GEMS
Cambridge ICPNENITEIIN LbUL 23y n W
Staff Handbook 2025-2026 ' Cambridge Internations! Private School

SHARJAH

as)uiL Anladl JUgablifiil @y pols utotn duvjao
Cambridge International Private School
SHARJAH

GCS

@ambridge

2025-26




Staff Handbook 2025-2026

Embridge

dunlal &)Ul JUgublisii] @a)iols Uitorn Gunjao
Cambridge International Private School
SHARJAH

Number

CONTENTS

Page
Number

Principal’s Welcome Message

Our Vision and Mission:

Vision and mission statement
GCS Values /Learners Profile
GEMS Leadership Gemstones
GEMS Core Values

4-6

About the School

School Calendar/ Summary of Term Dates

Key Personnel /Leadership Structure

9-13

o Rw

Our Expectations:

Staff Expectations
UAE Code of Conduct
Student Expectations
Communication
Duties

Unanticipated Leave

13-17

The School:

Expectations

The School Day

The House System
Assemblies

Lessons

Homework

Home School Communication

18-21

Policies:

GEMS

GEMS Whistleblower Policy

GEMS Whistleblower Speak Safe Poster
GEMS Guidance of Safer Working Practice
GEMS Safeguarding Policy

BBT Bus Behaviour Policy

GCS Anti Bullying Policy

GCS Assessment Policy

GCS Attendance and Punctuality Policy
GCS Complaints and Written Policy
GCS Curriculum Enrichment Policy
GCS Curriculum Overview Policy
GCS E-Safety Policy

GCS Gifted and Talented Policy
GCS Home Learning Policy

GCS Inclusion Policy

GCS Lockdown Policy

GCS Mental Health Policy

GCS Student Code of Conduct and Behaviour Policy

GCS Teaching and Learning Policy
GCS Three Year Excellence Plan
GCS Uniform Policy

GCS Wellbeing Policy

22-23




GEMS
CIREY 6 66Ul JUgublsi] expols osn Guwjro
Staff Handbook 2025-2026 q Cambjl;ridsujl\;:ern:tit‘naal Pr‘_?vate School

SHARJAH

1. Principal’s Welcome Message

Dear GCS fanily,
Welcome to GCS!

I am thrilled o welcome you as a part of our dedicated team of staff. At GCS, we are committed to
fostering a positive and enriching learning environment for our students; and I am confident that your
talents, enthusiasm, and dedication will contribute significantly to our shared mission.

Starting a new school year can be both exciting and challenging, and we are here to create another
memorable year for all of us, especially for our students. We are a collaborative and supportive community,
and reaching out to colleagues, department heads, and myself whenever you need assistance or guidance is
the best way to keep it so.

Our school prides itself on its commitment to academic excellence, inclusivity, and the personal growth of
each student. We believe that every teacher plays a crucial role in shaping the future of our students, and
T am excited to see the positive impact you will have in your classroom. For you to know each student,
personalise the provision and nurture each student to be at their best. I encourage you to know all your
students including their interests, favourite food and sport, best pastime, academic data, emotional well-
being, needs and everything, to have a wrap around each student.

In preparation for the upcoming school year, we have scheduled an induction program to help you get
acclimatised to our school culture, policies, and procedures. This will be an excellent opportunity for you to
meet other new teachers, get to know our administrative staff, and familiarize yourself with the resources
available to you. As part of GEMS, we are excited to launch Read like a GEM, Teach like a GEM and be a
GEM initiative and you will be learning about all of these. You are joining a very dedicated and committed
team of professionals, and you will learn from each of them every day. Even though the school week is from
Monday to Thursday, there may be times when you are required to be at school on a Friday/ Saturday/
Sunday or even beyond school hours to support/ accompany or organize events at school. We have to offer
the best provision for all our students.

Once again, welcome to 6CS. I am looking forward fo creating another successful year with you; helping you
develop as a better professional and witnessing the wonderful contributions you will bring to our school
community this year. If you have any questions or need any assistance before the orientation, please do not
hesitate to contact me directly at ranju.anand@gemseducation.com.

Best wishes for a successful and rewarding school year!
Warm regards,
Ranju Anand

Principal and CEO
Executive Vice President of Schools (GEMS Education)
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2. Our Vision and Mission

Vision Statement

To foster a culture of holistic excellence where every learner thrives and is future ready.

Mission Statement

GCS empowers learners to realise their full potential in a multicultural, caring, and innovative
environment. Through our progressive values-driven curriculum we develop resilient leaders
who are nurtured with a strong sense of self-worth.

"‘"I 5 GEMS I
EEil s A LA UL P loas i
EDUCATION " s:::rh‘lqn International Private School

curriculum we develop resilient leaders who are nurtured : ‘.

strong sense of self-worth —

5 Sy M Boawie A A b ALK o ilISa) a (o Cppaledall cmylSu»uauié i

b)ﬁLu:Lm:s.'l ujﬁuwyajwmu.‘s d&u e_m.\lu.lcﬁhﬂ q.n.ﬁﬂ'l ‘;u'l_).ll'l\.\a.@_udjau‘
I : il dagd y 2




GEMS
SRR a4l JUguilyi] 23pols Ution dujao

Staff Handbook 2025-2026 Cambridge International Private School

SHARJAH

GCS Core Values

KINDNESS HOMNESTY INTEGRITY RESPECT

Leadership Gemstones - at a glance

“Gemmone | teedeipvete | promn

Moonstone Reflection Pause and set meaningful goals.
Emerald Compassion Show kindness and care toward others.
“ " Diamond Integrity Stay honest and true fo values.
Labradorite Wision Inspire and plan for the future.
@I Aquamarine Adaptability Stay calm and flexible during change.
Paridof Service Prioritise uplifting and helping others.
@ Ruby Empathy Understand and value others’ experiences.
@ Onyx Resilience Persist and stay strong through challenges.
@ Sapphire Respect Treat everyone with fairness and dignity.
@ Fluorite Diversity Celebrate differences and foster inclusion.
@ Citrine Gratitude Appreciate and recognise contributions.
@% Garnet Unity Build strong connections and cellaberation.
Amethyst Purpose Reflect, serve and hold oneself accountable.
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The 13 Leadership Gemstones and their values

REFLECTION

Encourages deep thinking and
setting meaningful goals for growth.

Month of Integrity

- ADAPTABILITY

| AQUAMARINE
| Helps students embrace change
with resilience and flexibility.

! Month of Integrity
| ! MAY

e

RESPECT
. SAPPHIRE

| Encourages faimess, dignity and
appreciation for all.

- COMPASSION
EMERALD
Inspires kindness, understanding
| and care foward others.

' Month of Kindness
| FEB

SERVICE

PERIDOT
Encourages generosity and
prioritising the needs of others.
¢2°) Month of Kindness
JUN

DIVERSITY
FLOURITE

| Celebrates unique perspectives and

I- fosters inclusivity

INTEGRITY

DIAMOND
Emphasises honesty and staying frue fo
one's values, even in tough situafions.

A Month of Honesty
MAR

EMPATHY
RUBY
Fosiers understanding and valuing
others’ perspectives,
Month of Honesty
JUL

 GRATITUDE
| CITRINE

. Promotes recognising and
| appreciating contributions.

VISIoN

BRADORITE

thng sid gl

! k=
for future success.

| #7% Month of Respect
%%"’3 APR
N7, AR

RESILIENCE
ONYX
Builds strength and persistence
during challenges.
Month of Integrity
AUG

GARNET
Highlights the importance of
teamwork and collaboration.

Month of Integrity

1 @Month of Respect
| SEP

| Month of Kindness | /-0 Month of Honesty
ocr il @

B

RAMADAN

Reflect, serve and hold cneself
| accountable.

) PURPOSE

AMETHYST

GEMS Core Values
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ALWAYS

LEARNING

My open minded curiosity
fuels my love for learning.
| ask questions &listen so that
| continuously learn &improve

EXCELLENCE

| dream big, setting
ambitious goals,
aiming to be the
best at what i do.

CARE

| respect the needs

of my stakeholders.

| will ensure they feel
listened to and cared for.

| am a team player. | work
with the bigger picture
inmind. | put the team's
needs ahead of my own.
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GCS Learners Profile

GCS Learners are..

3. About the School

Address:

King Abdul Aziz St
Muweilah School Zone
Sharjah

Contact Details:
Telephone Number: +971 06-5024800

https://www.gemscambridgeschool-sharjah.com
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4. School Academic Calendar AY 2025-26 (Subject to SPEA

Approval)
GEMS
Canbeldge Intumatiorsl Priuate Schod
alends ] b
hje o SPEA approva
AUGUST SEPTEMBER OCTOBER
Su | Mo | Tu | We [ Th | Fr | 5a Su | Mo | Tu | We | Th| Fr | 5a Su Mo | Tu | We | Th| Fr | 5a
2 1 2 3 4 5 [ 1 2 3 4
3 4 5 & 7 2 9 7 a 9 10 |11 ] 12| 13 5 [ 7 8 9 110 11
W] 11 (12| 13 | 14 | 15 | 16 14| 15 |16 | 17 |18 | 12| 20 12 | 13 14 15 |16 | 17 8
171 18 |19 | 20 | 21 | 22 | 23 21| 22 |23 | 24 | 25 | 26 | 27 15 20 i | 22 (23 |24 | 25
2 EFBEIEIEIE 25 [ 23 | 30 26 |27 [ 28 |23 [30] =1
School Days: 4 School Days:18 Schiool Days: 18
NOVEMBER DECEMEBER JAMUARY
Su | Mo | Tu | We [ Th | Fr | 5a Su | Mo | Tu | We | Th | Fr | 5a Su | Mo | Tu | We | Th| Fr | 5a
1 1 2 3 5 [ 1 2 3
2| 3]als|e|[7]= 78 [ 8|z ]= s B 6 | 7 [8 ]9
9 10 |11 ] 12 |13 | 14| 15 14115 |16 | 17 |18 | 12 | 20 11 12 13 14 (15 | 16 | 17
16| 17 |18 | 19 | 200 | 21 | 22 21 | 22 |23 | 24 | 25 | 26 | 27 18 19 20 21 (2223 | 24
22| 24 | 25| 26 | 27 | 28 | 25 251 29 13D | 31 25 26 27 28 |29 ] 30| 31
30
School Days: 16 School Days: 4 School Days: 16
FEERUARY MARCH APRIL
Su| Mo | Tu | We [ Th | Fr | 5a Su | Mo | Tu | We | Th| Fr | 5a Su [Mo | Tu | We | Th | Fr | 3a
2 3 4 L B 7 1 2 3 4 5 [ 7 1 2 3 4
8 5 [w]1n[12]13]14 HEREIEY - EE s [ s [ 7 [ &8s |w]u
15| 16 |17 | 18 | 19 | 20| 21 15| 16 |17 | 18 | 19| 20 | 21 12 13 14 15 (16 | 17 | 18
221 23 | 24| 25 | 26 | 27 | 28 22 24| 25 | 26| 27 | 28 15 20 21 22 (23|24 | 25
251 30 | 31 26 27 28 29 | 30
School Days: 16 School Days:14 School Days: 18
MAY JUNE JULY
Su | Mo | Tu | We [ Th | Fr | 5a Su | Mo | Tu | We | Th | Fr | 5a Su |Mo | Tu | We | Th | Fr | 3a
2 1 2 3 4 5 [ 1 3 4
3 4 5 & 7 g 9 7 g 9 |10 J11]12]13 =] [ 7 g g0 10| 11
10 11 [ 12| 13 | 14 | 15 | 16 14115 |16 | 17 | 18| 15 | 20 12 13 14 15 (16 | 17 | 12
171 18 |19 | 20 | 21 | 22 | 23 2 22 |23 | 24 |25 | 26 | 27 15 20 21 22 123 | 24 | 25
24125 |26 | 27 | 28 | 29 | 30 28 29 | 30 26 27 28 29 |30 | =1
3
School Days: 16 School Days: 18 School Days: 2
Total School Days - 160 days
Staff Induction Menar Staff
Working Days School Days
Breaks (Excuding Public holidays) Wintar, Spring & Summer Break

Term 1: 10" November - 4 December

18+ Saptember (Bam-5pm)
10* lanuary (Bam-5Spm)
6" & 8% April (3pm-Gpm)

Term 3: 18™ May — 23™ June
4 Decembar, 12 March, 2 July

Students retumn to School
In first tarm — 25" Aug— only new students

Assassment Pariod- Whole School

{I"'IM.H Exmva for Years 11 1 13 will be

jeated clossr 1o tme)

End of tarm/ Reports Release Date

Student Focus Day & Academic Review Days
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5. Summary of Term Dates 2025-2026

Term 1 2025

Staff Training Days Thursday 14 August - Friday 15 August 2025

New Teachers and Executive Leaders

Monday 18 August — Thursday 21 August 2025

- All Teachers

GEMS Awareness Day - Wednesday 20 August 2025

Start of term for students Monday 25 August 2025

Last day of term for students Thursday 4 December 2025

Term 2 2026 |
Start of term for students Monday 5 January 2026

Last day of term for students Thursday 12 March 2026

Term 3 2026

Start of term for students Monday 23 March 2026

Last day of term for students Thursday 2 July 2026

6. Key Personnel and Leadership

GCS Leadership Structure W N i ol i

—_—
Cambridge International Private School
Swaraj Veettil g8 Slices/BAT
Raniu A
PrincipaliCEQ

[
—
e e e e e e - P
it [ | s | ‘[ —
Keiron Tucker L -
Whole Schaol Vice Principal ==
Admin
Rhys Morgan Sec Co-t.-nselor, Hasha El Kattan
Lead
Sara Justin Curry Sec Librarian  |Riziel Lontoc
Frimary Haya Fhaid (Well- Abdsimoniem o s e b Lab Technicians :::;T_\”fh""""“
Coumeler__{being] tedol ok “being) SLT Secretary |zara Khan
|Primary Librarian |Karrisa Volante
| Headof Inclusion
LSA's, Counselors, Wellbeing

=
rrrrrr Narjis Urooj ]
~ Anu Gopan Charles iy, Fankas Jansen Van
Head of Sixth - Eden H Vaiwen
Head of Maths Head of HKS3 (Girls)
- Form HKSS PE Subject lead e HEKS3 (Boys)
< r e ifovs)
Head of Maths Tae, T — e
Eikerattiulilen] Head of FS Head of KS1 | Head of KS2 <5 Rency Alex s Humayra
T *~. (Admin Exam officer) Amin Enzo
e | Aswita Shetty Sruthy ___ ShamaUmar "‘"’:"‘:'f:“" —— Altado Year 10 Steyn
Head of English | EmmaFay Sahrish Afric e IR e = » Vonr? =l —
Year1 s =—======—""" Deputy Head Head of English
Jahna Fi of Sixth F
b Mek | 3 MOE Subject Lead | B Vidhi 7
Head of Science | ey Loyd i s A | - ':.::'"":: BeenaMair | Tiwarl Hina Nasir
Leena Year2 Year 5 Phogat Music b Headof Years Year 11
Vadkhalkar Head of Islamic B Sipng Commerce
French PR - ::::lr;m ofsamic | e
Roem 7 Years Year 6 : | o
Abdelkareem e —so Deputy he: French
S Head af Ar |
Melanie Grace LI as JETAS Deputy headof Arbic® |
Music ———— (Ghada Shaaban Head of SSTIME
aten Khaiil Deputy headof SSME |
PE | Head of lslamic volues and |
[Nancy Mahmoud culture
of teaching and
Art  EE— Balsabeil Zaied learning
Hietia Abelstar Behaviour MOE Lead |

10
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Ranju Anand

Principal/CEO

Keiron Tucker

Vice Principal

Emma Commons

Head of Primary

Bryce Long

Deputy

Head of Primary

Al ds)uidl JUgublisiil @agHols Uleln duujao
Cambridge International Private School
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Sanjeera Siddiqui
AHT - Innovation & E-safety
Lead

Aidan Godwin
AHT Data, Asst &

Reporting

(Exam officer)
‘Aswita Shetty
_[Data assistant)
Primary Innovation
Chelcie Horne |Lead
Primary Literacy
Lauren Peacock |Lead
Admin
SLT Secretary Zara Khan
Primary Haya Fhaid (Well-
Counselor being)
Primary Librarian Karrisa Volante

Helen Collinge Gavin Mullen Michael Small
AHT Curriculum AHTT&L and AHT Student
Development Mentaring Enrichment, pastoral
: Rebecca Una Foley Nia Dudley
h:n-dﬂ:k v.::mw Sanderson Head of KS1 Head of KS2
eadof 1 ; 5
e S Head of FS (¥1-3) (Y4-6)
Kristy Jansen R Emma Fay Sahrish Afridi
Head of English Ab Year 1 Year 4
Ahsan Melanie Grace Lucy Loyd | Harvin Sta.Ana
Farooqui Music Ye |
fear 2 Year 5
Head of Maths
PE Sneha Jha Ruchika Khatri
Year 3 Year 6
- Art

GCS Secondary Leadership

Structure

Ranju Anand
Principal/CEQ

Keiron Tucker
Vice Principal

Rhys Morgan

econdary

AHT |

Sanjeera Siddiqui

—ﬂ'l]ﬂ”l}

GEmMS

" sl a
Cambridge International Private School
svanian

nnovation &E-safety
lead

Admin |

Sec Counselor,

) Rasha El Kattan

Sec Librarian
Lab Technicians

Riziel Lontoc
Sareena Shanavas

SLT Secretary _|Zara Khan

Cale Hugill AHT

Data & Asst, TT & Ext Exam

[ = [
'Martin Green Anu Gopan
Head of Maths dof

Sruthy Bhasi
Deputy Head of Sixth
Form

Neena Phogat

Academic
Counsellor

Maisara Faisal Charlotte Daykin
AHT Curriculum AHT T&L
Narjis Fatima
Charles Eden 1
PE Subject Lead Head of Science
Robina Abdul
Shama Umar — Majid

{

Art Head of English
:‘;“'W' I Beena Nair
M.usic = Head of
Commerce
Aisha
Shamim
French

11

Parveen Nawab
Acting AHT Pastoral

" Hina Nasir
| RhenzAllado Vear 11
L% | Enzo Steyn
Year@

Vidhi Tiwari
Year 8
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GCS Administration Team w S s
Structure

Cambridge International Private School
.

+ AsodA A?
Principal/CEO

€0 ¢ sIEEHHfx
.-
Manager School Operations

DIANA RAICHEL
AMSF

Facilty Supervisor

REGINA DANIEL SALMAN AHMED GITHIN ANTHONY MUHAMED RAFEEQ o .
u store Manoger [N N .. " arketing
DARWIN THOMAS
HIND HUSSEN L S:E:::M:T T MAHALAKSHMI
KIMBERLYANNE sst Accounta L

RAMOS JAUIN GEORGE

SUBAIHA ALKETBI
Receptionists.

MANJU BUU

LAB TECHNICIANS

—
—
p— |

DATA TEAM

Executive Leadership Team (Exec)

Ranju Anand Executive Vice President — GEMS Education
Principal and CEO

Keiron Tucker Vice Principal

Rhys Morgan Head of Secondary

Emma Commons Head of Primary

Bryce Long Deputy Headteacher (Primary)

Sara Abdelmoniem Head of MOE Subjects

Justin Curry Head of Children’s services

Senior Leadership Team (SLT)

Whole School

Sanjeera Siddiqui | Assistant Headteacher (Innovation)
Primary

Gavin Mullen Assistant Headteacher (T&L)

Aidan Godwin Assistant Headteacher (Data & Assessment)
Helen Collinge Assistant Headteacher (Curriculum)

Michael Small Assistant Headteacher (Student Leadership)
Rebecca Sanderson Key Stage Leader (FS)

Una Foley Key Stage Leader (KS1 Y1-3)

Nia Dudley Key Stage Leader (KS2 Y3-6)

Secondary

12
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Charlotte Daykin

Assistant Headteacher (T&L)

Cale Hudill

Assistant Headteacher (Data & Assessment)

Maisara Faisal

Assistant Headteacher (Curriculum)

Parveen Nawab

Acting Assistant Headteacher (Pastoral)
Key Stage Leader (KS4)

Ehab Elshikh Key Stage Leader (KS3 Boys)
Urooj Fatima Key Stage Leader (KS3 Girls)
Anu Gopan Head of Sixth Form

Sruthy Bhasi

Deputy Head of Sixth Form

Middle Leadership Team (MLT) - Pastoral

Primary

Rebecca Sanderson Head of Year (FS)
Emma Faye Head of Year (Y1)
Lucy LLoyd Head of Year (Y2)
Sneha Jha Head of Year (Y3)

Sahrish Afridi

Head of Year (Y4)

Harvin Sta.Ana

Head of Year (Y5)

Ruchika Khatri

Head of Year (Y6)

Secondary

Rhenz Allado Head of Year (Y7)

Vidhi Tiwari Head of Year (Y8)

Enzo Steyn Head of Year (Y9)
Humayara Amin Head of Year (Y10)

Hina Nasir Head of Year (Y11)

Anu Gopan Head of Year (Y12 and Y13)

Sruthy Bhasi

Deputy Head of Year (Y12 and Y13)

Middle Leadership Team (MLT) - Curriculum

Primary

Ahsan Farooqui

Head of Maths

Kristy Jansen

Head of English

Jahna Fick

Head of Science

Nia Dudley

Head of Reading

Lauren Peacock

Head of Literacy

Chelcie Horne

Head of Innovation

Secondary

Martin Green

Head of Maths

Parveen Nawab

Head of English

Narjis Fathima

Head of Science

Parveen Nawab

Head of Reading

Meera Joseph

Deputy Head of Maths

Madiha Shakil

Deputy Head of English

Mafaza Mazhar

Deputy Head of Science

Middle Leadership Ministry of Education (MOE)

Naglaa Eltelwany | Head of Arabic A

13
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Doaa Hassanin

Deputy Head of Arabic A

Shimaa Younes

Head of Arabic B

Mostafa Zeiada

Deputy Head of Arabic B

Asma Abd El Hay Mohamed

Head of Islamic

Tooba Mugtadir

Deputy Head of Islamic

Sherin Mohammed

Head of Social Studies

Faten Khalil

Deputy Head of Social Studies

Nancy Mahmoud

Lead of Islamic values and culture ( Ranju's suggestion)

Mahmoud Refaei

Islamic coordinator (not effective)

Salsabeil Zaied

Lead of MOE Teaching & Learning (Teach like a GEM)

Admin

Swaraj Veetill

Manager of School Operations (MSO)

Diana Rachel

Deputy Manager of School Operations

Vishnu Venugopal

Facility Supervisor

Laji Surendran

HR Officer

Ujwala Prabhakar

Registrar

Shruthi Babu

Executive Secretary

Zara Khan

School Secretary

Githin Anthony

Accountant (Finance)

Muhamad Rafeeq

IT Manager

Dr. Laila Hasan Hashimi

School Doctor (boys’ clinic)

Dr. Mozhgan Khademipour

School Doctor (girls’ clinic)

Regina Daniel

Parent Relation Executive (PRE)

Mai Algaisi

Government Public Relations (GRE)

Hind Hussen

Receptionists

Kimberlyanne Ramos

Receptionists

Noha Soliman

Admission Secretary

Amira Alhomsi

Marketing

Vanisree Thampi

Assistant HR

Sneha Varghese

Assistant Accountant

Darwin Thomas

Assistant IT

Manju Biju Thayyil Nurse
Mahalakshmi Ganesan Nurse
Jalin George Nurse
Salman Ahmed Storekeeper

Rency Alex

Data Executive

Subaiha Salim Mohamed Alketbi

Receptionist

Sareena Shanavas

Lab Assistant

Sandhya Retheesh

Lab Assistant

Karrisa Enero Volante

Librarian

Riziel Lontoc

Librarian

7. Our expectations

Staff Expectations and Guidelines (Non-negotiables)

e Staff need to be on site before 7am
e GCS ID Badges, lanyards should be always worn

14
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Attendance at staff briefing and staff meetings is compulsory
If you are ill, or cannot come to school, you must phone the designated Head of School
and inform your line manager before 6:30am. Teachers must send in lesson plans and
resources for the day
If you need to leave the premises, please get authorisation from the Executive Team and
sign out at Main Reception
Complete the daily student registration - this is a legal requirement and has to be
completed by 7:50am every day
Ensure that you arrive at the classroom on time.
Take a register of students. This must be done in a calm environment and be done on
the required system
Always conduct a student uniform check (see uniform non-negotiables)
Ensure that all students’ needs are attended to, and any concerns are reported
immediately to the Head of School
Ensure all books and resources that you are using have been checked for compliance with
UAE regulations
Adopt a ‘no touch’ approach with all students. Where younger students need help, hold
their hands. Corporal punishment is against the law and must NEVER be used
Ensure any student leaving a classroom, e.g. clinic, bathroom or prayer room, that they
must have an exit pass
Children in FS must be escorted by an adult when whenever they leave a classroom. (e.qg.
visiting the clinic)
Do not allow students in FS to leave the class without an escort
Staff are expected to keep detailed records of students’ progress
Staff are responsible for managing classroom behaviour and must follow the GCS Code
of Conduct
Records must be kept for all students rewards and any negative behaviour
Treat all students fairly and never raise your voice too high or humiliate them
Classes must be escorted to and collected from the playground at the beginning and end
of break/lunch
Staff are expected to inform SLT of any issues and concerns
Students should not be sent out of class unless there is a serious situation
Staff must treat all other staff, and students, with respect and be mindful of cultural
differences
Staff must always follow the GEMS dress code policy and ensure that they are always
compliant
Staff should wear a jacket for any official meetings, particularly with parents
Staff should not be using their phones during lesson time or when they are on duty. The
only time using your phone would be appropriate would be when you are using it as an
educational tool in the lesson, or contacting a Head of Year or a member of SLT in an
emergency
All resources, lesson plans and communication to parents must be checked for
grammatical errors and UAE compliance
Students must never be left unsupervised
No hot liquids should be carried by any adults in corridors. Any movement of hot liquids
must only be done with a suitable safe lid
Staff should not encourage students or parents to give them gifts of any kind
Staff should not distribute sweets, or chocolates, to any students
Staff should not share their personal emails, or any social media account details with
parents or students
All curriculum content must follow the National Curriculum for England and the Ministry
of Education’s programmes of study
All members of staff will do morning break, lunch time and after school duties
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e Whilst on duty please remember the health and safety of students is your main priority
and you should not be on your mobile phone

e Staff must arrive at the correct duty point in good time

e Classrooms must be checked before, and after, the lesson to ensure they are tidy, and
books stored safely

e If a member of staff fails to follow any of the non-negotiables, a discussion will take place,
followed by a written notification of targets for improvement

e All staff should be fully aware of the content of all policies and procedures

Code of Conduct

Code of Conduct for Workers

in the General Education Sector

into ideas deemed unacceptable by UAE’s society and promote the principles

Encourage positive values in students, safeguard them against being drawn
of tolerance and acceptance of others.

Encourage students to highly regard the UAE’s journey of development and
prosperity, and encourage them to actively participate in national activities
and events.

Commit to protecting children from neglect, exploitation, bullying and all
forms of abuse.

Avoid disclosing confidential information about the students and their
families and avoid spreading false news and rumors. Refrain from
committing any verbal or physical violence against students under all
circumstances.

Demonstrate positive behavior in dealing with the parents and the
community.

16



GEMmMS
Al 66)uill JUguibliyiil eayptols yuosn Guujao

Staff Handbook 2025-2026 Cambridge International Private School

SHARJAH

Code of Conduct for Workers

in the General Education Sector

Respect and make yourself aware of the Emirati culture and traditions and
highly regard the values of Islam.

from committing any behavioral or verbal offenses against your colleagues,

Respect cultural, religious and ethnic diversity of the workplace, and refrain
the educational institution and its employees.

Refrain from using, possessing or falling under the influence of any
unauthorized substances, including smoking, in the workplace.

gender identity, homosexuality or any other behavior deemed

Refrain from spreading socially unacceptable behaviors and discussing
unacceptable to the UAE’s society.

the UAE and showing a respectful image of workers in the educational

Adhere to appropriate, non-revealing clothing, respecting the traditions of
sector.

Wellbeing Thursday

Staff have the option to wear their GCS polo shirt on this day. If this option is chosen the
dress code alongside the polo shirt can be smart casual

If there are official events or parent meetings the usual smart dress code should be
applied

There is a staff meeting at the end of every Thursday. This will either be the whole school
‘coffee and catch up’, in the MPH, or individual school meetings. The individual meetings
will take place in primary, secondary and MOE.

Communication

Communication is vital to our success at GCS. As a minimum requirement, you

must:

Read your email at least at the beginning and end of each day and respond to any
email within 24 hours as appropriate

This includes any parent communication. If you haven’t got an answer to an issue
always respond to say that at the very least, you are looking into the matter. Copy your
line manager into any replies

Ensure that your emails have been proofread by your line manager and a member of
SLT before you send it out

Take care with how you respond by email as this is obviously in a written form and may
be misinterpreted

If you are unsure as to how to respond to a parent, seek the advice of your line
manager. Pay particular attention to your sentence construction and check that it is
grammatically correct

All letters that are sent to parents must be authorised by a member of the Executive or
Senior Leadership Team before they are sent out

Do not send emails to all staff. The only group that can send whole school emails are
the Executive Group

We endeavour towards being an ‘e-mail free Saturday’ school
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Duties

All staff are expected to do their assigned school duty (before school, break, lunch, and end of
day). Please follow the published rota. It is imperative that we are all proactive in ensuring
the safety and well-being of all the students throughout the school day and this includes the
end of the day. All teachers on duty must wear their high visibility jackets when on duty so
they are readily identifiable to students.

Staff on duty in the bus park, must wear high visibility vests and must support the BBT Team
in ensuring all students are wearing their seat belts. Staff must support the team in
maintaining good standards of behaviour on the bus. Drivers have been instructed not to drive
the bus if the above is not in place, for health and safety reasons.

Unanticipated Leave

Notification of Absence Due to Sickness

We expect staff to be present in school on all working days. If you are unable to come to work
because you are ill, please follow the instructions below to advise us of your absence so that
we can arrange cover. If you do not follow the correct procedure, your absence will be unpaid
and disciplinary action may be taken for non-attendance.

Teaching Staff (including TAs and shadow teachers)

Please phone the Head of School and speak in person. You must call on the day of the
absence before 6:30am. Once your absence has been confirmed, you must email lesson plans
and resources (if applicable) for all lessons to your line manager, and all staff in your
department or year group. Please note that SMS/WhatsApp and emailing to notify absence is
not acceptable.

Admin Staff
Please call the school MSO and email HR Manager.

Return to work
Please complete a Return-to-Work form and submit it to the HR Manager with any evidence
(medical certificates etc.) supporting your absence.

Sick Leave

A medical certificate is compulsory as proof of illness for all absences of 2 days or more.
Employees who have not completed their probationary period (first 6 months of employment)
must provide a medical certificate even if they have been absent for only one day. Staff are
allowed to take sick leave on full pay in cases of illnesses necessitating absence from work on
production of a medical certificate from a clinic approved by the company. Such sick leave
shall be deducted from their maximum entitlement of up to 15 days sick leave at full pay, for
the first year of their employment. The employment of an employee who is unable to report
back to work after taking all of their sick leave entitlement may be terminated as per Article
85 of the Labour Law.

Leave for Other Purposes (including care of sick children or close family members)

Leave may be granted at the discretion of the Principal, and or GEMS, in exceptional
unforeseen circumstances. Such leave will be unpaid and of a short duration. The granting of
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such leave will consider the employee’s attendance record, length of employment, and general
contribution to the running of the school and or the company.

Part-day Leave of Absence
Absence for part of a working day that has not been approved will incur the automatic
deduction of one full day’s pay.

Arrangements for Cover
It is the teacher’s professional duty to provide lesson plans and resources, where applicable,
for all lessons during absences. In the event of a longer absence (extended sick leave,
maternity leave etc.), you must additionally:

e Provide an up-to-date seating plan

e Provide clear and explicit instructions for the substitute teacher to use.

8. The School

Expectations

GCS is a values-driven school. We value diversity and inclusivity. The establishment of
positive relationships and regard for all members of the school, and wider community, lies at
the heart of the learning environment. We are committed to high standards for every learner
with the development of learning skills and personal qualities across the whole curriculum. We
believe that learning should be an enjoyable and challenging experience and acknowledge the
importance of a safe environment for learning. We believe that positive behaviour
management encourages and promotes self-esteem, personal and social responsibility, and
improves relationships. It is the responsibility of all within the learning community to
demonstrate and provide positive role models and to promote a policy, which is fair and
consistent.

The School Day

All Staff Morning Routine
7:00 Staff must report on site before this time
7:15 Duties and teachers ready to receive students
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Gates open for students
7.45 National Anthem
7:45 Registration taken

Registration
This is a legal requirement and must be completed by the latest 7:50am every day.

Late arrivals
Students are marked late if they arrive after 7:50 and before 8:00. After this time, students
must sign in at the Main Reception.

All Staff Afternoon Routine

14:30 Class teachers escort students to designated collection areas and
supervise until they have been collected.
End of school day.

14:40 Buses Depart. All staff are to escort students to departure points and
to stay until all students leave.
Do not leave students unsupervised.

14:55 Late students are escorted to a designated late room where middle
leaders/senior leaders will supervise and contact parents.

15:15 Staff Meetings/PD are on selective days. (information will be provided)

16:30 Staff may leave the school site after 4.30pm if there are not any

extracurricular activities on the day.

The House System

School Houses are a way for students to develop mutual respect, pride and community cohesion.
Throughout the year there are a wide variety of opportunities for students to gain house points
and compete in academic, sporting, cultural, and fun activities as well as acknowledging the
best house at key events, and at the end of the year prize giving.

All students are assigned to one of our four houses when they join GCS. Siblings are assigned
to the same house. PE shirts are issued in the students’ house colours. Students need to wear
their GEMS GCS house colour kits for PE and sports days. Once houses have been allocated,
students will not be allowed to change. Our GCS school houses are named according to our
school values.

Assemblies

All students will have themed assemblies on a regular basis. There will also be some House
assemblies during the school year.

Expectations for Assembly

Students should enter the assembly room in silence

If face to face, soft music should be played

The classes should sit in their allocated places

Students should listen attentively to the assembly

Staff sit at the end of the row and ensure high standards of behaviour are in place

At the end of the assembly, the students will remain in silence until escorted out by their
teacher

e Students will be escorted to break or lessons, as appropriate
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Lessons

e Arrive on time

If students are coming to the room, staff must greet them and welcome them into the
classroom

Students arriving more than 5 minutes late must be noted and action taken

Records must be kept and rewards and negative behaviours recorded

Any detentions need to be issued accordingly

Use the school behaviour and student conduct policy fairly and consistently

Always take a register of students and perform a quick uniform check

Aim to make lessons as engaging and enjoyable as possible

Learning Objectives

These should be clear and written on the board. They should make links to prior knowledge and
share the expected outcomes of the lesson. There should be an explanation of what has to be
done in the lesson for the student to be successful and make progress.

Staff must be positive and praise students for their contributions and celebrate all of their
successes. At every opportunity promote student self-esteem. Staff should actively seek out
and use the school reward system.

e Provide opportunities for students to discuss their learning with one another (for
example paired/group discussion)

e Create opportunities for students to actively participate in the lesson and to think
critically

e Assessment for Learning opportunities must be evident

e Checks of progress throughout the lesson, partner talk, self, and peer assessment,
against success criteria are important tools to use (mini plenaries)

e Make sure all students can make progress in the lesson by ensuring there is at least an
extension task and a task that the less able can access

e Always think what will the students learn in the lesson that they did not already know
before?

e Provide opportunities for the students to reflect on what they have learnt and review
their learning in particular a plenary must be done at the end of the lesson, identifying
lesson take-aways

Students should not be using their mobile phones or other electronic devices unless they are
being used as part of the lesson. Any student using a mobile phone should be asked to give it
to the teacher. The teacher should lock it away and return it to the student at the end of the
day.

At the end of the lesson ensure that the room is tidy, chairs pushed in, desks straight, no
litter, etc. If the students are changing their teaching room, you should be the last to leave
and check that all students have left the room. If it is the last lesson of the day wait in the
corridor by the classroom door to ensure the students have all left.

Bus students should be escorted to the buses. Students who use own transport will be
escorted to their designated pick-up points. It is the teacher’s responsibility to report any
damage in the classrooms, including issues with the air-conditioning to the Manager of School
Operations.
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You must not leave the class unattended at any time. During lesson change over, please
ensure that the next teacher arrives before you leave the classroom.

Homework

Homework must be set as per the schedule. All homework must be approved by your line
manager; this is for consistency purposes. In general, homework should be a reinforcement of
what has been done in class. Occasionally it can be independent research or project work, but
these should be limited to only two per topic. Please ensure you liaise with colleagues to
ensure students do not get multiple projects at the same time. Resources, or suitable
websites etc. must be provided to students with all homework, as appropriate. It must not be
left to parents or students to find all their own resources. The only exception is the project-
based approach mentioned above. A date of return of homework must be set. However, a
student must be allowed to submit homework before the deadline, and it must be accepted.
All homework must be marked or moderated.

Home School Communication

There is a clear line of communication within the school for any queries or issues.
First, parents contact the student’s class teacher/form tutor/subject teacher.
e If the issue is unresolved, it will be passed on to the Middle Leadership Team (Heads of
Year/Heads of Department)
e If the issue needs further discussion, then the Senior Leadership team will be the next
step in the chain of communication.
e If the issue remains unsolved the Executive Leadership team will be the final stage.

Key Methods of Communication:
e Teacher emails

Whole school emails from the Senior Leadership Team

Whole School Newsletter - available on the ‘Phoenix Classroom’ platform

GEMS *Phoenix’ Classroom platform

Open Door Parent Weekly session (once a week). This is every Wednesday (3.15-

4.15pm) and parents are free to book an appointment with any class or specialist

teacher to receive an update on their child’s progress

e Academic Review Days. These are set up termly to provide parents with specific
information regarding their child’s progress and learning (an appointment system is
operated)

e Student termly reports. Parents will be provided with a summary of their child’s
progress, attainment, and achievements over each term.

e Weekly coffee mornings. These are parent engagement sessions provided for parents to
meet with the Senior Leadership Team, and other relevant staff, to discuss curriculum,
teaching learning and any other related topics
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9. GCS School Policies

A) Policies: The following policies are GEMS specific policies
and documents:

Please click here to go the folder to access each policy or document.

Guidance of Safer Working Practices
Employee Disciplinary Policy
Intimate Care Policy

Safeguarding Policy

Whistleblowing Policy
Whistleblower Speak Safe Poster

B) Policies: The following policies is a BBT (BUS) specific
policy:

Please click here to go the folder to access each policy or document.

| Bus Behaviour Policy - STS |

C) The following are GCS policies and key documents

Please click this hyperlink to access the folder that includes each policy or document.

Admission Policy

Admissions - Home School Agreement

Anti-Bullying Policy

Appearance and Dress Code Policy for staff

Assessment Policy

Attendance and Punctuality Policy

Behaviour and Student Conduct Policy

Bring Your Own Device Acceptable Policy
Complaint and Written Appeals Policy

Curriculum Overview Policy

Curriculum Enrichment Policy
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Digital Device Responsible Use Agreement

E-safety Policy

Gifted and Talented Policy

Home Learning Policy

Inclusion Policy

Innovation Lab Use Policy

ICT Lab Safety Rules and Student Contract

Lockdown Policy

Marking and Feedback Policy

Mental Health Policy

Teaching and Learning Policy

Uniform Policy

WhatsApp Group Guidelines

Wellbeing Policy

Code of Conduct for Education Professional Policy
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