

· The evaluation process is one in which a teacher is observed, provided feedback, and given written evaluation reports designed to improve teaching performance.

· After the first six weeks of school, a formal evaluation of the teacher will take place.  (See Teacher Evaluation Summary below).  Before and after this evaluation, a conference between evaluator and teacher will be held.  Thereafter, formal evaluation will be held each quarter.

· As a result of the first formal evaluation, teacher and evaluator will develop a yearlong growth plan stating explicit goals to be achieved by the teacher by the end of the school year.

· Informal, unannounced visits will be made to each teacher at least once a month for observations.  Written summations will be forwarded to the teachers after the visits.

· Summative Evaluation Reports.  These reports address the six major performance areas.  Any performance area evaluated as unsatisfactory must be addressed according to the defining standards.  The evaluator may add indicators, which will further explain competency.  The Summative Evaluation Report, although containing the “Teacher Growth Plan”, will be considered a final and closing evaluative report for the current academic year.   The “Teacher Growth Plan” will, in this case, be considered a tool for improvement for the following year.

· Formative Evaluation Reports:  These reports, like the Summative Evaluation Reports, address the six major performance areas.  In this case, however, one or more of the six major performance areas may be prioritized for improvement during the current academic year.  These evaluation reports are based upon a shorter time period than the Summative evaluation and are intended to provide direction for instructional improvement, rather than closure.  When used, the Formative Evaluation Report will be contributed to data contained in the Summative Evaluation Report.

Data Sources

Evaluation data sources may include:

· Direct Observation

· Discussion/conferences with teacher and participation in committees and staff meetings

· Review of materials and resources used

· Parent, student, and/or peer feedback

· Student learning outcomes as measured in quizzes, quarterly exams, homework, and standardized tests

· Physical appearance of the classroom

· Ability to administer the school’s discipline policy

· Review of lesson plans and curricular scope/sequence

· Review of assessment tools/measures

· Documentation of professional growth experiences

· Documentation of compliance with the adopted policies and procedures governing teacher expectations and performance at [Your School].

Employment Status Recommendation

Teachers will be given recommendation for employment status based upon evaluation and the availability of positions.

4.4.1.1. Non-Renewal

A specific recommendation not to renew a teacher’s contract with [Your School].  Such a recommendation may be made on the basis of either the nature of the position to which the teacher was assigned, performance, or for any other reason the Principal, Administration Committee, and the Board decide upon.  If the non-renewal recommendation is based upon performance, this should be stated.  In any case, teachers must be notified of such a decision at least one month prior to the end of the school year.  Also, specific reasons must be given and explained to said teacher.

4.4.1.2. Retention

A specific recommendation to continue the staff member under contract at their current or new status with [Your School].  Recommendation must indicate how performance affects teacher’s recommendation and status.

4.4.1.3. Conditional Retention

A specific recommendation (without status change) to continue under contract but under the conditions related to a failure to meet performance criteria in one or more of the performance areas.  These conditions shall also include the provision of support and assistance toward remedying of the problem.  A teacher in this status must be informed of this status and the specific condition.

4.4.1.4. Dismissal

A specific recommendation to terminate immediately the employment of a probationary teacher or a teacher during the school year who is unable or unwilling t meet one or more of the performance criteria.  In such situations, the [Your School]’s Firing Policy will be followed.

The Board of the school shall have the right to terminate the services of any faculty member who proves detrimental to the school’s well being.

PROCESS

The faculty member in question will be given, by the Principal/Administrator, verbal reprimand with guidance regarding improper behavior or inadequate performance.

If to no avail, written warning will be given by the Principal to the faculty member in question with a noted appropriate period of time in which to correct his/her behavior or performance.

If to no avail, the faculty member will be brought before the Administration Committee of the Board and faced with the possibility of a two-week suspension.

If to no avail, the faculty member’s contract will be terminated with two weeks’ severance pay.

5. Evaluation Criteria

5.1. Definition of Performance Levels

Performance Areas 

Performance Areas provide an organizational framework and group performance criteria into general areas of responsibility.

Performance Criteria 

Performance Criteria are the standards by which a teacher’s performance is rated.

Performance Indicators 

Performance Indicators are observable behaviors that can be used to clarify the performance criteria.  The indicators may occur throughout the school year and may not necessarily appear in any one lesson or unit, if at all.

Satisfactory Performance

Teacher demonstrates successful performance in all performance criteria.

Unsatisfactory Performance

Teacher does not demonstrate successful performance or acceptable progress towards satisfactory performance in one or more performance criteria.

6. Performance Areas, Criteria, and Indicators

6.1. Performance Area #1:  Instructional Planning

Performance Criteria:  Plans instruction consistent with the approved curriculum for the assigned subject area(s) and grade level(s).

Performance Indicators:

Sets clear student-centered objectives at appropriate level of difficulty.

Prepares plans which incorporate curriculum objectives and approved texts and/or supplementary resources.

Demonstrates systematic long-term planning.

Uses instructional techniques that are appropriate to the student and the content of the lesson.

Selects various activities that may include visual, auditory, and kinesthetic modes.

Performance Criteria:  Takes learning needs and abilities of students into account when planning.

Performance Indicators:

Uses formal and informal methods to assess the abilities and needs of students.

Designs objectives and/or lessons based upon knowledge derived from assessment of students.

Uses resources available for assessment such as special education file, reading level, and health records.
Performance Criteria:  Plans effective use of instructional time and physical environment.

Performance Indicators:

Allocates appropriate amount of time for instruction.

Organizes materials to maximize learning opportunities.

Arranges appropriate physical environment based upon resources.

6.2. Performance Area #2:  Instruction

Performance Criteria:  Applies principles of teaching/learning to enhance student achievement.

Performance Indicators:

Teaches in sequential and appropriately paced manner.

Uses effective motivation, reinforcement, retention, and transfer strategies.

Conveys high expectations for all students to participate, learn, and be accountable.

Teaches skills for critical thinking, problem solving, decision-making, cooperative learning, and independent learning by students.

Performance Criteria:  Utilizes teaching methods that are appropriate for the objectives and students.

Performance Indicators:

Provides varied activities that are consistent with lesson objectives and student skills.

Provides relevant examples, models, and practice to support lesson objectives.

Uses questioning skills designed to encourage higher-order thinking.

Uses a variety of media, technology, and materials effectively and appropriately.

Assists students in making a transition from one objective or activity to another.

Uses community and district resources to meet student needs.

Modifies instruction to meet student needs.

Varies teaching strategies.

Monitors student progress at regular intervals and adjusts instruction accordingly.

Demonstrates consideration of learning styles.

Identifies developmental level of students.

Offers students alternative ways of achieving objectives.

Utilizes the library, media, and other services to arrive at curriculum outcomes.

Performance Criteria:  Communicates effectively with students.

Performance Indicators:

Asks clearly-stated questions relevant to the objectives.

Provides cues to prompt, correct or expand student answers and gives time for student responses.

Seeks clarification of student responses when needed.

Performance Criteria:  Provides and works toward maintaining student involvement during instruction.

Performance Indicators:

Provides opportunities for students to interact with each other for understanding and clarification.

Provides appropriate and timely feedback as it relates to the lesson.

Provides opportunities for questioning, speculation, and originality.

Clearly presents content and skills.

Provides clear, concise, and reasonable directions.

Solicits student ideas and integrates them into instruction.

Works toward maintaining a high level of student time on task.
6.3. Performance Area #3:  Assessment of Instruction and Learning

Performance Criteria:  Designs and uses evaluation strategies congruent with teaching techniques, learning objectives, content, and continuous assessment of students.

Performance Indicators:

Uses a variety of assessment techniques.

Performance Criteria:  Measures the effectiveness of instruction by evaluating student achievement.

Performance Indicators:

Uses a variety of evaluation tools, particularly quizzes, exams, homework, and group projects to evaluate student learning.

Performance Criteria:  Communicates student progress to student and parent/guardian.

Performance Indicators:

Communicates with students and parent/guardian about their needs and progress.

Develops a systematic plan to keep both students and parent/guardian informed.

Uses school reporting procedures and instruments.

Provides criteria that allows students to measure progress.
6.4. Performance Area #4:  Behavioral Management

Performance Criteria:  Establishes clear expectations for appropriate behavior according to school policies.

Performance Indicators:

Teaches and models expectations for student learning and provides opportunities for student success.

Encourages student expressions of respect for one another and self.

Utilizes an approach to student needs and feelings which is firm, fair, sensitive, and consistent.

Deals with behavioral problems effectively.

Teachers proper study habits.

Involves students, when appropriate, in establishing classroom management policies.

Establishes consequences for behavior.

Performance Criteria:  Instructs and counsels students to meet behavioral objectives.

Performance Indicators:

Reinforces acceptable behavior.

Involves parent/guardian when necessary.

6.5. Performance Area #5:  Human Relations

Performance Criteria:  Enhances positive self-concept and attitude toward learning among students.

Performance Indicators:

Respects and shows sensitivity to individual needs and concerns.

Provides opportunities for the student to assume responsibility and develop independence.

Performance Criteria:  Portrays a positive attitude in the school environment.

Performance Indicators:

Conveys enjoyment and enthusiasm for teaching and learning.

Displays a sense of humor.

Treats individuals with respect and dignity.

Works cooperatively with colleagues, parent/guardian, and community.

Performance Criteria:  Provides a positive attitude in the learning environment.

Performance Indicators:

Provides conditions under which students can exercise self-discipline, honesty, leadership, and community membership.

Establishes a caring and secure environment.

6.6. Performance Area #6:  Professional Responsibilities

Performance Criteria:  Participates in professional growth opportunities.

Performance Indicators:

Participates in staff development activities, educational courses, and/or professional organizations.

Remains current in content areas(s) and methods.

Uses self-evaluation to improve teaching.

Uses constructive advice for improvement.

Develops a yearly growth plan.

Performance Criteria:  Collaborates with others to fulfill responsibilities related to school goals and priorities.

Performance Indicators:

Participates in cooperative planning with colleagues.

Promotes parent/guardian interest in the education process.

Works toward the accomplishment of school goals.

Assists administrators and colleagues in establishing and modifying school procedures and resolving issues.

Participates in special school and community projects.

Performance Criteria:  Demonstrates a concern for student health and safety.

Performance Indicators:

Acquaints students with proper emergency procedures.

Recognizes hazardous situations and acts upon them.

Reports information involving suspected danger to the health and safety of students.

Performance Criteria:  Maintains required student records detailing student attendance, behavioral and learning status at all times.

7. Employment Procedure

Each faculty member, upon being hired and upon completion of the three-month probationary period, shall be given a contract detailing said member’s duties, salary, and benefits.  Each member shall also be given a copy of the policies and handbook.  Copies of Bylaws and Articles of Incorporation are available upon request.

7.1. Hiring/Termination

· Any person wishing to apply for a position should submit a resume, copy of diplomas, and copy of transcripts of all post-secondary education.

· Any person considered for the position of teacher will be first interviewed by the administration committee; observed teaching a class in the subject area of grade level of intended position and then interviewed by at least three members of the board of directors.  After this procedure, a final decision will be made.

7.2. Employment Agreement The Contract is inserted in Appendix

Pay Scale
Pay scale shall be determined by the board who will look at the following criteria:

Academic Qualifications

Professional qualifications

Teaching experience

Below are the entry-level salaries for full-time teachers as approved by the Board.  For part-time salaries, amounts are figured based on the number of hours being taught.  For example, if a teacher is teaching 75% of the required full-time teaching hours (25 per week), the salary will be 75% of the full-time salary.  Those in administrative positions normally get a marginal increase, because of the added level of responsibility and accountability. Salaries listed in the table are based on a 10-month year.  Summer wages are over and above amounts listed below.  All other employees come in at $5.50-$6.00 per hour and receive raises annually based on performance.

	Degree
	Base Salary

	High School
	$12,000

	A.A. / A.S.
	$14,000

	B.A./B.S.
	$15,000

	M.A. / M.S.
	$17,000

	PhD /EdD
	$19,000


On top of the base salary, a 4% increase is given for each year of teaching experience.  A degree from the US = 1 year of experience; a degree in field = 1 year of experience; Certification=2 year of experience.

Each year, a standard 4% raise will be given per year for cost-of-living increases, if the budget allows.  

Benefits

7.2.1.1. Tuition Reduction for Staff Members’ Children

Tuition for staff children is calculated as follows:

1st Child

50% off

2nd Child

75% off

3rd (and on) Child

75% off

If, after calculating the tuition cost, the amount is still not affordable, staff member should confer with the Principal regarding possible scholarships.

7.2.1.2. Medical/Dental Insurance Coverage

100% Health Insurance and Dental Insurance coverage is only available to teachers working more than 21 hours per week or to full-time staff members.  Others may take advantage of the group discount, but must pay full premium.

7.2.1.3. Sick Days/Personal Leave/Maternity Leave/Emergency Leave

Nine days are available annually for necessary absence, and three may be used for personal business.  Ten additional days will be granted for maternity leave.  Unused days may be accumulated for use only in the event of absence due to illness or maternity.

7.2.1.4. Continuing Education Program

It is the goal of the school to have the best-trained and educated faculty and staff possible.  To ensure this, the school will try to cover the expenses of continuing education for those faculty/staff-members who cannot afford to cover them.  However, all assistance will be made on a case-by-case basis with decisions being made by the Board with the Principal’s recommendation.

7.2.1.5. Moving Expenses

Staff members who relocate to work at the [Your School] receive partial payment for related expenses.

8. General Policies

8.1. Administrative Information

Each faculty member, upon commencing employment with the school, shall complete an employment packet accurately and completely.  For returning faculty members, this information shall be updated at the beginning of each school year.

If any pertinent information changes occur during the course of the school year, it is the faculty member’s responsibility to assure that such changes are made on both forms.  Pertinent information includes, but is not limited to:  address, phone number, marital status, etc.

8.2. Supplies

Each faculty member shall be provided with basic supplies required to fulfill his/her teaching duties.  These items include:

Homeroom Teachers

· Class Planner/Attendance Record

· Scissors

· Stapler

· Tape Dispenser

· Chalk/Markers

· Chalkboard/Markerboard Eraser

· Filing Cabinet

· Cabinet

Subject Teachers:

· Class Planner/Attendance Record

· Chalk/Markers

· Chalkboard/Markerboard Eraser

Cabinets, shelves, tape, scissors, staplers, etc. shall be available for use by the subject teachers in the teachers’ lounge(s).

If any items are lost or destroyed during the course of the school year, it will be the faculty member’s responsibility to fix or replace said item(s).

Additional items may be required for specific classes.  Any member of the faculty requiring such items or any other items during the school year should fill out an Item Request Form and leave it with the secretary.  Requests must be approved by the Principal or the Assistant Principal.  Note:  Items must be requested at least one week before they are needed.

Purchases made by teachers should be made using the school’s tax exempt number, a copy of which may be obtained from the secretary.  The tax exempt certificate allows staff members to purchase items for the school without paying sales tax.  Note:  The certificate number should be used strictly for items for the school, staff, or students.

8.3. Staff Mail Boxes

Each staff member shall have a box located in the office.  The box should be checked every day at sign-in and at sign-out.  Important information will be given to staff members through the boxes.

9. Amendments/Addendum

Amendments and addendum may be added periodically to these policies as the need arises.  Such amendments and/or addendum should be added to the Staff Handbook to be referred to as needed, and will be made a permanent part of the Handbook for the following school year.
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