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Dear Parents/Guardians,

Peace be upon you and mercy to you and your family. We wish you a
prosperous new academic year 2024-2025. Please find below information
related to the school rules and regulations.

School Operating Hours

e School gates will open at 7:00AM and will close at 7:45 AM
e The Morning Assembly starts at 7:30 am

e Advisory sessions for grades 1 to 5 start at 7:45AM — 8:00 AM, while for
KGs shall start at 7:30 AM

e K to Grade 5 dismissal time is at 14:00 PM. On Fridays at 11:30AM.

Buses for KG to Grade 5 leave at 13:50 PM\ On Fridays at 11:20 AM

Attendance and Tardiness

e Students should be in school no later than 7:30 am

e Late arrivals, after 8:00, will be admitted through gate 2 and their
lateness shall be recorded. If it’s more than 3 times, the parent will be
called for a meeting.

e In case of absence, students must provide a valid doctor’s note or a
legitimate reason for their absence. It should not exceed the limit of
absences.
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Books, Bags and school devices

e Please bring all your books to be kept in school unless the student has
homework or a quiz. All books to be sent home every Friday.

e Please consider the weight of your child’s bag to be safe to carry

Lunch Boxes
e Please provide your child with enough food and snacks.
e Kindly pack healthy lunches with a variety of fruits and vegetables

e Fast food, chocolates, chips, sodas, energy drinks, gums, gummy bears
and sugary products are strictly prohibited. Such will be confiscated in
case they are found with the students.

Uniform

e Students must comply with the correct school uniform. (Full uniform
set). Failure to do so, the parents shall be called for a meeting.

e PE Uniform must be worn to school whenever students have PE lessons
as indicated on the timetable.

e Only White, Black or Navy-Blue shoes are permitted.

e You are kindly advised to pack an extra set of clothing for your KG child
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Cleanliness and Hygiene

e Long nails, untidy hair, jewelry, or accessories are strictly prohibited.
Long hair for boys is not allowed. Colored hair for girls is not allowed.

e Students must always maintain a clean and neat appearance.
e Personal hygiene products must be considered for older students.

e Mobile phones are strictly prohibited. If found, it will be kept in school
till further notice.

Busses

e During fog and bad weather conditions, buses will come to a complete
stop and will not resume until the weather clears

e |n case of any misbehaving, the student shall be removed from the bus
with no fees refund.
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School Behavior and Conduct Policy

Behavior Rules:

Proceeding with the school’s vision, mission and values, the school always provides the
students with an appropriate educational and nurturing environment, by developing the
educational plan and providing a safe school environment constantly.

1- Purpose:

The Purpose of writing Knowledge International School Behavior and Conduct Policy is to:

e Ensure that all members of the school community are treated with dignity and
respect.

e Encourage the sense of responsible citizenship by encouraging participation with the
school’s community.

e Enhance the United Arab Emirates heritage and culture by applying a complete
program to keep the Emirati national identity.

e Keep and maintain an environment in which conflicts and differences can be handled
with respect.

e Ensure the individuals’ safety on the school premises.

e Support positive behavior to increase the students’ level of achievement.

The code of behavior and conduct focuses on the following outcomes:

e Successful students in life

e Students who can manage their time intelligently

e Students with study skills

e Students who can treat others with kindness and respect

e Students who respect the country and culture

O A Muwaiji - AlAn - (@ 03-7374394 www.kis-a.com @ info@kis-a.com



4 X

\“L{é‘%}y o Bow e . o
Knowledge JUguwlul aalgs awjao
iogbis a3 dmras Knowledge International School

These values will enhance the aspiration of all the parties concerned, and among the

processes used to implement these rules are:

e Respect

e Self-discipline
e Teamwork

e Liability

e Compassion

e Tolerance

2- Students in Abu Dhabi schools are expected to conduct themselves in a way that
promotes a positive school environment. The following code of behavior and
conduct is expected of all students attending schools in Abu Dhabi. The code of
behavior and conduct applies while students are in school, on school grounds,
participating in school-led field trips, and attending any extra-curricular activities

sponsored by the school.

ADEK expects that all students will:

v" Comply with all instructions and rules of the school

v Behave responsibly and will not endanger the safety and welfare of others, as well as

themselves

v’ Care for the facilities and property of the school and of others

v Arrive at school and lessons on time and justify any tardiness and absences

v Participate to promote a positive schoolcommunity

v" Demonstrate a positive attitude towards learning and will apply effort to their
learning

v" Behave responsibly so as not to disrupt the classroom or the learning of others

v" Commit to the heritage and culture of the UAE in such a way that they behave
honestly and conduct themselves with dignity

v" Show respect to all teachers, school personnel, fellow students, their families, and

O A Muwaiji - AlAn - (@ 03-7374394 www.kis-a.com @ info@kis-a.com
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members of the community

Code of Behavior and Conduct:

w
1

This school promotes responsibility, respect, self-discipline, sincerity, and academic

excellence in a safe learning environment.

The school believes that a positive environment is achieved when all parties feel accepted
and safe; all students, parents, teachers, and staff have the right to feel safe in their school

community.

With that right comes the responsibility to contribute to the creation of a positive

atmosphere in the school.

Managing behavior enhances the school environment and supports the academic

achievement of all the students.

The school principal, along with the school leadership team, believes that early intervention
and prevention are keys to maintaining a positive school environment that allows students

to learn and allows the teachers to teach.
All members of the school community should:

e demonstrate respect and integrity

e respect and comply with the school rules

e respect differences in people’s ideas and opinions

e commit to promoting the heritage and culture of the United Arab Emirates

e respect the rights of others fairly, regardless of their race, ancestry, origin, color,
nationality, religion, gender, or disability

e respect others’ rights

e respect the school property and the property of others

e take appropriate measures to assist those who need an assistance

e seek help from a considered member in the school to solve problems peacefully

e respect all members of the school community
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e respect the need of others to work in an environment conducive to learning and

teaching

4- School Disciplinary Committee

This committee is formed to review and discuss student behavioral issues and is also
concerned with revising the disciplinary procedures and actions applied in accordance
with the school behavior management regulations.

The School Disciplinary Committee is formed at the beginning of each new school year as
follows:

1. Principal 4. Head of Admin

2. Health and Safety Officer
3. Social Worker

Committee Mandates:

1. Review student behavior issues within school community.

2. Review current systems, and procedures for managing student behavior.

3. Convene regular meetings to address student behavior issues raised by the
school community.

4. Investigate inappropriate student behavior that has escalated beyond the
classroom teacher’s control.

5. Respond to the school community within 3 school days with recommendations
for the management of behavioral issues brought to the committee.

6. Maintain records of meetings and interviews conducted when investigating student
behavior matters referred to the committee.

7. Forward the committee’s recommendations and decisions to the Student

Affairs manager for endorsement and approval.

O A Muwaiji - AlAn - (@ 03-7374394 www.kis-a.com @ info@kis-a.com
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5- Roles and responsibilities:

The principal and school leadership team will ensure:

e developing a mechanism through which the school will apply the code of behavior
and conduct and classroom rules, and it will be reviewed annually with students,
staff, and parents.

e establishing practical procedures for clear communication of the code of behavior
and conduct with all parents, students, staff, and the local community to ensure their
commitment and support.

e establishing an effective intervention strategy to handle all violations of basic
standards, sincerity, and self-respect.

e organizing PD sessions for teachers to acquire knowledge, skills, and attitudes

necessary to develop academic excellence and maintain a safe learning environment.

6- Social Workers (SW)
The SW has the role of providing guidance and support to students and ensuring that
students follow school-based rules and regulations governing behaviors.
The SW has the responsibility of:
e supporting the establishment of a positive safe school environment
e supporting and enforcing the rules and regulations of the school-based student
behavior management system
e providing guidance and assistance if a student has been referred by teachers for
violating the school rules, or classroom rules
e assisting students in accessing appropriate resources to support positive behavior
e working with students, teachers, and other school staff to resolve student behavioral
issues

e working with families and the community to resolve students’ behavioral issues

O A Muwaiji - AlAn - (@ 03-7374394 www.kis-a.com @ info@kis-a.com
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e reporting the situation to higher authorities at the school, ADEK, or community if
deemed necessary, and working with teachers to develop and implement plans for
positive student behavior in classrooms

e convening regular meetings of the SDC

In addition, it is the principal's responsibility to lead the day-to-day work of the school and
to secure this leadership by:
e demonstrating care and concern for the school community and adhering to academic
excellence standards in a safe educational environment
e holding everyone accountable for their behavior and actions
e empowering students to be positive leaders in their school community
e communicating regularly and purposefully with all members of the school

community

7- Teachers and Other School Staff
Teachers and other staff must maintain order in the school under the leadership and
supervision of the principal, and it is expected of everyone to adhere to the highest ideals of
behavior, respect, and responsibility. Teachers and school staff should act as a role model for
others and maintain these high standards when carrying out the following:
e helping students to work to their full potential and develop their self-confidence
e encouraging students to be constructive leaders in school, in their classrooms, and in
the community
e communicating regularly and purposefully with parents and guardians
e maintaining consistent behavior standards that apply to all students
e showing respect to all students, staff, parents, and members of the school
community

e preparing students to assume full responsibility of citizenship
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8

Students:

Students should be treated with respect and appreciation. In return, they will have self -

respect, and assume their responsibilities as citizens through their suitable behavior. The

student will show respect and appreciation through:

9-

punctuality and arriving at school on time, well prepared and ready to learn

displaying self-respect, as well as respecting others and those in a role of authority

and responsibility

following the rules and taking full responsibility for their actions and their

consequences

demonstrating respect and tolerance for diversity and prioritizing equality when

dealing with others

Parents and Guardians

Parents play an important role in the education of their children; they can support the

efforts of school staff in maintaining a sensible and respectable learning environment for the

students. Parents complete their roles when they:

display an active interest in their children's work and progress in learning

communicate regularly with the school

help their children wear the school uniform, and prepare them accordingly to go to

school

ensure that their children attend school regularly, on time, and without tardiness,

unless there is an acceptable excuse

provide the school with appropriate reports when their child is absent or late to

school

encourage and assist their children to abide by the code of behavior and conduct.

assist staff (teachers) in dealing with disciplinary matters

© A Muwaiji - Al Ain
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When parents visit the school to register their children, they will receive a copy of this
section of the code of behavior and conduct to sign, and this will serve as an evidence that

they have read and agreed to the policy.

9.1 Parents’ Responsibilities

e To support school efforts, and aim at creating an optimal school environment

e To ensure their children conform to, and abide by ADEK and school guidelines,
instructions, and corrective/disciplinary procedures

e To promote positive behavior and ensure that their children are aware of the
appropriate behavioral practices

e To respond positively to the school instructions and remarks on student behavior and
discipline

e To read all school regulations and policies and discuss them with their children

e To show appreciation and respect for all school staff

e To attend school meetings and information sessions related to student behavior and
discipline

e Tol communicate with the whole school community to discuss and find solutions for
student behavioral issues and carry out the appropriate corrective actions

e To comply with the school’s educational and administrative regulations for the good
of their children

e To keep the school informed with any emergent or unexpected problems that their
children may be facing.

e To pay for the expenses needed to fix any intentional damage, caused by their

children, to the school

10- Student Code of Behavior and Conduct:
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Students must abide by the necessary code of behavior and conduct, and the school is
adamant on implementing them while the students are on school grounds and when

participating on field trips and school extracurricular activities.

Among these rules are the following:

e Compliance with the school regulations and laws

e To act responsibly and not to endanger their own lives and safety or endanger the
lives of others, whether inside the school or during field trips and extra-curricular
activities

e Preserving school facilities, property, and others’ property as well

e Commitment to school hours, and not being late unless there is an acceptable excuse

e Contribution to the development of creating a positive environment within the
school community

e To participate actively in the educational process by working hard and diligently

e To act responsibly and not to disrupt the educational process within the classroom or
hinder the learning of others

e Adopting a sense of belonging to the country's heritage and culture, and showing

respect and tolerance to diversity while promoting equality when dealing with others

10.1 Managing Students’ Misconduct

At KIS, we are keen to use an appropriate guidance and disciplinary actions to encourage
our students to understand why their behavior is unacceptable and how to behave better in
the future. In their response to incidents of student misconduct, we are keen to take into
consideration the students’ individual circumstances and personalities, including the social,

emotional, and psychological factors that may underlie a student’s behavior.

10.2 Disciplinary Actions As per ADEK policy and guidance

To provide guidance to Schools in determining the appropriate progression of discipline,

ADEK categorizes students’ misconduct into Four levels (See Appendix).
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11- Students of Determination (SOD):

The school takes into account that students of determination have special needs. Therefore,
before any action is taken against them, a discussion is held among the Disciplinary
Committee team members and the students’ special needs are determined based on their
individual educational plans and support plans; penalties that are not commensurate with
their cases and their reports submitted to the system are not imposed on them. Moreover,
the school is keen to implement its behavior and conduct policy without discrimination

between students of determination and other students.

Additionally, the school is also keen to follow the guidelines contained in the booklet

(Promoting and Encouraging Positive Conduct at Schools in the Emirate of Abu Dhabi)

12- Guideline instructions for temporary and final suspension of the students:

1- The school always searches for alternative ways to deal with unacceptable behavior
and tries to correct it before considering taking any disciplinary action against the
student. In addition to that, the school gives the student the opportunities to help
him/her act positively. The school does not take any action before going through all
the stages and formal procedures.

2- In accordance with the instructions of ADEK and out of our concern and because all
students have the right to learn, and since expulsion leads to the student’s
deprivation of education and loss of protection, social order, and general progress
towards maturity, KIS is very cautious with the temporary suspension and the
transference of any student from the school.

3- The school follows the official behavior and conduct policy and a phased (step-by-
step) approach, to modify the student’s behavior, so it goes from stage one the
verbal warning to written warning to temporary suspension then student

transference, and finally disciplinary dismissal.
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5-

School shall suspend the student from studying and take this exceptional measure in
the event that the student’s behavior causes serious disturbances within the school
life and constitutes a threat to the safety of members of the school community,
according to level (2) and level (3) of the levels of disciplinary measures for violating
behavior. When all attempts fail, the Disciplinary Committee is keen not to dismiss
the student without following the full official behavior management procedures.

The school informs the guardian and ADEK; period of the student’s suspension from

studying should not exceed five school days, according to ADEK.
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LEVEL ONE

Any behavior that results in Actions to be taken by the school
disruption of the teaching and

learning environment, including:

1) Being repeatedly late to the morning First time: Verbal Warning Discuss the expected change in
assembly or failing to participate without behavior with the student

an acceptable excuse.

2) Failing to attend classes on time
repeatedly without an acceptable excuse. | Second time: Written Warning Notify the parent in writing
3) Non-compliance with the school about the student’s misconduct.

uniform (regular or PE) without an
acceptable excuse.

4) Not following the school’s rules as Third Time: Written Warning Notify the parent in writing and
stated in the Student Code of Conduct, hold meeting(s) with them to agree on a reasonable joint home-
both inside and outside the classroom and-school strategy. The parent is required to sign an

(e.g., not staying calm/disciplined during undertaking to support the agreed strategy.
class time, making inappropriate sounds
inside or outside the classroom, not

dressing modestly, sporting inappropriate | More than Three Time: Written Warning Notify the parent in

haircuts, if applicable). writing and summon the parent together with the Behavioral
5) Not bringing books and other resources | Management Committee to agree on how to implement a set of
for school without an acceptable excuse. strategies aiming at reducing the negative behavior.

6) Sleeping or eating during class time or
during the morning assembly without
justification or permission (after verifying
the student’s health status).

7) Not complying with the completion of
homework (if applicable) and assignments
in a timely manner, if applicable.

8) Misuse of digital devices in school (e.g.,
playing games, viewing social media,
messaging, using head/earphones in the
classroom without justification or
permission).

9) Any other forms of misconduct similar
to the above as per the discretion of the
Behavioral Management Committee.




Any behavior that results in severe
disruption to the teaching and learning
environment or that may cause self-harm or
harm to others or to property, including:

1) Failing to attend school without an
acceptable excuse at any time, including
before and after breaks/holidays and the
weeks leading up to exams (unless during an
ADEK-approved study leave).

2) Leaving or entering the classroom during
class time without permission.

3) Not attending mandatory school activities
and events without an acceptable excuse.

4) Inciting quarrels, threatening, or
intimidating peers in the school.

5) Acting or appearing in a manner that
contradicts the ADEK Cultural Consideration
Policy.

6) Causing minor damage to school or bus
furniture (e.g., writing or sticking gum on bus
seats, tampering with the alarm bell or
elevators)

.7) Taking out and/or using mobile phones at
school without permission and misusing any
means of communication (e.g., sending
frightening videos to young children).

8) Verbally abusing or insulting any member
of the school community (including visitors).
9) Using, promoting, possessing, and/or
distributing tobacco and other tobacco-
derived products and paraphernalia such as
shisha, ecigarettes/vaping, etc., lighters, and
pipes on the school premises, on the bus, or
during school activities offsite.

10) Refusing to respond to inspection
instructions or to hand over banned items.
11) Any other forms of misconduct similar to
the above as per the discretion of the
Behavioral Management Committee.

Actions to be taken by the school if level one
actions were not effective

First Time: Written Warning Instruct the student to
sign an undertaking not to repeat the offense.
Summon the parent, who is required to sign an
agreement to support their child in reforming their
behavior.

Second Time: Onsite Suspension Temporarily
suspend the student up to 2 days and assign the
student supervised study assignments inside the
school with a notification to the parent. Notify both
the student and the parent of a second written
warning. Notify the Behavioral Management
Committee to agree to a set of strategies for
reforming the student’s behavior. The parent is
required to sign an undertaking to support the
agreed strategy

Third Time: Onsite Suspension Temporarily suspend
the student up to 3 days and assign the student
supervised study assignments inside the school.
Issue a final warning in writing to the student and
the parent. Notify the Behavioral Management
Committee to agree to a final set of actions for
reforming the student’s behavior. The parent is
required to sign an undertaking to support the
agreed strategy

More than Three Times: Expulsion Immediately
suspend the student offsite until the end of the
investigation, with a notification to the parent. The
Behavioral Management Committee shall evaluate
the evidence and agree on a set of final disciplinary
actions which may include expulsion. After following
the prior steps, if the student continues to repeat
the offense, the school is permitted to apply to ADEK
to expel the student. In making an application to
ADEK, the school shall include evidence that all the
prior stages have been followed, including proof of
having provided sufficient support and counselling
as per their behavior strategy




LEVEL Three

Any behavior that results in physical
danger to others, or which violates
applicable laws in the UAE, including:

1) Bullying, intimidation, harassment, and/or
abuse of members of the school community,
including defaming them on social media.

2) Academic dishonesty/plagiarism (including
copying and reproducing assignments and
falsely taking credit for them).

3) Leaving the school premises without
permission.

4) Seizure, destruction, and/or vandalism of
school property.

5) Seizure, destruction, and/or vandalism of
the school bus (including all furnishings),
including causing harm to the driver,
supervisor, and/or other road users.

6) Assaulting others in the school, on the
bus, or during school activities offsite,
without causing injury to the victim.

7) Driving a vehicle recklessly inside or
around the school premises, and not
following the security and safety instructions.
8) Capturing, possessing, viewing, or
distributing media (audio, images, videos,
etc.) of staff and students taken without
consent.

9) Any other forms of misconduct similar to
the above as per the discretion of the
Behavioral Management Committee.

Actions to be taken by the school if the previous actions were
not effective

First Time: Onsite Suspension Immediately suspend
the student inside the school. The Behavioral
Management Committee shall evaluate the evidence
and determine disciplinary actions. The school shall
summon the parent immediately to inform of the
disciplinary action and the requirement to sign an
undertaking to support the agreed strategy

Second Time: Offsite Suspension Immediately suspend
the student offsite until the end of the investigation
with a notification to the parent. The Behavioral
Management Committee shall evaluate the evidence
and agree on a set of final disciplinary actions. Provide
the student and the parent with a final written
warning. Summon the student and the parent to the
school to present the Committee’s decision.

Third Time: Expulsion Immediately suspend the
student offsite until the end of the investigation with a
notification to the parent. The Behavioral
Management Committee shall evaluate the evidence
and agree on a set of final disciplinary actions which
may include expulsion. After following the prior steps,
if the student continues to repeat the offense, the
school is permitted to apply to ADEK to expel the
student. In making an application to ADEK, the school
shall include evidence that all the prior stages have
been followed, including proof of having provided
sufficient counselling as per their behavior strategy.
The Behavioral Management Committee shall
evaluate the evidence and agree on a set of final
disciplinary actions which may include expulsion. After
following the prior steps, if the student continues to
repeat the offense, the school is permitted to apply to
ADEK to expel the student. In making an application to
ADEK, the school shall include evidence that all the
prior stages have been followed, including proof of
having provided sufficient support and counselling as
per their behavior strategy



Level Four

teaching and leatning environment, includin§:

Any behavior that results in disruption of the

Actions to be taken by the school

1) Using forms of communication (e.g. social media,
digital devices) for unlawful or immoral purposes, or in
a manner discrediting the school and members of the
school community.

2) Possessing, using, or distributing weapons or objects
used as weapons (e.g. arms, blades), or their
equivalent, on the school premises, on the bus, or
during school activities offsite.

3) Committing sexual assault (including engaging in
sexual harassment) inside the school, on the bus, or
during school activities offsite.

4) Assaulting others in the school, on the bus, or during
school activities offsite, and causing injury to the victim.

5) Premeditated theft and/or engaging in its cover-up.
6) Capturing, possessing, viewing, or distributing
information/media (audio, images, videos, etc.) with
unlawful content (e.g. pornography, terrorist/extremist
videos).

7) Leaking exam questions or engaging in related
activities.

8) Setting fire to the school premises.

9) Insulting political, religious, or social figures in the

UAE.

10) Using, promoting, possessing, and/or distributing
alcohol, narcotics, medical drugs, or psychotropic
substances, on the school premises, on the bus, or
during school activities offsite.

11) Disseminating or promoting culturally inappropriate
ideas/beliefs that go against the laws of the UAE with
malicious intent, as per the ADEK Cultural Consideration
Policy.

12) Intrusive and/or illegal digital activity on school IT
systems (e.g., hacking into school accounts, installing
unauthorized software).

13) Trespassing on school premises after school hours.
14) Any other forms of misconduct similar to the above
as per the discretion of the Behavioral Management
Committee.

First Time: Offsite Suspension Immediately
suspend the student offsite until the end of the
investigation with a notification to the parent. The
Behavioral Management Committee shall evaluate
the evidence and agree on a set of disciplinary
actions and a corrective plan.

Second Time: Expulsion Immediately suspend the
student offsite until the end of the investigation
with a notification to the parent. The Behavioral
Management Committee shall evaluate the
evidence and agree on a set of final disciplinary
actions which may include expulsion. After
following the prior steps, if the student continues
to repeat the offense, the school is permitted to
apply to ADEK to expel the student. In making an
application to ADEK, the school shall include
evidence that all the prior stages have been
followed, including proof of having provided
sufficient counselling as per their behavior
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