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A Message from the Principal 
 

 

LWIS - Adma International School (LWIS-AIS), a Member of the Learner’s World 

International School (LWIS) network, embraces a Learner Centered Philosophy. We 

promote holistic development by integrating Peace Education, (Democracy and 

Citizenship, Human Rights, Conflict Resolution, Environmental Education, Health and 

Safety, Service Learning), within all aspects of the school. LWIS - AIS utilizes 

differentiated learning in order to accommodate students’ diverse learning profiles, 

interest, and readiness. We believe all children have the right to learn and are capable of 

learning. 
 

 

LWIS -AIS teachers strive to create a safe and nurturing environment by emphasizing 

rights and responsibilities and by modeling school values. They also do their best to 

support challenged students and enrich gifted and talented ones. They utilize diverse 

teaching, learning and assessment strategies which include but are not limited to 

interactive technology, which is present in every classroom, cooperative learning, 

projects, portfolios, case studies, centers, themes, community service, fieldtrips, lab work 

and hands-on activities. 

Additionally, we have become the First Green and Electronic school in Lebanon.  Green, 

because the school is free of mercury, since all bulbs have been replaced by led lights. 

Water is heated through solar panels, and lights and some of the electrical equipments are 

driven by solar energy. Green, because all heaters have reflectors to maximize the use of 

energy. Air conditions and refrigerators are technically equipped to reduce use of energy. 

We are green because diesel use will be reduced to a minimum and that we are recycling 

paper, aluminum, glass, and plastic in addition to maximizing the use of non-recyclable 

items. Electronic, because of use of interactive technology and internet in every 

classroom as well as E-books and laptops by all students. 

 
We encourage parents to be partners in the learning process. We believe you have the 

right and responsibility to play a part in your children’ education. Your active 

involvement is a key element in helping them become successful students and well 

balanced human beings. 
 

 

We help learners see mistakes as learning opportunities and learning as an educational 

journey. Along the way, we expect each student to exercise his/her right, be respectful, 

feel respected, have fun and learn. We believe the outcome of their journey will develop a 

graduate who is a good communicator, celebrator of diversity, critical thinker, endorser of 

peace education, problem solver, creative researcher, team player, effective leader, 

technology expert, positive change agent and academically excelling. 

Join the journey and experience the LWIS - AIS difference. 

Sincerely, 

Dr. Nabil A. Husni 
Principal 
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LWIS –AIS (Adma International School)’s  Vision , Mission, and Values 
 

 
 

Vision: 
 

LWIS-AIS, Home of Peace Education, will set the pace for a holistic learner-centered 

education. 
 

 
 
 

Mission: 
 

LWIS- AIS promotes life-long learning through Peace Education, professional 

development, and facilitated classrooms that utilize differentiation, inquiry, cooperative 

learning, and interactive technology. 
 

We endorse a partnership where students, parents, staff, and community members work 

together in a safe and nurturing environment to develop higher order thinking, academic 

excellence, ethical behavior, and personal growth. 
 

We honor the gift and support the need of every child. We also empower learners to 

become active and innovative contributors to an ever diverse international and 

multicultural society. 
 

 
 
 

Values: 
 
 
Perseverance 

Ability to achieve goals and overcome hurdles persistently and 

continuously through intrinsic motivation 

 

Agility 
Ability to anticipate change and act quickly and pro-actively 

 

Clarity 
Ability to communicate honestly and transparently free of ambiguity 

 
Empathy 

Ability to recognize and understand others’ feelings, emotions, and 
thoughts 

 

Respect 
Ability to treat self and others with dignity and courtesy 
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Rationale & Beliefs 
 
In order to meet the evolving needs of the 21st century, LWIS graduates will benefit from 

a  unique  holistic  education  based  on  differentiated  instruction,  catering  to  each 

individual’s character and ability. Throughout their time at our schools, learners will be 

armed with state of the art technological skills and well developed communication tools 

that are vital for the successful integration of any individual into the job market and 

society of today and tomorrow. 

LWIS will adhere to the following core beliefs: 

 Each learner is a valued individual with unique personal, social, academic 

and cognitive needs that will be addressed and developed through holistic 

education. 

 Each  individual  is  worthy  of  praise,  encouragement,  respect  and  the 

opportunity to be challenged to his/her full potential while being held 

accountable for his/her actions. 

 A   learner-centered   education   is   achieved   in   a   safe   and   nurturing 

environment that is conducive to learning. 

 Teaching,  learning  and  assessment  practices  should  incorporate  and 

implement a variety of multi-level courses in addition to a wide range of 

strategies that accommodate diverse multiple intelligences and learning 

styles encompassing mainstream and special education learners. 

 Glocal communities celebrate and appreciate diverse cultural heritage and 

personal values. 

 The development of good character is essential for building citizenship, 

responsibility, positive relationships, and respect for one’s self and others. 

 The use of technology, effective communication and research tools are 

vital in preparing our learners for future endeavors. 

 The needs of our learners can only be met through commitment to linking 

on a   regular   basis,   teaching   and   assessment   strategies,   learner’s 

achievements/needs, and professional development. 

 Endorsing Peace Education* is an essential part of our holistic learner- 

centered philosophy. 
 

Peace Education     A concept that is defined as humanizing the process of education 

through   its   components:   Democracy,   Citizenship,   Human 

Rights, Conflict Resolution, Environmental Education, Health & 

Safety and Service Learning. 
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Our Understanding of Holistic Education 

 
Academic Development: We provide diverse and dynamic academic curricula, guided 

by high standards, where all learners, young and adult, are actively engaged to reach their 

maximum potential. We are committed to developing the abilities of all our learners, 

young  and  adult,  honoring  their  different  learning  styles,  multiple  intelligences  and 

cultural backgrounds. Our curricula are project and research-based and integrate 

technology. 

Cognitive Development: We provide a learning experience where learners can 

experiment with academic, personal and social problem-solving, and exercise rational and 

creative thinking, develop into critical thinkers, and acquire the knowledge and skills to 

become independent life-long learners. Our emphasis is on teaching learners to translate 

real-life solutions into concept models, obtain solutions, and then translate those back into 

the context of the real-life application. The on-going traditional and authentic assessments 

integrated in our curricula measure learners’ understanding and help us cater to their 

needs. 

Personal and Social Development: We provide an educational experience where every 

learner  is  supported  and  guided  to  become  a  confident  and  responsible  leader  and 

decision-maker, and where every learner will develop a healthy social system based on 

respect  and  appreciation  of  others.  This  system  includes  acquiring  the  knowledge, 

attitudes and skills to lead an active, productive, and healthy lifestyle. 

Aesthetic Development: We provide an educational experience where our learners will 

develop a personal appreciation for the different forms of art including music, fine and 

performing arts, and literature. Our learners will be motivated and encouraged to 

experiment with and develop their own artistic talents. 

Moral Development: We will provide an educational experience where learners can 

develop into global citizens who are aware of, understand, accept and respect the 

differences in others. Our learners will develop into free and responsible individuals, who 

respect the freedom of others and promote fairness and equality. 
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Organizational Structure 
 

 
 
 
 
 
 
 
 
 
 

HONAA 
 
 

HOPT 
 

 
Counselors 

Speech 

Therapist 

Teachers 
 
 
 
 
 
 
 
 
 
 
 

HOLS: Head of Learning Support 
 

HOS: Head of Section 

HOD: Head of Department 

HOT: Head of Team 

HONAA: Head of Non Academic Affairs 
 

HOPHP: Head of Purchasing and Transportation 
 
 

 
Note: In the absence of the Principal, the Head of the Senior School section will 

serve as an acting Principal for the Upper Campus and the Head of Preschool and 

Elementary will serve as the acting Principal of the Lower Campus. 
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Teaching, Learning and the Curriculum 
 
Using the Curriculum 

 
English is the language of instruction for all students seeking either the American Senior 

School Program or the Lebanese Program.  Arabic and French are introduced as early as 

the KG1 classes and are taught within our multi-level system where students are divided 

into levels ranging from beginners to advanced.  The Arabic and French courses within 

the American Senior School Program are driven by the academic level of our students and 

not by pre-determined standards.  As to the context of the curriculum, the Lebanese 

curriculum is determined and set by the government.   The American Senior School 

Program is designed according to the Learner's World philosophy and is consistent with 

international schools adjusted to accommodate the national culture.  All books with the 

exception of Arabic and French are purchased from the United States through well known 

publishers such as Houghton Mifflin and McDougal Littel. 

 
The curriculum for Elementary and Middle School includes: English, Math, Social 

Studies, Science, Arabic, French, PE, Computer, Art, Music/Drama, Martial Arts, Math 

Support, English Support, Religion, Personal and Social Development. 

 
The curriculum for Senior School includes:  English, Math, Social Studies, Biology, 

Physics, Chemistry, Arabic, French, Physical Education, Computer, Fine and Performing 

Arts, Personal and Social Development. Additionally, AP courses are offered in Grade 11 

and Grade 12. 

 
In addition, elective courses are offered to Senior School students such as:  Business, 

Marketing, Economics, Psychology, Sociology, and Technology, Physics and Chemistry 

for non-scientific students. 

 
It must be noted that not all elective courses are offered every year.  Subjects may vary 

from one year to another based on students' needs and interests. 

 
LWIS-AIS believes in the holistic diversity of every student.   Learning is measured 

beyond the traditional modes of evaluation and assessment.  In addition to the typical 

testing and homework, we focus on encouraging our students to participate in school 

projects, i.e., Poetry Competition, Spelling Bee and Geo competition as well as 

collaborating with international organizations such as Face to Faith, the LAU and AUB 

Fairs, and the NDU Human Rights competition. Their learning is also measured through 

service to the community and demonstrations of their personal and social skills.  The 

curriculum also prepares students for external examinations such as PSAT, SAT I and II, 

TOEFL, MAP, AP and the Lebanese Brevet and Baccalaureate in order to prepare our 

students for universities within Lebanon and abroad. 

 At the beginning of each academic year, the teacher will receive a written curriculum 

document for prospective courses. The expectation is that this document will be used 

to guide the teaching process. 

 Revision of the document will take place with the Leadership Team.  The teacher will 

become familiar with it to the point that it guides his/her teaching. 

 Preparation of a major contextual assessment will take place before beginning each 

unit. 
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 Students  must  be  provided  with  clear  expectations  regarding  assessment  and 

evaluation. 

 Records of any suggested revisions to any given unit in the "reflections" section of the 

curriculum plan should be submitted to the department head and heads of sections. 

 Proposed changes to the curriculum take place in collaboration with the department 

heads. Significant changes require the principal's approval. 

 Teachers  are  expected  to  engage  students  in  practical  learning  through  hands-on 

activities, use of technology and projects. 

 
Curriculum Monitoring 

 
Meeting high standards of learning requires vigilance and accountability, LWIS-AIS has 

implemented a monitoring system designed to collect evidence of how we are progressing 

with our curriculum.  As a classroom teacher, your role in this process will be to: 

 
 Provide your department head with copies of major assessments before they are used 

as requested. 

 Periodically provide work samples and major assessments as requested by your head 

of section and/or head of department. 

 Collaborate with colleagues on maintaining and complementing standards. 

 Share and analyze work samples in department or team meetings. 

 
Learning Support Department 
The Learning Support Program at LWIS –AIS caters for students whose educational 
progress is being hindered by difficulty in the area of learning, behavior or emotional 

development.  Recognizing special needs among your students in class will be the subject 

of workshops and seminars you attend at LWIS-AIS. If you do think a student is in need 

of special assistance, speak to a counselor, the Head of the Learning Support Department 

or Head of Section. In some cases a review will be requested by a special committee. 

 
This committee is chaired by the Head of the Learning Support Department who is aided 

by  an  ad  hoc  membership  he/she  appoints  to  conduct  in-depth  needs  assessments, 

diagnose  learning  difficulties  and  recommend  effective  special  education  programs. 

Once a special education program has been recommended and developed for a student or 

group of students, you will be expected to integrate the student's program into the regular 

class structure and ultimately with the inclusion of the student in the mainstream class. 

 
Extra-Curricular Activities 
Our school's academic programs offer a wide variety of co-curricular activities to 
supplement formal learning.  Students are strongly encouraged to become involved in a 

co-curricular program.  The diversity of the co-curricular program ensures that there is 

something for all student interests and ability levels.  Our students are challenged to use 

their recreational time in a constructive and fulfilling manner and within the general 

scope of goals set for the school.  These include: 

 
 The development of new skills that reflect the specific interests of individual students 

 Personal and social development through the provision of experiences that enhance 

personal attributes such as cooperation, tolerance, self-confidence and respect for 

others, as well as the environment 

 An appreciation of multiculturalism 

 A variety of after-school activities will be offered on a regular basis 



8 Preparatory Visit – October 2016 

 

 

Professional Development 

And the Evaluation Process 
 
LWIS-AIS believes in continuous improvement. Professional development is an essential 

element in the growth of our school. In addition to workshops and courses, we will utilize 

assessment not only as an evaluation tool, but more importantly as a way to promote 

learning. 

 
The evaluation process will include formal input from self, students, administrators and 

informal input from peers and parents.  The summative report will be issued to each 

faculty member based on diverse evaluation instruments. The evaluation forms will be 

used throughout the year. 

 
Formative and summative evaluation will take place for all personnel in the school.  The 

objective of the evaluation process is to enhance instruction and to assist the faculty in 

their professional development resulting in the identification of their strengths and 

weaknesses. 

 
 Build instructional improvement and teaching methodologies. 

 

 Promote professional conduct of instructional and non-instructional personnel. 
 

 Develop community relations. 
 

 Ensure that teachers’ methodology and conduct are consistent with the values and 

mission of the school. 

 Enhance professional development through self, student and peer evaluation. 
 
 

A candidate’s eligibility for tenure will be determined by a careful review of their 

portfolio which includes a formative and summative evaluation by self, peers, students, 

administrators and the principal.  The process is ongoing throughout the year.  Informal 

observations are gathered on a regular basis, whereas formal written evaluations are done 

as follows.  Student evaluations and administrators observations are completed twice a 

year on specific forms.  Peer directors and principal observations are completed at the end 

of the year.  These evaluations are added to the teachers self evaluations and submitted 

materials to form a final portfolio. 
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Promotion Policy (Grades and Homework) 
 

Letter Grade % Grade 

A+: Outstanding 95 – 100 

A: Excellent 90 – 94.99 

B+: Very Good 85 – 89.99 

B: Good 80 – 84.99 

C+: Above Average 75 – 79.99 

C: Average 70 – 74.99 

D+: Satisfactory 65 – 69.99 

D: Unsatisfactory 60 – 64.99 

F: Failing 0 – 59.99 
 

Each student is expected to have a cumulative average of 65% or higher and 65% in each 

of the core subjects in order to be unconditionally promoted to the next grade.  Students 

with a cumulative average of less than 65% or a grade of less than 65% in more than two 

core subjects must repeat the academic year.   Students scoring an average of less than 

65% in one or two of their core subjects must attend summer school and complete the 

program successfully in order to be promoted to the next level.  Students scoring between 

65% and 70% in the core subjects will be highly recommended to attend summer school. 

 
Students in G1-G2 are assessed through different means such as theme assessments, 

activities, projects, and presentations. Their progress is measured by their process skills in 

academic subjects, and by their personal and social development. 
 

 
 

Homework 
 

Learning consists of many aspects including comprehension and retention.  Homework is 

an important tool to help in the retention of information and to build good study habits.  It 

is imperative that students spend adequate time at home doing homework in order to 

reinforce skills and concepts they have learned at school. 

 
The following table represents the school's recommendation for the time an average 

student should spend daily doing his/her homework.  Students with academic difficulties 

are  expected  to  spend  more  time  working  on  homework  at  home  on  a  daily basis. 

Students following the Lebanese Program have to spend more time on homework during 

Brevet and Baccalaureate years in order to achieve acceptable results on their 

examinations. 
 

 
 
 
 
 

KG2 – Grade Two 30 minutes 

Grade Three – Grade Five 1 hour 

Grade Six – Grade Eight 1 1/2 hours 

Grade Nine – Grade Twelve 2 hours 
 

The above times include at least 15-30 minutes of recommended daily reading. 
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Students Rights and Responsibilities 
 

Rights 
 
Student involvement in the educational process is a basis right.  Active involvement 

includes planning and evaluation in an atmosphere of basic respect. 

 
 I have the right to be an individual at school, free from prejudice and discrimination. 

 I have a right to be respected and not physically or emotionally abused. 

 I have the right to express my ideas when appropriate and be part of the development 

process at school. 

 I have a right to a safe school. 

 I have a right to tell my side of the story at the appropriate time. 

 I have a right to know the school rules. 

 
Responsibilities 

 
Students have a responsibility to conduct themselves in a manner that does not violate the 

rights of other people.  They share with teachers, administrators and support staff the 

responsibility of developing a climate within the school that is conducive to productive 

learning and living. 

 
 I have a responsibility to be thoughtful, respectful and courteous to others. 

 I have a responsibility to take care of property. 

 I have a responsibility to practice good personal hygiene. 

 I have a responsibility to come to school daily on time. 

 I have a responsibility to enter classrooms in an orderly way and to settle down to 

work immediately. 

 I have a responsibility to bring all necessary books, materials and equipment to class. 

 I have a responsibility to complete and hand in work by the due time. 

 I have a responsibility to listen with courtesy to the views of others. 

 I have a responsibility to allow others to work without being disturbed. 

 I have a responsibility to know and follow the school rules. 

 I have a responsibility to accept just and appropriate consequences if responsibilities 

are not fulfilled. 

 I have a responsibility to refrain from cheating. 
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Behavior and Academic Policy 

G1-G4 
 

 
 

LWIS-AIS aims to promote social, moral, emotional, academic, and cognitive growth in 

order to build responsible students who will become pillars of change in society. 

 
The purpose of setting a behavior policy is not to punish students but to provide them 

with an opportunity to learn from their mistakes and behave in a more constructive 

manner in similar circumstances in the future. Our purpose is to instill values and build 

skills in order to help students develop self-discipline and self-motivation. Our teachers 

and administrators will listen, negotiate, support, coach, and encourage students to make 

the right choices. 
 

 
 

Positive reinforcement will be used as the behavior management in the Elementary 

Section. Grades 1 to 4 follow a “Go Green” technique ; whereby, they will all start on the 

color green. If a rule is broken, and they are reminded more than once, their card will be 

flipped to yellow, third orange, and the last reminder “red”. When a child is on orange, he 

or she must sit during the break time and fill out a “Think Sheet” where he or she will 

reflect on why his or her card was flipped to orange. 

 
Everyday your child stays on green, he or she will be getting a dot. After receiving 

10 dots, he or she will be given a token 

20 dots a certificate 

30 dots a small present. 

With our team’s encouragement and praise, we are positive that students will work very 

hard to always “Go Green”! This is used as a catalyst to begin the motivation process 

while instilling within each child the value of intrinsic motivation. 

 
LWIS-AIS has a set of golden rules of behavior which are aimed at promoting caring 

behavior,  honesty,  and  good  relationships,  so  that  people  can  work  together  in  a 

supportive atmosphere with the common purpose of helping everyone to learn, to be 

creative, to grow emotionally and physically, and to be happy. 
 
 
 
 
If a student still chooses to engage in an unacceptable behavior, then the following 

consequences will be in effect : 
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OFFENCE FIRST TIME SECOND TIME THIRD TIME 
 
 
COMING TO 

CLASS 

UNPREPARED 

(no homework) 

 
 

Verbal Reminder 

 
Parents will be 

informed. 

 
Inform parents. 

 
Extra work will be sent 

home and signed by the 

parents. 

 
Meeting with parents, 

HOS, relevant teacher, 

and student to set an 

action plan and sign 

an agreement. 

 
COMING TO 

CLASS 

UNPREPARED 

(books, 

copybooks, 

pencils, etc.) 

 

 
 

Verbal Reminder 

 
Parents will be 

informed. 

 

 
 

Written note to parents 

Copy the written class 

work during recess. (1 

break) 

 
 

Meeting with parents, 

HOS, relevant teacher 

and student. Parents 

will be asked to bring 

his or her materials. 

 
 
 

 
Late to line up 

 
 
 

 
Verbal Reminder 

 

Line up continuously 

until the correct way to 

line up is done. The 

wasted class time will 

be taken from the next 

break. 

 

 

Break reflection time 

to set an action plan to 

come up with 

strategies on how to 

line up on time. 

 
Attempting to 

look at other 

learner's test or 

assessment 

 

 
 

Verbal Reminder and 

Signing an Agreement 

 

Parents will be 

informed. 20% of the 

total mark will be 

deducted from test or 

assessment. 

 
50% deducted from 

the test. Meeting with 

the parents and the 

child. 

 

 
 

Staying In Class 

Verbal Reminder 

 
Parents will be 

informed. 

 
 

Action Plan during 

break 

Two break reflection 

sessions with 

revisiting of the action 

plan. 

 
 

Mobile phones 

and ALL 

electronic 

devices/toys 

 
 

Verbal Reminder 

 
Parents will be 

informed. 

 

The item will be 

confiscated for one 

day. 

 
Parents will be 

informed. 

 

The item will be 

confiscated for one 

week. 

 
Parents will be 

informed. 

 

 

Disrespectful 

behaviour, 

language, 

and/or gestures 

towards staff 

and peers 

 

 

Two Break Reflection 

Sessions with Writing 

an Action Plan 

 
Parents will be 

informed. 

 
 
 

Three days Break 

Reflection Sessions 

 
Inform parents. 

 

At least one in-school 

reflection day 

depending on the 

severity of the 

offence. 

 
Meeting with parents. 
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Fighting 

/Bullying- 

physically, 

verbally, and/or 

cyberbullying 

 
 

Parents will be 

informed. 

 
Three- Day Break 

Reflection Sessions (6) 

 
Action Plan and 

Apology Letter 

 

 
 
 
 

One to two days in- 

school reflection time 

 
Meeting with parents 

 
 
 

At least one out of 

school reflection day. 

 
Registration for the 

next academic year 

will be reconsidered. 

 
 
 
 
 
 

Disrupting 

Class 

 
 
 
 
 
 
 

Verbal Reminder 

 
 

 
One break Reflection 

Session Write an 

Apology Letter and 

Action Plan Parents 

will be informed. 

 
Learner will not attend 

the remaining time of 

class. Two break 

reflection sessions  ... 

Parents will be 

informed. After school 

reflection time 

depending on the 

severity. 

 
 
 
 

Wilfully 

damaging or 

acquiring 

other's property 

and/or the 

school's. 

 

 
 

Parents will be 

informed. 

 
Compensation for the 

Damages 

 
Two Break Reflection 

Sessions 

 
 

 
Two Days Break 

Reflection Sessions 

with Writing an Action 

Plan Parents will be 

informed. 

Compensation of 50$ 

for the damages. 

 
 

At least, one in-school 

reflection day. 

Compensation of 50% 

for the damages. 

 
Compensation for the 

damages 

 
Meeting with parents. 

 

Parent’s Signature:    
 
Student’s Signature:    
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Behavior and Academic Policy 

G5-G12 
 
LWIS - Adma International School (LWIS-AIS) aims to promote social, emotional, 

moral, academic, and cognitive growth in order to build responsible students who will 

become pillars of change in society. We will utilize the 3 S’s (Stay Postivie, Stop 

Complaining, Seek Solutions) in order to help all learners become solution focused. 

 
The purpose of setting a behavior policy is not to punish the students but to provide them 

with an opportunity to learn from their mistakes and behave in a more constructive 

manner in similar circumstances in the future. Our purpose is to instill values and build 

skills in order to help students develop self-discipline and self-motivation. Our teachers 

and administrators will use the NEST approach (Negotiation, Engagement, Support, 

Tolerance) to encourage students to make the right choices. If a student still chooses to 

engage in an unacceptable behavior, then the following statements will be in effect : 

 
1- If a student wishes to use his or her laptop during break time, a written permission 

must be obtained from the Head of Section. 

 
2- If a student is not wearing his or her school uniform, he or she will be given a new one, 

and parents will be charged accordingly. If a student refuses to do so, then he or she will 

be sent home. 

 
3- If a student has any piercing on his or her lips, tongue, eyebrows, he or she will be 

asked to remove it in order to stay at school. 

 
4- If a student wears excessive makeup or jewelery, he or she will be asked to remove it. 

 
5- If a student has an extravagant hair style or hair color, he or she will be sent home to 

change it. 

 
6- If a student is late to class 3 or more times, he or she will stay after school to make up 

the missed time. 

 
*In case of excessive late arrivals, parents will be informed by the Head of Section about 

the situation and an after-school personal development session will be applied. Moreover, 

the Head of Section may elect to allow the student to remain in class but come for an after 

school personal development session. 

 
7- If a student is late for three times from 5 to 10 minutes in the morning, he or she will 

have an after school personal development session. 

 
*If a student is late for two times for more than thirty minutes in the morning, he or she 

will have an after shool personal development session. 

 
*If a student had three after school personal development sessions, then he or she will 

come the following Saturday for reflection and community service. 

 
8- If a student (G9 to 12) is absent more than two times per term, he or she will lose at 

least one point daily on the overall grade per subject assigned on that day. (3 late arrivals 

are equivalent to 1 absence). 
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9- If a student does not submit his or her homework, he or she will be held responsible , 

and grades will be deducted from the homework percentage. If this is repeated more than 

2 times, then parents will be notified. After school personal dialogue session may apply. 

 
10- If the student comes to class without his or her laptop, charger, or copybook, then he 

or she will stay in class and his or her parents or guardians will be called to bring the stuff 

to school. 

 
11- If a student chooses to bring his /her mobile to school, then he/she must give it to the 

Head of Section before period 1 and will collect it at the end of the day before going 

home. Having a phone is not allowed at school. Violating this policy will lead to 

confiscating the phone for at least one day and maybe permanently. 

 
12- If a student is caught cheating on quizzes, tests or assignments,  a zero will be issued. 

 
13- If a student is caught displaying inappropriate emotions, he or  she will be reminded 

of appropriate behavior. In case of repetition of such behavior, parents and counselor will 

be informed, and actions will be taken. 

 
14- If a student smokes at school, he or she will be sent home for at least one day. He or 

she might be assigned some community work instead. When coming back to school, the 

student has to be accompanied by his parents. 
 

 
 

     After the first incident, he or she will prepare a project related to the disadvantages 

of smoking, and then present  it to his classmates. 

After the second incident, he or she will have a one day in- school suspenion. 

After the third incident, he or she will be sent home. 
 

 
 

15- If a student engages in a disrespectful behavior towards another student (shouting, 

foul language, rude gestures, etc…), he or she may be asked to leave the class or sent 

home depending on the severity of the situation. 

 
16- If a student leaves school premises without permission, he or she will be sent home 

and will not be allowed back to school without being escorted by his or her guardian. 

 
17- If a student ditches a class, then he or she will have an after school pesonal 

development session. Students are not allowed to enter the class unless HOS gives him or 

her a paper allowing him or her to enter. 

 
18- If a student persistently, bullies(verbally or physcially) his or her peers, he or she will 

complete a reflection paper formulating a solution and then  will write an apology letter to 

the  student he or she bullied. If bullying continues, then disciplinary actions will be taken 

depending on the severity of the situation. 
 

 
 

19- If a student commits vandalism or theft, he or she may be suspended depending on 

the severity of the incident ; moreover, he will be charged $50 in addition to the cost of 

the broken or destroyed item. Additionally, he/she will be asked to engage in at least half 



16 Preparatory Visit – October 2016 

 

 

a day of community service. The broken object will not be changed (where feasible) 

unless the student comes on Saturday and helps fixing or installing the new object. 

 
20- If a student engages in violence or uses illegal weapons (gun, knives, lazer, sharp 

objects)  or substance, he or she will be sent home for a period of time or may be expelled 

depending on the severity of the incident. 

 
21- If a student activates the fire alarm without justification, he or she will be suspended 

for three days and will pay a $500 penalty. 
 

 
 

22- If a student engages in a disrespectful behavior towards a teacher or administrator, 

then, all of the following consequences will be in effect : 

a. The student will be kept out of class or sent home the remaining of the day. 

b. The student must remain at least 3 periods outside the disrespected teacher’s 

classroom. The student will be given work to complete on his/her own. 

 
c. The student must complete a reflection paper that should include an apology and a way 

that he/she should have handled the situation without being disrespectful. 

 
d. The student must engage in at least half a day of community service outside school on 

Saturday or Sunday. 

 
e. The student  must meet with the counselor and sign a behavior contract that includes an 

action plan and specific consequences that will take place in case the student is 

disrespectful again. 
 

 
 

23- If a student has an average less than 65% in more than three subjects regardless of the 

percentage attained on the cumulative average or a cumulative average below 65, he or 

she will repeat the year. 

 
24. If a student scores less than 65% on one, two, or three subjects, he or she must attend 

summer school and pass in order to be promoted to the next level. 

 
25. Once a student violates other signed contracts in relation to lab, library or bus, 

consequences as stated on the relevant contract will apply. 
 

 
 

General Application : 
 
Repetitive negative behavior of minor offences or engagement in a major offence will 

necessitate referral to counseling and/or utilization of a behavior log (see attached) in 

addition to a signed contract by parents. If a student gets three or more yeses on the 

behavior log, he or she will have an after-school personal development session. Losing 

this paper will indicate lack of adherence to preparedness ; therefore, the student will 

directly get an after school personal development session. 
 

 
 

Note : Ipad, Ipod, walkie-talkie, and toy weapons are not allowed at school. 
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Parents will be requested to complete, sign, and return relevant forms. 
 

Student’s Name :    Grade :    
 

Student’s Signature :    Parent’s Signature :   
 
 

Jacques El Khoury, Head of Senior School 

Lisette Bou Lahoud, Head of Middle School 

C.C Dr. Nabil Husni, Principal 

 

 
 
 

Parents and Community Relations 
 
Parents Committee 

 
The school cooperates with the Parents' Committee that is elected for a term of three 

years by the parents of LWIS Keserwan-Adma International School students, according 

to the requirements of Lebanese law.  The Parents' Committee meets regularly with the 

School principal who welcomes discussion of all aspects of school life and recruits the 

participation  of  the  Committee  in  programs  and  volunteer  activities  that  benefit  the 

school. 

 
It should be noted that the Parents' Committee is not the place where parents should bring 

their children’s individual problems at school for discussion.   If a student has any 

individual complaint or problem at LWI-AIS, his/her parent should address his/her 

teachers. 

 
Parents' Committee Activities 

 
LWIS-AIS looks to all parents for support in enriching our students’ learning experience. 

We encourage them to actively participate in school events and to do their part at home to 

ensure school policies are adhered to and supported. 

 
Parental Involvement 

 
Open communication between home and school – between parents and teachers is 

essential to the holistic development of every student.  We understand that you lead busy 

lives.  However, we encourage you to be as active as possible in the life of your child at 

school.  The following is a list of expectations for LWIS-AIS school parents: 

 
Expectations of Parents 

 
1. Support the school mission, vision, values, rules and regulation. 

2. Support the school discipline policy. 

3. Communicate regularly with the school. 

4. Communicate with different school constituents before making a decision. 

5. Pay your fees on time. 
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6. Respect the process of communication within the school community. 

7. Support the teacher's role. 

8. Support the teacher's privacy. 

9. Attend meetings and functions on a regular basis. 

10. Ensure that homework is done. 

11. Volunteer. 

12. Regularly check website, correspondence newsletters, portal system, etc. 

13. Ensure that children come to school on time. 

14. Projects and homework are the responsibility of children and should not be 

completed by parents. 

15. Communication between parent/child should be consistent with the school. 

16. Give attention to your child. 

17. Have discussions with your child daily. 

18. Ensure hygiene of your child. 

19. Monitor bedtime, leisure time and TV/Internet use 
 

 

Procedures and Policies 
 
Faculty/Department Meetings 

 
Faculty will meet once a week.  Teachers will set one hour a week to meet with their head 

of department.   Heads will agree with teachers on when lesson plans and other 

requirements are to be submitted.   Heads will assist teachers in reviewing the 

syllabus/curriculum and will visit classes as part of the evaluation process. 

 
Out of Class Responsibilities 

 
Full-time teachers will be involved in certain hours of student supervision.  Supervision 

includes recess and morning duties, where teachers should ensure students are interacting 

with each other in a safe, cooperative and constructive manner and drop-off/pick-up duty 

where the role of the supervisor is to ensure student safety.  Other supervision duties may 

be fieldtrips and other activities/events. 

 
Student Records 

 
Access to any student file pertaining to academic behavior must be under the supervision 

of the head of section.  Access to student files pertaining to registration and personal 

information must be under the supervision of the office manager. 

 
Student Record Keeping 

 
Teachers are required to keep track of all students’ grades, quizzes, tests, projects, 

behavior, cross curricular goals, individual needs and a plan for students that need help or 

enrichment.  All notes going home to parents must be seen by the head of section.  Report 

cards are issued three (3) times per academic year. Teachers will meet by class to discuss 

students’ progress with the presence of the heads.  All report cards will be reviewed by 

the heads of each department, heads of sections and the school principal. 
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Parent Teacher Conferences 
 
Parent teacher conferences are held after grade reports are issued to parents.  All teachers 

part time and full time must attend.  Teachers must have portfolios, grades, current 

assessments, projects, and written notes available for parents.  Teachers are expected to 

be courteous and professional when speaking with parents.  Teachers must have a plan 

ready to discuss with parents for students that are in need.   Teachers may call for a 

meeting with parents at any time to discuss issues pertaining to their child.   However, 

heads of departments and heads of section must be informed.  Parents may call the office 

at any time to schedule meetings with their child’s teachers.  The office manager will then 

schedule a date and time for the teacher in accordance to his/her availability.  A parent 

conference form is to be filled out with the parent during the conference; both parties 

must sign the form.  The form is handed in to the heads of department then channeled to 

the head of section and the principal.  All forms will be kept in the student’s academic 

file.  If parents are unable to attend, they may then request a phone conversation.  Parents 

will coordinate with the office manager on a specified time that is convenient for both the 

parent and the teacher. 

 
Field Trips 

 
Field trips are designed to create practical educational experiences in support of our 

mission in addition to fun-filled activities and community service excursions.  A field trip 

request form needs to be filled out by the teachers and handed in to the business director's 

office after it has been approved by the designated head of section.  It is important to plan 

all fieldtrips early on in the year as part of the curriculum preparation. 

 
School Visitation 

 
All visitors must check in at the administration office regardless of the purpose for being 

on campus, except in the case of gatherings and/or events organized by their child's 

section.   Parents are always welcome to visit.   If you would like to visit a classroom, 

please arrange this in advance by calling the section director through the school office. 

All vehicles will be registered at the gate and information will be requested from drivers. 

 
Punctuality and Attendance 

 
All staff members must report for work punctually as scheduled. Unauthorized or 

excessive absences or tardiness will result in disciplinary action.  A regular school day for 

full time teachers begins at 7:45 a.m. and ends at 3:15 p.m.  If a teacher cannot conform 

to these times, a prior agreement needs to be made with the principal.  If teachers need to 

leave school at any time during school hours, a form must be filled out (time leaving and 

the  time  returning)  and  should  be  approved  by  the  head  of  section  and  the  school 

principal.   All teachers must report to their classes 5 minutes before classes begin. 

Teachers should notify the office manager and relevant head of section as far in advance 

as  possible  that  he/she  will  be  absent.  Heads  of  department  will  have  collected 

substitution files which include peace education activities in cases of teacher absence. 

The teacher must prepare sufficient material for the substitute teacher if the latter teaches 

the same subject otherwise a peace education activity will be handed to students by the 

head of department. A lesson plan must be handed in to the heads of department/section 

where appropriate. All teachers must call the office manager and the head of section if 

they are unable to come to school before classes begin or if they will be absent for the 

day.  The teacher must have already prepared materials for the substitution file.  Absences 
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for more than one day will require a medical report from a doctor. All absences will be 

recorded and will be a part of the teacher’s record. 

 
Addressing Concerns 

 
The feelings and problems of each staff member are important.  In an effort to keep 

problems from escalating, we ask each staff member to take steps to express his/her 

concern in an appropriate professional manner and to the appropriate parties.  If the 

problem cannot be resolved, the counselors, heads of sections and/or the principal may 

step in if there is a need.  If problems should arise involving academics and behavioral 

issues of students, the concerns need to be addressed with the department head and/or 

section director.  If the problem is not solved, the matter can be taken to the principal in 

the presence of the head of section.  The principal has an open door policy to hear staff 

concerns and recommendations.  All staff members are encouraged to raise questions and 

work together to reach solutions in order for our work place to be supportive of the 

school’s mission.  We must serve as role models for students.  Please remember that 

communication is the only acceptable way to resolve problems. 
 

 
 

Expression of  Personal Viewpoints 
 
The school acknowledges that all staff members have personal values, beliefs, and 

opinions which may or may not be shared by all members of the school community.  Staff 

members are hired on the basis of qualifications only.  Therefore staff members must be 

able to work in a diverse setting and portray it to students.  Multi-cultural awareness is 

part of the school’s mission.  At LWIS-AIS, tolerance is a requirement and celebration of 

diversity is a way of life. 

 
Classrooms 

 
Classrooms are shared by teachers.  Before leaving the class, a teacher must make sure 

that the students have cleaned up the classroom and are ready for the next session. 

Homeroom teachers are responsible for guiding and encouraging students to tidy up, pack 

their belongings in an orderly manner, reinforce the rules and regulations of the school, 

and discuss current and/or important events, and issues.   The environment plays a key 

role in the learning process.   Classes should continuously be decorated with students' 

work. 

 
Fire Drills and Emergency Evacuation Plans 

 
During each academic school year, teachers, staff members and students will be given an 

orientation on the school’s evacuation and emergency plan procedures.  We will also have 

ongoing emergency drills throughout the academic year. 

 
Maintenance 

 
Any issues concerning maintenance are to be reported to the floor representative or the 

business affairs office. 
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Purchase Order Form 
 
Any staff member requesting materials must fill out a purchase order form listing needed 

materials and submit it to the director of business services after obtaining the head of 

section's approval.   It is important to plan ahead.   Most if not all materials should be 

ordered and ready prior to the start of the academic year. 

 
Communication during Severe Weather 

 
We have developed an SMS system of communication in situations which require the 

immediate attention of faculty, parents and students.  A message will be sent to all school 

constituencies to keep them informed of possible changes or adjustments. 

 
Parent-Staff Contact 

 
Regularly  scheduled  meetings  will  be  held  to  accommodate  parents.    Additionally, 

parents are welcome to call and arrange an appointment to discuss issues concerning their 

child with the appropriate teacher. 
 

 
 

News and Events 
 
Newsletters are issued to parents and staff members on a regular basis, keeping them 

informed of different developments and events. Moreover, parents will receive 

notifications about the news and events on the mobile application and they can check 

them on the portal system. 

 
Staffing 

 
The school will strive to employ dynamic, effective, well-qualified and efficient staff 

members who are constantly improving educational programs. 

 
The school’s specific personnel service goals are to: 

 
1.   Recruit, select, employ and retain the best-qualified personnel available 

2.   Provide equal employment opportunities for all candidates for positions, regardless of 

sex, religion, disability, or color. 

3.   Promote   a   nurturing   atmosphere   in   order   to   create   a   comfortable   working 

environment 

4.   Develop and manage staff compensation, leave and benefit programs in order to retain 

highly qualified employees; 

5.   Review and update job descriptions on a regular basis. 

6.   Utilize an evaluation process that contributes to individual professional development. 

7.   Effectively  administer  contracts,  agreements  and  personnel  policies  which  will 

strengthen the relations between the administration and its staff. 
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POLICIES PERTAINING TO ALL STAFF MEMBERS 
 

Staff Code of Conduct 
 
This code represents an effort to establish a strong presence of professional and ethical 

behavior for LWIS-AIS staff.  It therefore represents the high standards for the LWIS- 

AIS community to which our staff are committed. 

 
LWIS-AIS staff agree: 

 
1-  To demonstrate in their teaching and their dealing with others, respect for the dignity 

and rights of all persons without regard of race, religion or nationality. 

2- To demonstrate in their dealing with students the belief and commitment that all 

children can learn. 

3-  To refrain from commenting negatively upon students or their families. 

4-  To refrain from sharing information received in confidence except in situations where 

there is a professional need. 

5- To emphasize the positive qualities of colleagues and refrain from gossip and the 

spreading of rumors. 

6-  To make suggestions for improvements of policies and practices in support of the 

school's vision. 

7-  To conduct themselves in a manner consistent with the school and core values. 

8-  To abide by and respect the school’s policies and procedures obligations. 

 
Examples of unacceptable behavior in dealing with students include: 

 
1-  Physical contact. 

2-  Verbal abuse such as swearing, put downs or screaming. 

3- Use of unacceptable humor such as sarcasm, making fun of a child’s academic 

weaknesses, mental ability, physical appearance, sexist remarks, racist and ethically 

biased remarks and humor involving sexual innuendo. 

4-  Remarks violating the child’s privacy and the right to state his/her opinion. 

 
Staff Rights and Responsibilities 

 
The  LWIS-AIS  community  believes  that  each  teacher  plays  a  major  role  in  the 

partnership needed to promote our holistic educational philosophy. 

 
All staff members are expected to attend school meetings and special functions. 

All  staff  members  have  the  right  to  due  process  as  described  by  the  Ministry  of 

Education. 

 
Staff Conflict of Interest 

 
1.  Personal Gain from School Position 

a – LWIS-AIS personnel may not use, or attempt to use, his or her position or school 

property or services for his/her private benefit. 

b – LWIS-AIS personnel may not solicit or accept gifts for providing information or 

seeking goods in order to improve their positions at the school. 

c – LWIS-AIS personnel shall not use confidential information acquired in connection 

with the school for personal gain or for other unauthorized purposes. 
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2. Outside Commitment 

a - An LWIS-AIS employee shall not accept any outside position that would impair 

his/her capacity to fulfill the employee’s obligations to the school. 

b - An LWI-AIS employee with a full time teaching position shall not take on a 

teaching job in any educational institution without written permission from the 

principal. 

c – LWIS-AIS employees are not allowed to tutor AIS students without written 

permission from the principal. 

 
3. Use of the School name and Resources 

a - An employee shall not use the official title of the school except in connection with 

school purposes. 

b - The School’s name, facilities, equipment, stationary, supplies, and  personnel    are 

to be used only for the betterment of the school’s mission. An employee is prohibited 

to use any school resources, including the services of school equipment for the benefit 

of the employee. 

 
Stealing and/or Falsification of School Documents 
Any form of stealing of school property provides immediate grounds for termination. 
Falsification  of  school  documents  of  any  kind  provides  immediate  grounds  for 

terminating employment. 

Staff Work Visas and Work Permits 
 
(Non-Lebanese) 

 
The school will assist foreign teachers in obtaining work permits. It is illegal for a 

foreigner holding this work permit to work for another establishment. 

 
Personnel Records 

 
Personnel files are confidential records.  These files are open for inspection only by the 

principal.  The files may not be available to anyone outside the school and will not be sent 

to other organizations, except by the written request and permission of the employee. 

 
The employee will have full access to his/her records during school hours.  Questions 

regarding  this  record  may  be  directed  to  appropriate  heads  of  sections  and  or  the 

principal.  Heads of sections have the right to request information related to teachers' 

experience and/or academic background. 

 
The  school  will  keep  personnel  files  of  former  employees  for  as  long  as  the 

administration finds it necessary. 

 
Staff Involvement in Decision-Making 

 
The administration encourages employee’s participation in the decisions made at school. 

At LWIS-AIS participation may include, but is not limited to: 

 
1-  Policy development 

2-  Curriculum Planning 

3-  Facilities planning 
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Community Involvement 
 
School personnel are encouraged to participate in community activities, as long as it 

doesn’t interfere in regular schoolwork. 

 
Political Activities 

 
School personnel have the right to participate as individuals in political activities and 

practice individual beliefs.  However it is their responsibility to ensure that the school is 

absent of any endorsement of their personal political activity. 

 
Smoking and Alcohol 

 
Smoking or use of alcohol is strictly forbidden at school, in particular during student 

school events. 

 
Employee Dress Code 

 
All LWIS-AIS teachers and administrators aspire to and represent a high standard of 

professionalism.  Therefore, all personnel must be dressed in a professional manner at 

school social functions and throughout the school year.  We believe in projecting a strong, 

positive and professional image to students, parents and the community. 
 

 
 

Examples of Inappropriate Attire 
 
Workout clothes, tights, short shorts, and mini-skirts distract from the professional image 

of the staff and  the desired  standard of dress.    All clothes  must be clean  and  well 

presented. 

 
Drugs 

 
Use of any illegal substance on  campus will result in the immediate termination of 

contract. 

 
Computer Use Policy 

 
The purpose of electronic communication is to facilitate LWIS-AIS business. Such 

communication  includes  computer  networks,  electronic  mail,  portal  system,  internet, 

voice mail, facsimile machines and photocopiers.   Materials stored in LWIS-AIS 

computers are solely the property of the school. LWIS-AIS will reserve the right to 

disclose, delete any material on its electronic systems at anytime in order to monitor that 

all business is being conducted properly and not misused despite the secret passwords or 

other security measures. 

 
Appropriate Usage 

 
Electronic communications, including access to the internet, may be used as long as: 

 
1-  It does not consume more than an insignificant amount of LWIS-AIS resources and 

electricity. 

2-  It does not interfere with the employee’s responsibilities and productivity 
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3-  It does not interfere with the daily operation of the school. 

 
Electronic communications should never be used for inappropriate purposes. 

All words and memos used must be carefully chosen. 

 
Discrimination 

 
It is against school policy for any employee, male or female, to discriminate against any 

other individual by means of speech or action. 

 
Employee Complaints 
We  encourage  adults  to  resolve  their  difficulties  through  communicating  with  one 
another.   We expect all communication to be civil and professional and not violate by 

spirit otherwise the values (i.e., screaming, put downs, or any verbal/physical abuse) at 

LWIS-AIS.   Failure to  do so may result in severe consequences  if the issue is  not 

resolved.  Please use the organizational chart in order to correctly resolve the issues. 

 
Child Abuse 
Teachers  should  watch  for  signs  of  student  physical  abuse  and  should  alert  school 
administrators while maintaining confidentiality until the situation is fully investigated. 

 

 
 

Corrective and Disciplinary Action of Employees 
All employees will be given the opportunity to correct deficiencies in their work.  The 
correction process is as follows: 

 
1-  The employee is made aware of the deficiency by his/her immediate supervisor and 

the deficiency is documented. 

2-  The employee is given the opportunity and the support to correct the deficiency. 

3-  If the deficiency is not corrected, the immediate supervisor in coordination with the 

head of section and the principal will submit an action plan signed by the employee. 

This action plan is then placed in the personnel file and is to be reviewed on a regular 

basis. 

4-  If the deficiency continues upon review, a meeting will be held with the supervisor 

and principal to determine further action.   Continued violations may lead to severe 

consequences including dismissal.   The employee will be put on probation with 

possible termination of his/her employment.  The written warning is to be signed by 

the  employee  and  the  immediate  supervisor.  Supervisor  may  be  a  Head  of 

Department, Head of Section or Principal. 

 
Grievance Policy 

 
a)  A teacher may submit a written response or rebuttal at one or all of the following 

times: 

1-  After a written reminder 

2-  After  receiving  a  written  observation  summary,  or  any  other  written 

documentation associated with the teacher’s evaluation 

3-  After receiving a written summative annual evaluation 
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b)  Any written response or rebuttal must be submitted within five working days of 

receiving a written reminder, observation summary, a written summative annual 

evaluation  report,  or  any  other  written  documentation  associated  with  the 

teacher’s evaluation. 
 

 

c)  A teacher may request that a second evaluation is conducted by the Principal after 

receiving from his/her Head a written observation summary evaluation with which 

the teacher disagrees. 
 

 

d)  The second evaluation must be requested within five working days of receiving a 

written observation summary. 
 

 

e)  A teacher may be given advance notice of the date or time of a second evaluation, 

but advance notice is not required. 
 

 

f) The Principal shall evaluate the teacher in all the areas that were covered by the 

Heads. 
 

 
 

Note: The written response or appeal should be addressed to the evaluator and a 

copy is sent to the Principal. 

 
POLICIES PERTAINING TO TEACHING STAFF 

 

Teaching Positions and Qualifications 
 
Candidates for new teaching positions must undergo the following process: 

 
Hiring Process 

 
All applicants must: 

 
1.   Submit CV and copies of diplomas 

2.   Applicants meeting the minimum standards are requested to complete an application. 

3.   A review of applications, will take place by the appropriate committee who will 

choose at least 2 candidates for interviews. 

4.   Candidates are interviewed by the committee and the principal. 

5.   After  checking  references,  a  recommendation  to  employ  the  candidate  by  the 

principal, in consultation with the committee, is made to the Board of Trustees. 

6.   A contract is signed and official copies of documents are requested from the new 

employee. 

 
The committee will have at least, members from the Leadership Team and experts from 

the area related to the vacancy. 



27 Preparatory Visit – October 2016 

 

 

Teachers Recruitment and Selection 
 
The principal is responsible for employing individuals to fill the teaching positions.  The 

process is guided by a set of criteria and procedures. 

 
Full-Time Teachers Compensation and Contract 

 
Compensation of Teaching Staff is adjusted based on the number of degrees held and the 

years of experience.  All of the employees will be compensated at least according to the 

Lebanese Ministry of Education step scale. 

 
Substitute/Part Time/Teacher Assistants 

 
Substitute teachers, part-time teachers and teacher assistants will receive pay for services 

only as stated in the contract.  No benefits will be received. 

 
Teacher Substitution 

 
Full time teachers will be paid 15$ per hour for serving as a substitute teacher assuming 

one of the following factors is not applicable: 

1-  The hours of teachings per week including the substitution hours are 25 hours or 

less. 

2-  The substitution hour is to make up an hour of absenteeism. 
 

3-  The extra students joining the class are within a teacher’s scheduled hour. 
 

4-  If the substitution hour is within the first 3 free substitution hours after satisfying 

the three factors above. 

 
 
It must be noted that teachers with administrative duties (all heads) and professional staff 

members (librarian, counselor, nurse, etc…) are not paid for substitution. Moreover, part 

time teachers are treated in a similar manner, whereby factor 1 implies 5 hours per day 

while factors 2 and 3 are the same. 

 
 
Reminder: 

 

Besides the days of absenteeism that are permissible by the laws guiding a teacher’s 

position at the Ministry of Education, money will be deducted from the salary for 

days missed beyond the 6 days approved by the administration. 

 
Teachers Payday Schedule 

 
Pay day is the last day of the month.  Any changes will be announced at an earlier time. 

 
Teachers Salary Deductions 
All Lebanese tax laws apply. 
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Teachers Orientation 
 
At the beginning of every academic  year an orientation will take place for all new 

teachers and all teaching staff are expected to participate. 

 
Teachers Assignments and Promotions 

 
All teaching staff promotions and assignments will be determined by the principal and the 

leadership team. 

 
Teachers Evaluation 

 
(Annual Review/ Performance Appraisal) 

 
The policy states that all teaching staff will be evaluated twice a year.  The appraisal will 

integrate the overall philosophy and values of the school keeping in mind professional 

objectives. 

 
Teachers Employment Conditions 

 
A minimum Bachelor's degree related to the field of study is required from any member 

of the teaching staff. 
 

 
 

Teachers Schedule and Workload 
 
Full time teaching staff are expected to work a maximum of 25 periods out of 31 periods 

per week which includes duties and substitution, faculty meetings, and parent meetings- 

excluding the hours of extra activities and school events 

 
Teachers Career Development 

 
Professional Growth: 

 
In addition to participating in workshops held at school, staff members are encouraged to 

attend  external  workshops.  Participation  in  external  workshops  and/or  courses  that 

conflict with working hours must be pre-approved by the principal. The school may cover 

half the cost for pre-approved workshops for employees that have at least two years of 

service with LWIS-AIS. 

 
Teachers Leaves and Absences 

 
All staff members are encouraged to attend to personal issues outside scheduled hours.  In 

case of an emergency, written permission is required and must be signed by the relevant 

Head of section and principal. 

 
Teaching staff members are expected to call in “sick” to the office manager and relevant 

section Head no later than 7:30am and not send a message with a friend. If an earlier 

request for leave was not arranged prior to the day, then this will be considered leave 

without pay and a salary deduction will apply. 
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Besides the days of absenteeism that are permissible by the laws guiding a teacher’s 

position at the Ministry of Education, money will be deducted from the salary for days 

missed beyond the 6 days approved by the administration. 

 
Teachers Medical Leave 

 
(Ministry of Education Rules and Regulations) 

 
Teachers Marriage Days 

 
(Ministry of Education Rules and Regulations) 

 
Teachers Maternity Leave 

 
(Ministry of Education Rules and Regulations) 

 
Teachers Bereavement Leave 

 
In  the  event  of  losing  a  close  family  member:  spouse,  mother,  brother,  sister  or 

grandparent four (4) consecutive days of leave will be granted. 

 
Teachers Compassionate Leave 

 
This will be handled case-by-case. 

 
Teacher Benefits 

 
Children's Educational Assistance 

 
 (Ministry of Education Rules and Regulations) 

 
Medical Benefits 

 
 (Ministry of Education Rules and Regulations) 

 
 
 
 
Teachers Separation of Employment 

 
The  principal  is  authorized  to  take  the  necessary  action  regarding  the  terms  of 

employment of school employees.  Teachers must notify the school no later than July 4 if 

they decide to resign from the school.  Similarly, the school must notify teachers if his/her 

contract is not renewed by that date.   New staff members have a three (3) month 

probationary period before their contract is deemed viable.  Full and part time teachers 

are subject to different rules and regulations under Lebanese Labor Laws.  A copy of the 

Lebanese Labor Laws governing the teachers is available at the school office. 


