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NIMS HEALTH AND SAFETY POLICY
1. RATIONALE
All the members of the school community have responsibilities for everyone’s health, safety and welfare. The governing body should enlighten and ensure that the school staff and premises comply with the health and safety policies and practices.

All the teaching and non- teaching staff members should give consideration that the school building and school equipment’s are safe and does not pose a risk for people in the school premises. It is each and every individual’s responsibility to abide by the health and safety policy.

The approach of health and safety policy aims to promote a safer working environment resulting in the avoidance of accidents and incidents inside the school premises.

The policy aims to identify the key issues associated with health and safety in school. Thus, the principal, who has been delegated responsibility, has a significant role in governing health and safety policies and procedures in the school.

The school’s health and safety policy is included in the staff handbook, reviewed annually and presented to staff at the beginning of the academic year. New staff is made aware of the policy as part of their induction.

All employees have a duty to work in a safe and responsible manner, to carry out their duties in such a way so as not to endanger the health, safety and welfare of themselves and others and to submit suggestions for the improvement of standards in health and safety within the school to the Principals.
Any member of staff who is found to be deliberately or consistently negligent in the performance of their duty with relation to the school’s health and safety policy will be subject to disciplinary action.

In the event that any pupil is deliberately or consistently negligent with respect to the safety of themselves or others, the school shall manage a full risk assessment to ascertain the action required to minimize the risk. The findings of this risk assessment may lead to the exclusion of that pupil from further participation in that area to which the risk assessment applies.

1. AIMS AND OBJECTIVES
· To provide and maintain a safe and healthy environment throughout the school site.
· To establish and maintain safe working practice and procedures amongst staff, pupils, volunteers, those hiring the premises and all those on the school site.
· To make necessary arrangements to health, to handle the school equipment’s, storage and transport with safety and absence of risks to health.
· To formulate effective procedures for use in case of fire and other emergencies and for evacuating the school premises.
· To lay down protocols in case of accidents and medical treatments.
· To provide guidance on the use of school vehicles.
· To provide standard safety training programs to employees and pupils.
· To teach safety as an integral part and lay down procedures for use in case of accidents.


2. GUIDELINES
A. ROLE OF GOVERNING BODY
· To decide the policy.
· To implement strategic guidance.
· To monitor health and safety issues.
· To provide adequate resources.

B. RESPONSIBILITIES OF THE GOVERNING BODY (COMMITTEE)
The Governing body brings the contents of this policy and associated documentation to the notice of all members of staff and makes arrangements for the regular review and monitoring of this policy and the arrangements and procedures contained herein.

The Convener of the Committee is responsible for periodical site inspections to address any health and safety issues including the following:
· To provide staff and pupils training development program for instructions, training, information and supervision.
· To monitor the efficiency of staff and pupils performance.
· To ensure the school premises have a safe and healthy environment.
· To enhance the development and maintenance of proper health and safety practices in the school.
· To ensure sufficient arrangement to provide protection to all employed staff, play areas, school premises and laboratories.
· Display of statutory notices.
· Compliance with health and safety checks (water, fire, electricity).
· Designate	and	monitor	the	performance	of	staff	with	responsibility	for supervision, training and the day-to-day implementation of this safety policy.

C. ROLE OF STAFF, PUPIL AND PARENTS :
“The school has a ‘duty of care’ to all pupils.”
· Ensure that all staff have read the health and safety policy.
· Adequate supervision’ during arrival and dispersal
· Take reasonable care of their own health and safety and that of others who may be affected by their actions

· Report to the authority (supervisor/ Head of Section/ Principal) situations which may present serious or imminent accidents to the staff or students in the school
· Report concern of abuse of pupils to the authority. Staff must have access to Emergency contact details at all times
· Supervisor should share information of the child with medical needs or who may need specific handling, to ensure the health and safety of pupils or staff. Supply staff is asked to familiarize
· Staff must ensure that fire exits are unlocked and free from obstruction themselves with this
· All materials and tools must be stored safely. The tops of cupboards are not to be used for storage.
Pupils are expected to:
· To be self-disciplined
· To commit with attendance and punctuality
· To bear the responsibility of learning and behavior, and to have positive attitudes towards learning.
· To commit with the positive behavior and to seek to achieve outstanding standards of behavior.
· To commit with respecting the laws listed in the Bylaw and deal with them as a responsible person.
· To respect the others and participate actively in school life to prove himself and develop his mental and bodily abilities and talents.
· To be keen to represent his school in the school meetings regarding evaluating his behavior optimally.
· To be aware of the different characteristics of the others and take care of their feelings.
· To adopt conscious decisions concerning his health and safety.
· To show understanding and appreciation to the culture, customs and traditions of the United Arab Emirates, other cultures of the world, the values of Islam and its role in the UAE society.
· To respect the natural environment in his school and to avoid harming it (rationalization of the consumption of water, electricity, plants and pets in the school).


Parents are expected to:
o Support the school in any health and safety matters reported to them through

Circulars, talks and newsflash.

D. RESPONSIBILITIES DURING SCHOOL EVENTS
· A risk assessment must be carried out and appropriate action taken for all performances and events.
· A file of all paperwork/contacts is stored in the administration center
· A risk assessment has been completed and appropriate safety measures adopted and enacted;
· The group leader has experience in supervising the age groups going on the visit and will organize the group effectively;
· Non-teacher supervisors on the visit are appropriate people to supervise children;
· Parents have signed consent forms;
· Adequate first-aid provision will be available;
· The mode of travel is appropriate;
· Travel times out and back are known including pick-up and drop-off points;
· The group leader, group supervisors and nominated school contact have the names of all adults and pupils travelling in the group, and the contact details of parents and the teachers’
· Health and hygiene.
· Preparing pupils so that they understand the aims and objectives of the visit/activity, how to avoid specific dangers, what standard of behavior is expected
· Dress code of the school is maintained.
· Parents: The group leader must ensure that parents are given sufficient information so that parents can make an informed decision with regard to the suitability of the visit for their child.

E. ROLES RESPONSIBILITES OF SCHOOL HEALTH CARE PROVIDERS(As per guidelines of MOH – Sharjah )
-CLINIC STAFF
The Clinic of the school plays an important part in ensuring the overall health and safety of staff, students and visitors at school. The school license is revalidated each year as per the Ministry Of health -Sharjah guidelines.



i).PROFESSIONAL ACCOUNTIBILITY OFSCHOOL DOCTORS

	
Table :1
	School Doctors (Medical Officer) Duties / Responsibilities/ Activities

	DUTIES
RESPONSIBILITIES
	
ACTIVITIES

	Maintenance of Health school Environment
	In coordination with the Licensed school Health Nurse, regularly
Checks the school's environment to ensure of its cleanliness and safety in line with the Sharjah MOH and Municipality.

	Physical/Medical examination of students
	Plans and conducts comprehensive medical examination on students as
Per school Health Record at school entry, grade1, grade5, and grade9.

	
	Screening the student for all body system.

	
	Records all finding in the school Health Record, specifying any defect
Or abnormality.

	
	Refers and follows up students with abnormal finding to the Health Clinics of Sharjah and Ajman or to their family physicians for further investigation
and health care. Informs parent on "Parents Notification form".

	First Aid Care/ Emergency Care
	Attends promptly to students with injuries or other conditions requiring
Immediate attention.

	
	Writes standing order of drugs/treatments, which can be administered to the student by the
Licensed school Health Nurse in the absence of the Medical Officer.

	Prevention and Control of Communicable Diseases
	Share in planning, assessing and attending immunization session,
Which will be conducted in the school to be available for any untoward reaction including anaphylaxis due to immunization.

	
	Advises the parents to keep the student at home during the communicable period of that particular disease
Maintain effective relationship with parents, families	and	local



	Health Education
	Participates in planning and conducting health education activities in the school
Conference

	Maintenance of
Records and Reports
	Filling, maintaining and sending records and reports as prescribed in the
Guideline.

	Professional update
	To Updates knowledge, skills and practice related to school Health Requirements. Basic Life Support training given MOH Sharjah.

	
	Attending the CME classes regularly given MOH Sharjah.


ii). PROFESSIONA ACCOUNTIBILITY OF SCHOOL	NURSES	TO DOCTOR


	Table :2
	School (Health) Registered Nurse Responsibilities / Functions / Activities

	RESPONSIBILITIES/
FUNCTIONS
	
ACTIVITIES

	In the absence of the
School	Medical	Officer,
	Ensures that all medical supplies and equipment needed for first aid and emergency care are available and in working condition in the school clinic (as listed in the standard requirement).

	provides	first	aid/
emergency care to sick or
	

	
	Assesses needs of students (examines/ observes/ measures vital signs) who require first aid care.

	Injured students.
	Administers the first aid care appropriate to his/her condition or needs.

	
	Informs parent, through the school authorities, about the student's

	
	Condition.

	
	Transfers the student to the Accident/Emergency of the nearest hospital as

	
	Per the standard procedure.

	Assists School Medical
Officer in conducting medical examination to the students.
	Ensure and prepares all the needed supplies/ equipment for the medical
Examination of the students.

	
	Provides privacy to the student during medical examination.

	
	Checks that all finding and recommendations are recorded in the
Student’s School Health Record.

	Assesses student to detect early signs and
	Monitors student who are frequently absent from school due to health related problems.



	symptoms	of	health problems
	Coordinates with classroom teachers to:
· Observe and report student with unhealthy practices
· Report presence of potential hazards in the classroom.
· Motivate student to enhance healthy practices.
· Maintain sanitary and safe environment in the classroom.

	Monitors and maintains
	Measures height and weight of students and calculates BMI at the start

	growth and development of
	Of academic year. For  those students with deviations from normal

	Students.
	Measurements, repeat the measurements regularly.

	
	Refers to   the   School   Medical   Officer,   Students   whose
	growth
	and

	
	Development measurement show deviations from normal.
	
	





iii).IMMUNIZATION
Immunizationisaproventoolforcontrollingandeliminatinglife-threateninginfectious diseasesandisoneofthemostcost-effectivehealthinvestments.Standard Immunization Schedule is shown in table: 3
	Table :3 Immunization Schedule

	Vaccines
	Age/years
	Interval
	Dose
	Remarks

	D Tap/OPV 2nd Booster
	5-6
	2 ½years interval
from the first booster
	0.5 ML
	Only for children not
Vaccinated in child health services.

	Varicella
	5-6
	3 month After 1st dose
	0.5 ML
	If Not Vaccinated in the child health services.

	MMR 2nd dose
	5-6
	4 Years
	Single
	If 2nd MMR was not Given along with 2nd booster keep 5years intervals.



	T dap booster
	15
	5 Years interval
	0.5 ML
	Td if not given at 15years it can be given up to 18 years. No OPV should be
given after 15years.

	Giving extra vaccines as per the school health ministry order. (Example: MMR campaign was done in the last academic year.


· The school clinic is a vaccine qualified clinic.
· Parents and students are informed about vaccination regularly through consent forms and the school provides immunization to all students’ according ministry rules.
· Allconcernedparentsmustprovide‘ConsentforImmunization’oftheirwardin the following prescribed form to the school.


iv). COMMUNICABLE DISEASES AND INFECTION CONTROL
Certaincommunicablediseasesaredesignatedas“notifyable”sothatpublichealth measures can be taken to prevent large out breaks among children and others.
Because of the danger to student and employee health, school management is required by lawtosafeguardthehealthofanystudentoremployeewhohascontractedorbeen exposed to a communicable disease.

· Role of Concerned Parties in Handling Communicable Diseases in Schools:

A. Schools Responsibilities:

The schools should have policies/procedures for:

· Providing orientation, In-service education and resource materials for school personnel regarding management of communicable diseases

· Education of parents to keep children home when there are signs of disease and to secure appropriate treatment.

· Record-keeping and retrieval procedures regarding non-immunized children.

· Exclusion and follow-up of children who are not immunized against vaccine preventable diseases or who have contracted a communicable disease or infestation.

· Designating the school nurse (or other school official) for the reporting of “notify able” communicable
diseases.


· School nurses can aid parents by referring them to public health nurses if there is need. In some schools, the school nurse or school physician may be delegated to take on more direct responsibility for nursing or medical assistance to the child.



B. Student's Responsibilities:

· Remain home when ill.
· Report to the teacher when they feel sick at school;
· Avoid close contact with other children who have respiratory or communicable diseases;
· Practice good habits of cleanliness
· Dress appropriately for the weather.



· EMERGENCY PROTOCOL
· School should have an emergency plan which includes policies and procedures to provide immediate care during emergency (following figure).
· The School Health& Safety Committee shall review the policy on a regular basis and keep updated

[image: ]



3. SAFETY DURINGTHE EDUTAINMENT TOUR
· While organizing the edutainment visits or tours, Head of Section, Section Supervisors and the Teachers should have the responsibility to ensure that the proper safety standards have been taken for the students’ safety.
· School clinic nurse and the portable first aid kits should accompany with the students during
students’ educational visits or tours.

4. CHILD PROTECTION POLICY
The entire staff members of the school should know the child protection policy in detail and all must attend the child protection training program. The UAE’s Child Protection Law takes effect on June 15, reporting cases of child abuse or negligence is now mandatory for all members of the community with the ultimate goal of transforming families and society and not dividing them. The Federal Law No 3 of 2016, formerly named Wudeema Law, was drafted in the memory of Wudeema, an eight-year-old Emirati girl who was starved and tortured to death in Dubai by her father in 2012. The law ensures that every child in the UAE, whether a resident or tourist, has the right to live and be safe, be educated, and be protected from neglect and all forms of abuse, whether physical, sexual, verbal, emotional or psychological. According to this law if a child is found in a harm’s way the violators will be slapped with a fine ranging from Dh5, 000 and Dh50, 000 and/or imprisonment of not more than 10 years, depending on the type of violation (Gulf News; 23rd June 2016).
(For further details seethe child protection policy of the school).

5. SCHOOL SECURITY
· Security at the two entrance should maintain the visitors’ register properly.
· Security should not allow any student to go out without the approved permission slip during the school hours.
· Security should organize the own transport students in proper and safe way while they are going out.
6. Security should check and ensure own transport students parent id card – while parent pick their child

ELECTRICAL MAINTENANCE & OTHER INSPECTION
Building Maintenance staff will be responsible to look after whole premises and report to the Admin Manager in time, if he observes any irregularity or to repair anything. Maintenance team, he should procure the materials and repair all equipments in time.
[image: ]Electrician should go around the entire building and premises periodically to ensure all the switches, sockets, wires are fixed without any damage.

[image: ]All the portable electrical apparatus and equipments in use at the school should be inspected and checked often to maintain the safety.
[image: ]     Staff electrician should ensure that no electrical wires are on the way when the students and staffs are working. Staff electrician should ensure that all the DP Box and other electrical box should be locked with the lock.
[image: ]Staff should ensure that the proper lights are available in all the floors and corridors. [image: ]   Teaching staff should not keep the laptop on the teacher’s table to use the
Overhead projector instead they can use the table type cub board adjoining of the wall near the white board in all the class rooms.
[image: ]It is strictly forbidden for any work to be conducted on any live electrical circuits by any member of staff or pupil within the school.
[image: ]Any work of an electrical nature on any conductors or circuit must be carried   out Only by competent staff and qualified electricians.
[image: ]    All installations and electrically operated tools and equipment must be maintained in good order and subject to regular inspection and testing as appropriate by a competent person. A record of such testing must be kept by the Facilities Manager.
[image: ]If any item of electrical equipment fails to function properly the user must immediately report the fact to the Facilities Manager. On no account must amateur fault-finding be attempted, even after switching off and disconnection from the power supply.
[image: ]   The only time a machine can be opened is when clearing a paper jam on a photocopier or a printer. In such instances the power must be switched off, the machine unplugged and the manufacturer’s instructions followed
7. FIRE AND SAFETY PROGRAM IN SCHOOL
The A d m i n Manager has o v e r a l l r e s p o n s i b i l i t y f o r e n s u r i n g t h a t f i r e precautions and procedures are adhered to; that an emergency plan is in place; periodically Health and Safety / Fire inspections. The fire alarm is automatically linked to the Fire Service so that there is an immediate response to the fire alarm unless a pre-

arranged fire drill has been arranged by the Facilities Manager.     (See the Fire Policy of the school for more details)
The Admin Manager is responsible:
[image: ]   To conduct MOCK fire drills 3times in a year and safe evacuation.
[image: ]   To give awareness by conducting training program to the staff and students.
[image: ]     To check and refill the fire protection equipment (fire extinguishers) quarterly with help of authorized company.
[image: ]     To fix the evacuation plan and the exit sign board visible in all the class rooms, corridors and all floors of the school.
[image: ]     To ensure that in case of an emergency, all the emergency doors are opened using pushing method.
[image: ]All combustible materials and liquids are stored properly.
[image: ]     Local fire authority, ambulance and police numbers are displayed in all the classrooms and in the main notice board.
[image: ][image: ]Formal certification and Fire equipments maintenance contract. To provide Green phosphoric jackets.

A. FIRE INSTRUCTIONS
All staff is required to complete the ‘Safe Smart’ on line fire safety training. It is the duty of all members of staff to do all in their power to prevent injury and loss of life in the event of a fire. Salvage of the building and equipment is of secondary importance.
All staff must make certain that they are fully conversant with:
· The routes of escape in the case of fire, and location of the assembly area
· The method of sounding the alarm;
· The location and operation of the various firefighting appliances;
· The procedures and responsibilities set out in this policy.




B. FIGHTING A FIRE
No member of staff, student or visitor should attempt to fight a fire unless trained to do so. It is the policy of the school that firefighting is best left to the professionals. Attempts to fight a fire should not be carried out if:
· It is larger than a waste paper bin;
· It cannot be put out with one extinguisher;
· Smoke is affecting breathing;
· The way out cannot be seen (the exit must always be visible and should
· Be behind the person to enable a hasty retreat if necessary);
· Gas cylinders or chemicals are involved;
· The efforts are not reducing the size of the fire.
8. PLAY GROUND SAFETY
[image: ]     Quality playing equipment’s and products are checked regularly by the technician and physical education teacher.
[image: ]A suitable atmosphere is provided to avoid stress and strain for the students and staff.
[image: ]ID cards are avoided during play time to stop unwanted accidents.
[image: ][image: ]   Play area and walking way should be monitored with CCTV camera.	Drinking water and first aid is also provided for the playground.

9. EMERGENCY PROCEDURES AND DISASTER RECOVERY





Special team of
Emergency management organization structure
2022-2023


Principal Team Manager
Admin Manager Asst. Team Manager
Arabic Secretory Responsible for Communication
Counsellor/ Social worker Responsible for statement



	Sl #
	Name
	Role in Emergency
	Direct No:
	Designation

	1
	Mr. Shajahan. K. Mohammed
	Team Manager
	0503727338
	Principal

	2
	Mr. Mohammed Selvakku
	Asst. Team Manager
Responsible for Evacuation
	0566454832
	Admin Manager

	3
	Mrs. Nagla Abbas
	Responsible for communication 
	0555894764
	Arabic Secretory

	5
	Mr. Intiyaz Abbas
	Responsible for statement
	0501945622
	Counsellor /
Social Worker

	6
	Dr. Huda Mohammed
	Aid Support Team Lead
	0559969141
	Medical Director



	7
	Mr. Nisar
	Evacuation Lead
	0588587159
	P E Teacher

	8
	Mr. Akhil Pradeep
	Fire Team Lead
	0589740422
	P E Teacher

	9
	Ms. Sujitha
	Evacuation Lead
	0506507305
	P.E Teacher







	ROLE AND RESPONSIBILITIES OF EMERGENCY MANAGEMENT TEAM

	Designation
	Name
	Role
	Duties

	Principal
	Mr. Shajahan K M
	Team Leader
	· Review &
execute the relevant School health and safety policy.
· Conduct & review training activities.
· Conduct a risk assessment for hazard or emergencies.
· Planning and monitoring the activities of emergency.
· Handling the emergency situation.
· Playing the role
of Team control and guidance.

	HoS (6-12 Boys’)
	Mr. Arif Karuppamveettil 
	Member
	

	Admin Manager
	Mr.Mohammed Selvakku 
	Member
	

	HoS (K.G)
	Mrs. Nusrath 
	Member
	

	HoS (Primary)
	Mrs. Fathima Nasreen 
	Member
	

	HoS (6-12 Girls’)
	Mrs. Juberiya Fatima
	Member
	

	Social Worker
	Mr. Intiyaz Abbas Saheb
	Member
	



Volunteer Teams in Educational Institution
	Evacuation & Rescue Team

	Occupation
	Name
	Role
	Duties

	PE Teacher  
	Mr.  Nisar (Main Block)
	Team Leader
	· During the time of fire emergency the fire team takes the initiative to use or guide the use of fire extinguisher.
· Active participation in Fire fight training programme.
· 	Helping the Evacuation team during fire emergency.
· Contributing in implementation of health and safety policy related to fire.

	Supervisor 
	Mr. Abdul Jaleel  (Main Block)
	Member
	

	HOD
	Mrs.Zeenath Bivi  (Main Block)
	Member
	

	Supervisor
	Mrs. Ahseena    (Main Block)
	Member
	

	Teacher
	Mr.Hussain  (Main Block)
	Member
	

	Supervisor
	Mrs. Najla  (New Block)
	Member
	

	PE Teacher
	Mrs. Sujitha  (New Block)
	Member
	

	PE Teacher  
	Mr.  Nisar (Main Block)
	Team Leader
	

	Supervisor 
	Mr. Abdul Jaleel  (Main Block)
	Member
	

	HOD
	Mrs.Zeenath Bivi  (Main Block)
	Member
	

	Supervisor
	Mrs. Ahseena    (Main Block)
	Member
	

	Teacher
	Mr.Hussain  (Main Block)
	Member
	

	Supervisor
	Mrs. Najla  (New Block)
	Member
	

	Aid Support Team

	Occupation
	Name
	Role
	Duties

	Doctor
	Dr. Huda
	Team Leader
	· Reporting to emergency spot immediately.
· Providing first Aid
· Communicating with Emergency Management Team for further steps.
· Following the health and safety policy.

	Staff Nurse
	Mrs. Viji (Main Block)
	Member
	

	Staff Nurse
	Mrs.Ashwathi (New Block)
	Member
	




	Fire Team

	Occupation
	Name
	Role
	Duties

	PE Teacher
	Mr. Nisar (Block A)
	Team Leader
	· Responsible for shifting the student and staff to safe place during emergency and managing evacuation assembly point.
· Organizing evacuation drill once in a 3 month.
· Active participation in the Evacuation training programme.
· Contributing in the implementation of health and safety policy related to evacuation and rescue.

	Teacher
	Mr. Hifzur Rehman
(Block C)
	Member
	

	Teacher
	Mr. Akhil Pradeep
(Block A)
	Member
	

	PE Teacher
	Mrs. Sujitha (Block B)
	Member
	

	Supervisor (3-5)
	Mrs. Najla
( Block B)
	Member
	

	Supervisor
	Mrs. Nazneen
( Block B)
	member
	

	K.G Coordinator
	Mrs. Swetha (Block B)
	Member`
	


The Principal or designated person is responsible for declaring an emergency and leading the emergency operation. She/he must ensure good communications and the activation of the disaster recovery plan.
An emergency is defined as an incident which causes or threatens death, injury or serious disruption to the normal working of the school and may require the assistance of outside agencies to ensure that the organization returns to normal.
[image: ]Emergency situations might include:
· Adverse media publicity;
· Outbreak of food poisoning/communicable disease;
· A pupil goes missing;
· Murder of a pupil;

· Serious road traffic accident;
· Serious injuries/death on school trips;
· Suicide of pupils or staff;
· Terrorist or criminal activity;
· Major arson attacks;
· Severe illness/death of staff or pupils;
· Industrial incidents;
· Fire, flood, burglary, criminal damage.
A. DISASTER RECOVERY PLAN
· The disaster recovery plan is updated annually and activated immediately by the Principal or designated person when there is an emergency. The aim of the disaster recovery plan is to ensure that in the event of a fire or other emergency, everyone, including any contractors or visitors, is sufficiently familiar with the action they should take to ensure that:
· The school can be safely evacuated or children assembled in school;
· All relevant information is made available to the emergency services;
· Notices detailing the action to be taken in the event of an emergency are posted;
· Those persons with specific duties are identified;
· Those persons with specific needs or disabilities are catered for.
· A copy of the disaster plan/resources is kept by the Facilities Manager on the shared server and local disk.
· It includes: copy of the health and safety policy (emergency procedures and disaster recovery);

The ‘Emergency Telephone Tree’ details a lead person to start the chain of calls with an official message. Each person calls the next person to give the agreed message. The last person calls the first person to confirm the chain is complete. In large schools several

chains may be activated at the same time.


B. EVACUATION
· In the event of a fire or other emergency the alarm will sound. Those in charge of pupils should instruct them to:
· Stop working and line up in silence;
· Walk straight to the assembly point at the back of the school in silence via the nearest fire exit;
· Staff must not delay evacuation in order to close windows and doors or fight fires;
· Pupils not in class should immediately leave via the nearest fire exit and then join their class at the assembly point;
· Form tutors should take out the register if they have it in their possession and call the register ensuring that each pupil answers his / her name individually. Staff to hold the register up high to indicate all pupils are present.
· The receptionist is responsible for taking out any registers and signing in books from the Main Office and conducting a register of visitors.
· The Admin Manager is responsible for phoning the emergency services and reporting to the senior member of staff co-coordinating the emergency.
· The Head Master is responsible for conducting a staff register.
· Contractors are responsible for checking the presence of their employees and reporting to the named person in charge of staff.

I. ASSEMBLY   OF   PUPILS   INSIDE   THE   BUILDING   FOR	EXTERNAL EMERGENCIES
The incident or emergency may be outside of the building e.g. poisonous gas cloud. A group text is sent if the emergency requires pupils and staff to be secure inside.

II. MANAGING AN EMERGENCY AND ACTIVATING THE DISASTER RECOVERY PLAN
· The designated persons responsible for co-coordinating an emergency are Principal/ Head Master
· The designated person is responsible for directing the situation
· The Admin Manager is responsible for bringing the disaster recovery plan/resources to the designated person. A designated person must open a log of events/actions detailing what happens and where, date and times of action and by whom which includes the following as appropriate:
· Emergency evacuation or assembly inside the building including disabled persons on school premises;
· 999 call to the emergency services and any other authorities involved in the incident: call out of relevant specialist personnel (internal and/or external) to provide assistance;
· Inform NIMS Head Office of the emergency;
· Organize treatment of casualties;
· Direction of emergency services to relevant areas/individuals;
· Information to all staff on site and off site  referring to the ‘Emergency Tree’ and staff signing in and out register;
· Commissioning an investigation/enquiry if appropriate.
III. MAKE ARRANGEMENTS TO REUNITE PUPILS AND ADULTS WITH FAMILIES
· The designated person must arrange for:
· Designated staff to contact all parents using prepared statement;
· Establish and offer useful contact numbers (for information or support);
· Consider requesting help from police if unable to contact;
· Arrange an appropriate location for parental collection of children;
· Identify any absent staff and pupils and arrange for them to be briefed.


C. Recovery Plan
The designated person must:
· Set up arrangements to deal with enquiries:
· Contact NIMS for advice re issue of press statements;
· give known facts, initial actions being taken and expressions of sympathy (names not to be released until police and families have given permission);
· caution staff not to talk to the media;
· Continue log.
· Organize restoration of building and facilities: - supervise the restoration of all facilities and services to a level essential for the core activities or the provision of suitable alternative accommodation;
· Liaise w i t h i n s u r a n c e c o m p a n i e s a n d a s s e s s o r s p r e p a r a t o r y to o r g a n i z i n g insurance claims.
10. SCHOOL CANTEEN
The nutritional value and quality standards is adhered for all the packed snacks available in the school canteen according to Sharjah Municipality Guidelines and approval.
[image: ]School Doctor created awareness about importance of balanced healthy lifestyle by conducting healthy food campaign for the students every now and then.
[image: ]School doctor and teachers are monitoring the eating habits of students during Recess time.
[image: ]   Admin Manager is inspecting the school canteen on a regular basis regarding the expiry dates of food products and the general cleanliness of the canteen.
[image: ]   Adhering   to   the   Sharjah Municipality and Sharjah Ministry Of Health.
[image: ]Canteen vends Sharjah Municipality’s approved food products only.
[image: ]School will be provided easy access to safe drinking water and it’s distributed to different location from one stainless steel tank (rust proof) with the proper

connections. School maintenance team will be replacing the filter periodically and
it’s well maintained in hygienic way.
11. SUPERVISION OF STUDENTS
[image: ]Teaching staff and other supervising staff maintains good order and discipline to safe guarding their health and safety at all times.
[image: ]   Teacher always presents in class when students come into the class in the morning.
[image: ]Staff is punctual in collecting the students from the playground.
[image: ]     The same duty applies when staff supervises students during any sports camps after school.
[image: ]    If any teaching staff knows that he / she is unable to undertake a duty on certain time or day, then he organizes another staff to cover up his / her duty to avoid further risk to the students.
[image: ]Other staff on duty informs this with their higher official about their duties.
[image: ]The teaching and non-teaching staff supervises the students at each exit during the dispersal after the school.
[image: ]   If a parent fails to collect their ward after the school, the concerned responsible staff communicates with the parent. If a parent cannot be communicated, it is informed to the higher official for the further follow up.
12. SAFETY IN LABORATORIES
A. CHEMISTRY LAB
· The In charge for the labs and subject teachers should ensure that all the chemicals are kept at in proper place and locked properly and should not leave the key anywhere in the lab visible for the students.
· Acids are stored in the acid storage cabinet in chemistry lab.
i. TEACHERS’ RESPONSIBILITIES
· Teachers follow and enforce safety rules, procedures and demonstrate safety behavior and promote a culture of safety. They should be proactive in every aspect

of laboratory safety, making safety a priority.
ii. UPKEEP OF LABORATORY AND EQUIPMENT
· Conduct regular inspections of safety and first aid equipment as after as requested by the administration. Record the inspection details and the inspector’s initials.
· Never use defective equipment
iii. RECORD KEEPING
· Keep original records on safety training of staff.
· Keep records of all laboratory incidents.
iv. SAFETY AND EMERGENCY PROCEDURES
· Educate students on the location and use of all safety and emergency equipment’s prior to laboratory activity.
· Identify safety procedures to follow in the event of an emergency / accident.
· Provide students with verbal and written safety procedures to follow in the event of an emergency / accident.
· Know the location of and how to use cuto ff switches and valves for the water, gas, and electricity in the laboratory.
· Know the location and how to use all safety and emergency equipment (i.e., safety shower, eyewash, first aid kit, fire blanket, fire extinguisher and mercury spell kits).
· Keep a list of emergency phone numbers near the phone.
· Conduct appropriate safety and evacuation duties on a regular basis.
· Explain in detail to students the consequences of violating safety rules and Procedures.

v. PREPARING FOR LABORATORY ACTIVITIES
· Before each activity in the laboratory, weigh the potential risk factors against the educational value.
· Have an understanding of all the potential hazards of the materials, the process and the equipment involved in every laboratory activity.
· Inspect all equipments / apparatus in the laboratory before use.
· Before entering the laboratory, instruct students on all laboratory procedures that will be conducted.
· Discuss all safety concerns and potential hazards related to the laboratory work that students will be performing before starting the work.

vi. ENSURING APPROPRIATE LABORATORY CONDUCT
· Be a model for good safety conduct for students to follow.
· Make sure students are wearing the appropriate personal protective equipment (i.e., chemical splash goggles, laboratory coats, mask and gloves).
· Enforce all safety rules and procedures at all times.
· Never leave students unsupervised in the laboratory.
· Never allow unauthorized visitors to enter the laboratory.
· Never allow students to the chemicals out the laboratory.
· Never permit smoking, food, beverages or gum in the laboratory.

vii. LAB ASSISTANT RESPONSIBILITIES
· Perform regular inventory inspections of chemicals.
· Update the chemical inventory at least annually, or as requested by the administration.
· Do not store food and drink with any chemicals.

· If possible keep all chemicals in their original containers.
· Make sure all chemicals and reagents are labeled.
· Do not store chemicals on the lab bench or on the floor.
· Ensure chemicals not in use are stored in a locked facility with limited access.
· Know the storage handling and disposable requirements for each chemical used.
· Make certain chemicals are disposed properly as per the appropriate chemical disposal regulations.


viii. PERSONAL PROTECTIVE EQUIPMENT (PPE)
· All PPE will be regularly inspected and kept in good order.
· Staff and pupils must be trained in the correct selection, wearing and use of PPE.
· It is the responsibility of all staff and pupils to wear such PPE as required, using it in the proper manner, and reporting any defects immediately.
· Records of the issue and maintenance of all PPE must be kept and its use monitored as part of the ongoing risk assessment process.
ix. PROTECTIVE CLOTHING
Appropriate protective clothing must be worn by staff, pupils and others involved in activities which could lead to entanglement, be subject to harmful liquid spillages, or high temperatures including naked flames.

In areas exposed to high temperatures and naked flames overalls must be of an appropriate type of material. Protective clothing made from synthetic fibers must not be used unless supplied specifically for the purpose.
All aprons and overalls must be cleaned every week.

x. EYE PROTECTION
It is a requirement to wear eye protection when an assessment shows that a risk of injury which cannot be otherwise eliminated exists.
Staff and pupils must wear eye protection when involved in any of the following operations:
· using or dispensing liquids which could cause injury;
· when breaking, cutting, dressing, carving, stone, metal and glass;
· any other process involving the production of fine particles;
· Any work which involves the use of sharp pointed materials.
Eye protectors must be readily available, well maintained and carry the relevant code for the type of protection offered.

xi. HAND PROTECTION
Suitable hand protection must be worn whenever the relevant risk assessment indicates
e.g. Rubber gloves must be worn when washing items in hot water or when using certain cleaning agents. Ribbed or similar gloves must be used when a risk of injury from the handling of sharp abrasive objects is present.

xii. EAR PROTECTION
Suitable ear protection must be worn whenever the relevant risk assessment indicates the need for them.

B. COMPUTER LAB
· The teaching staff should ensure that internet connection will be provided to the students for the learning purpose under the proper supervision.
· The teaching staff should not allow any student to check the power supply for the computer or to do any repairing work in the system.
· The teaching staff should ensure that the students are away from the power socket.

13. SMOKING POLICY
Smoking is prohibited in all enclosed and substantially enclosed premises in the workplace. This includes company vehicles. This policy applies to all employees, consultants, contractors, customers and visitors.

All staff is obliged to adhere to, and support the implementation of the policy. Any concerns employees may have regarding smoking at work should be reported immediately to the Principal so that corrective action can be taken if necessary.

Appropriate ‘No-Smoking’ signs must be clearly displayed at the entrances to each school. Local disciplinary procedures will be followed if a member of staff does not comply with
This policy and, in the case of repeated offences, may be dismissed from the organization’s employ.

14. BULLYING POLICY: [Zero-tolerance policy].
A. REWARD POSITIVE BEHAVIOUR
· Disciplined behavior should be rewarded during the instructional time.
This way the student will be more likely to engage in the positive behavior.

B. HAVE OPEN COMMUNICATION
· Class teacher can have meeting with students once in a month. This will provide a way for students to talk about school related or classroom related issues beyond academics.
C. MONITOR HOTSPOTS
· Monitor regularly hallways, bathrooms, playgrounds and buses where the

chances of adults’ presence are less.
D. DEAL WITH STUDENTS INDIVIDUALLY
· Don’t attempt to sort out the facts while everyone is present. Talk individually.
E. DON’T GIVE CHANCE FOR BULLYING
· Try to avoid bullying. If possible, you can take a different route to avoid it.
· Don’t hit, kick or push back to deal with someone bullying you or your friends.
· If you are being bullied, inform an adult like teachers, supervisors or Hos.
15. BUILDING MAINTENANCE & INSPECTION
[image: ]   The maintenance supervisor inspect everywhere as part of his daily routine.
[image: ]   Urgent and important matters are referred to the Admin Manager immediately.
[image: ]All the teaching staff and supervising staff should send the filled maintenance complaint form to the Admin Manager regarding any maintenance issue when they come to know.
[image: ]The maintenance supervisor should rectify the maintenance requirement by the supporting and technical staff team and they should get the acknowledgment from the teaching staff who lodged the complaint to get the confirmation.
[image: ]Pest Control service must take place in the school as per the norms of the Sharjah Municipality.
[image: ]   Daily inspection of washrooms is mandatory and the records supporting the same have to be maintained precisely.
16. REVIEW OF POLICY
[image: ]A review of the policy will be undertaken annually by the Governing members. Any amendments or updates will be reported to the full governing body.
[image: ]Any new legislation or directives will be incorporated into the policy as necessary.

ANTI-BULLYING AND BEHAVIOR POLICY


Definitions and Types of Bullying:
Definition of Bullying: In the context of these procedures, bullying is defined as unwanted negative behavior, verbal, psychological or physical conducted by an individual or group against another person (or persons) and which is repeated over time.
[bookmark: World_Health_Organization_defines_Bullyi]World Health Organization defines Bullying as a multifaceted form of mistreatment, mostly seen in schools and the workplace. It is characterized by the repeated exposure of one person to physical and/or emotional aggression including teasing, name calling, mockery, threats, harassment, taunting, hazing, social exclusion or rumors. Bullying (including cyber-bullying) is unwanted aggressive behavior by another child or groups of children who are neither siblings nor in a romantic relationship with the victim. It involves repeated physical, psychological or social harm, and often takes place in schools and other settings where children gather, and online.


Impacts of bullying behavior:
A]. Pupils who are being bullied may develop feelings of insecurity, humiliation and extreme anxiety and thus may become more vulnerable. Self-confidence may be damaged with a consequent lowering of self-esteem. While they may not talk about what is happening to them, their suffering is indicated through changes in mood and behavior. Extreme cases of bullying may result in suicide. It is, therefore, essential to be alert to changes in behavior as early intervention can be very effective.

B]. Pupils who witness bullying may also be affected and may suffer in similar ways to those who are bullied. For example, pupils who witness identity-based bullying and share that identity can experience anxiety and feel under threat themselves. Pupils can also feel guilt or distress at
not being able to help the person being bullied.


C]. There are also consequences for individuals who engage in bullying behavior. Pupils who become involved in such behavior can be at higher risk of depression. Other possible long-term consequences may include an increased risk of developing an anti-social personality, anxiety disorders, a likelihood of substance abuse and law-breaking behavior in adulthood and decreased educational and occupational attainment.

Background: New Indian Model School (NIMS) Sharjah prevents bullying by establishing and enforcing school rules and policies that clearly describe how students are expected to treat each other in the school premises. For irregularities action to be taken according to behavior management MOE Bylaw. NIMS Sharjah introduced marks for behavior.
Aims and Objectives:
· To promote a secure and happy, caring environment where kindness and helpfulness are expected and respected
· To teach students to respect themselves and others
· To reduce the emotional and mental distress of any bullying enabling all students the right to enjoy their time at school.
· To encourage parents to talk to the school if there are worries and to make them aware of our policy and of the support procedures in place.
· To raise staff awareness of the policy and make them aware of the support procedures in place.
Types of bullying:
· Physical aggression
· Intimidation
· Isolation/exclusion and other relational bullying
· Cyber-bullying
· Name calling
· Damage to property


BEHAVIOUR MANAGEMENT SYSTEM MOE –BYLAW
This bylaw applied to all public government and private educational institutions in the state, from the fourth grade to twelfth grade subject to any rules, regulations, special requirements or directives issued by the ministry within the limits stipulated in this bylaw.
Objectives of bylaw
To build, promote, define, achieve and enhance the positive and outstanding behavior among the students


Principal Vise principal Counsellor
Head of sections SEND Educator

COMMITTEE MEMBERS




BEHAVIOUR MARKS

	TOTAL MARKS OF BEHAVIOR SUBJECT
	POSITIVE BEHAVIOR
	OUTSTANDING BEHAVIOR

	100
	80
	20



20 marks for outstanding behavior within the following three directions
· Personal development
· Appreciating the values of ISLAM, heritage and culture of UAE and the world
· Social responsibility, leadership skills and innovation

80 marks for POSITIVE BEHAVIOUR-expected by all students-and is negatively affected by the deduction according to the behavior and irregularities mark included within the following four categories:
1 .The first simple degree irregularities, at rate of(4) marks each
2. The second medium-risk degree irregularities, at rate of (8) marks each
3. The third high –risk degree irregularities, at rate of (12) marks each
4. The fourth degree high-risk irregularities, at rate of (20) marks each
(60%) mark is considered the minimum expected of behavior mark.

STUDENTS WITH DISABILITIES
In case that the disabled student committed behavioral irregularities, the school behavior management committee and the school support team shall coordinate with the private education support center to study the behavior issued by the student to determine the extent of irregularity relationship with the disability, and then adopt the action.

Identification and Intervention:
Step-1: Report any incident and discuss with any of the following:
1. Staff member
2. Year Adviser
3. Counselor
4. Parent
5. School Executive
Step-2: Informal interviews are conducted by the School Counsellor.
· The incident is discussed and statements are taken.
Step 3: Plan made to ensure future behavior aligns with school policies in adherence with steps outlined below for both bully/bullies and victim/victims.
Step 4: Parents may be informed.
Step 5: On-going monitoring
· The victim is counseled
· The bully is counseled.
Step-6: Written notice issued to Bully.
In case of Repetition:
· If there is another occurrence of bullying, further is required, Parent interview in which steps 1, 2 and 3 are explained and student breach is discussed. Consequences, including written warning to bully, written undertaken, written notice to the parent, possible suspension depending on seriousness, are put in place. Action decided by the School Discipline and Educational Committee.
· Future commitments are made and Step 5 to be followed.

Anti Cyber-Bullying Policy

The school recognizes that technology plays an important and positive role in everyone’s lives, both educationally and socially. It is committed to helping all members of the school community to understand both the benefits and the risks, and to equip children with the knowledge and skills to be able to use technology safely and responsibly.

The aims of this policy are to ensure that:
· We safeguard the pupils in the real and virtual world
· Pupils, staff and parents are educated to understand what cyber-bullying is and what its consequences can be
· Knowledge, policies and procedures are in place to prevent incidents of cyber-bullying in school or within the school community
· We have effective measures to deal effectively with cases of cyber-bullying
· We monitor the effectiveness of prevention measures


Definition: What is Cyber-bullying?
Cyber bullying can be defined as exploiting the Internet to intentionally harm individuals or groups. It also involves continued harassment, abuse and ridicule by email or any other means of communication. Cybercrime also involves hacking and piracy, blackmailing and the traditional forms of online crimes.
Mr. Bill Belsey, defined this unpleasant and particularly intrusive phenomenon in the following terms:
“Cyber-bullying involves the use of information and communication technologies to support deliberate, repeated, and hostile behavior by an individual or group that is intended to harm others".
Cyber-bullying can involve Social Networking Sites, emails and mobile phones used for SMS messages and as cameras. In addition;

· It can be used to carry out all the different types of bullying; an extension of face-to-face bullying
· It can also go further in that it can invade home/personal space and can involve a greater number of people
· It can take place across age groups and school staff and other adults can be targeted
· It can draw bystanders into being accessories
· It	includes:	threats	and	intimidation;	harassment	or	‘cyber-stalking’;
vilification/defamation; exclusion or peer rejection;
· Impersonation; unauthorized publication of private information or images (‘happy- slapping); and manipulation
· It can be an illegal act


Preventing cyber-bullying Understanding and discussion:
· Staff will receive training in identifying cyber-bullying and understanding their responsibilities in developing e-safety. The Manager of ICT may delegate this training to the Academic Coordinators, Head of the Departments, and Head of the Sections. In this training all staff will be helped to keep up to date with the technologies that children are using.
· The delivery of lessons is important part of preventative strategy and will discuss keeping personal information safe and appropriate use of the Internet.
· It is desirable that the pupils will be involved in a response to cyber-bullying. They will have a voice through the School Student Council and the Parental Council.
· Pupils will be educated about cyber-bullying through a variety of means: assemblies, conferences, Anti-bullying Week and projects etc.
· Pupils will sign a Safe and Acceptable Use Policy before they are allowed to use school computer equipment and the Internet in school and parents will be encouraged to discuss its contents with their children.

· Parents will be provided with information and advice on e-safety and cyber-bullying via literature, talks, etc.
· Pupils and staff will be involved in evaluating and improving policies and procedures through Student Council, Houseparent meetings, and Yearly meetings.
Policies and procedures:
· Ensure regular review and update of existing policies to include cyber-bullying where appropriate
· School will keep good records of all cyber-bullying incidents. Heads of Year to log all incidents with the Coordinator and all staff to use the cyber-bullying recording cases
· Manager of ICT will do reviews as technologies develop
· Publicize rules and sanctions effectively
· The IT department will use filtering, firewall, anti-spyware software, anti-virus software and secure connections to safeguard the pupils. Though electronic controls alone can never be 100% effective, and pupils should adhere to the guidelines
Promoting the positive use of technology:
ICT Admin:
· Make positive use of technology across the curriculum
· Use training opportunities to help staff develop their practice creatively and support pupils in safe and responsible use
· Ensure all staff and children understand the importance of password security and the need to log out of accounts Making reporting easier
· Ensure staff can recognize non-verbal signs and indications of cyber-bullying with regular safeguarding training.
· Publicize and promote the message that asking for help is the right thing to do and shows strength and good judgment
· Publicize to all members of the school community the ways in which cyber-bullying can be reported

· Provide information for all students including reassurances about ‘whistleblowing’ and he appropriate way of informing appropriate staff or parents about incidents they have witnessed
· Provide information on external reporting routes e.g. mobile phone Company, and Internet service provider.
Evaluating the effectiveness of prevention measures:
· Identify areas for improvement and incorporate pupils, teachers, IT professionals and counselors ideas for anti-cyber bullying in school
· It is desirable to conduct an annual evaluation including a review of recorded cyber- bullying incidents.

Responding to cyber bullying:
Most cases of cyber-bullying will be dealt with through the school’s existing Anti-bullying Policy and this must remain the framework within incidents of bullying are investigated. However, some features of cyber-bullying differ from other forms of bullying and may prompt a particular response. The key differences are:
· Impact: the scale and scope of cyber-bullying can be greater than other forms of bullying
· Targets and perpetrators: the people involved may have a different profile to traditional bullies and their targets
· Location: the 24/7 and anywhere nature of cyber-bullying
· Anonymity: the person being bullied will not always know who is bullying them
· Intent: some pupils may not be aware that what they are doing is bullying
· Evidence: unlike other forms of bullying, the target of the bullying will have evidence of its occurrence
· It is possible that a member of staff may be a victim and these responses apply to them too

Support for the person being bullied:
· Offer emotional support; reassure them that they have done the right thing in telling someone
· Advise the person not to retaliate or reply. Instead, keep the evidence and take it to their parent or a member of staff (in the case of staff they should take it to their line manager)
· Advise the person to consider what information they have in the public domain
· Unless the victim sees it as a punishment, they may be advised to change e.g. mobile phone number
· If hurtful or embarrassing content is being distributed, try to get it removed from the web. If the person who posted it is known, ensure they understand why it is wrong and ask them to remove it. Alternatively, contact the host provider and make a report to get the content taken down.
· In some cases, the person being bullied may be able to block the person bullying from their sites and services. Appendix 1 contains information on what service providers can do and how to contact them

Investigation:
· The safeguarding of the child is paramount and staff should investigate in accordance with the Safeguarding and Child Protection Policy
· Members of staff should contact the HoS for the purposes of investigation
· All cases (with the exception of Child Protection issues) will be referred to the concerned HoS first.
· Interviews will be held in accordance with the Anti-Bullying Policy Guidelines
· Staff and pupils should be advised to preserve evidence and a record of abuse; save phone messages, record or save-and-print instant messenger conversations, print or

produce a screenshot of social network pages, print, save and forward to staff whole email messages
· If images are involved, determine whether they might be illegal or raise child protection concerns. If so, contact the Child Protection Manager, who may involve the LADO (Local Authority Designated Officer), the local police in cases of actual/suspected illegal content.
· Identify the bully
The UAE Cyber Crime Law:
The UAE Cybercrime Law Number five of UAE 2012 stipulates penalties like
· Jail terms that could go up to a life sentence
· Fine ranging between Dh50, 000 and Dh3 million depending on the severity and seriousness of the cybercrime
· Can even be ordered to leave the country if they insulted people or even their spouse on messaging platforms such as WhatsApp.
Social Media Dos and Don’ts under UAE Law:
· Do not post other people's pictures or videos without consent: Don't post without asking, whether it's a friend or a photographer. It could be breach of privacy or copyright.
· Do not make threats: Posts or comments that are abusive or threatening to other people can land you in court.
· Do not post vulgar pictures or of alcohol: Non-Muslims can drink, but keep it under control if pictures are inappropriate. Drunken photos that offend Islamic values or morals of the UAE can lead to legal trouble.
· Do not post pornographic or material that contains nudity without permission can be a breach of defamation and privacy laws, both of which can carry hefty fines and even jail time.
· Do not insult Islam: warns against offending Islamic morals and values.

· Do not gossip: People could face fines of up to Dh1 million if they spread false information.
· Do not bully or harass: Users must not post content which includes hate speech, incites violence or which is threatening or contains graphic or gratuitous violence.


Six Steps to Deal with Cyber-Bullying:
1. Block a suspected bully immediately
2. Leave the subject matter in dispute when chatting
3. Resisting the desire for revenge or retaliation
4. Submit the bullying report to the communications service provider
5. Using the Internet securely
6. Informing the competent authorities about a suspected bully.


[image: ]
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1. INTRODUCTION:
The UAE Government gives child related issues a priority out of its clear commitment to offering the optimal environment for the child growth and protection of its rights. The UAE became a signatory to the International Convention on Children’s Rights in 1997. The UAE Government implemented the child abuse Federal law in the mid of the Year 2012.
All the staff at N.I. Model School, Sharjah is committed to safeguarding and promoting the welfare of the children. The Child Protection & Support Policy exists in the school to protect the students, of all ages, at levels in the school, from all types of abuse. The policy is applied to all the staff and volunteers working in the school, visitors, and the school management and governors as well.
The policy aims to protect all children in Sharjah from all forms of violence, negligence, abuse and exploitation and to provide them with assistance and care for those in need. The strategy targets under 18 year national and expatriate children who are living permanently or temporary in Sharjah through an integrated system that ensures delivery of best, services, criteria and mechanisms for protection and care of children.
2. MOTIVE :

All aspects of children’s safety are included in this policy:
· Safety from injury and accident;
· Safety from society, neighborhood, community, private fostering, and domestic abuse;
· Health, mental health, self-harming, drugs and substance misuse;
· Safety at home - abuse and neglect;
· Safety at school - from adults and pupils, bullying including cyber bullying, sexual abuse.

All adults (including volunteers) are required to:

· Trained with regard to child’s welfare and safeguarding;
· Implement the school’s Child Welfare and Safeguarding Policy and procedures.
All staff is responsible for creating a safe environment:
· Safety from injury and accident, self-harming;
· Safety from society, the neighborhood and community– “toxic childhood” – depression; Pupils are taught how to “stay safe” and what to do if they are worried or concerned through spiritual, moral, personal, social and health education and the pastoral care system
3. AIMS:
We aim to ensure that all our pupils are safe and protected by:
· Having an up-to-date child protection policy and procedures in place (details to be included on the school website);
· Ensuring all personnel receive appropriate training so that they are able to implement this child protection policy and procedures;
· Following staff appointment and record keeping procedures including confirmation of identity and qualifications by examination of original documentation.
4. THE COMMITTEE: (GOVERNING BODY)

The Committee has overall responsibility for ensuring that there are sufficient measures in place to safeguard the children in their establishment, it is mandate for Supervisor from each section to take lead responsibility for children’s protection.
In particular the Committee must ensure:
· Child protection policy and procedures.
· Relevant safeguard children training for school staff/volunteers are attended.
· Safe management of allegations.
· Deficiencies or weakness in safeguarding arrangements are remedied without delay.
· A member of Committee (usually Supervisor) is nominated to be responsible in the event of an allegation of abuse being against the Teacher.

· Safeguarding policies and procedures are reviewed annually and information provided to the local authority about them how the above duties have been discharged.

5. KEY CONTACTS:
· WITHIN THE SCHOOL:
Protection and support Committee (NIMS SHARJAH)

	Position
	Boys’ Section
	Email ID
	Contact

	Convener
	Intiyaz Abbas Saheb
	intiyazabbas@nimsshj.com
	0501945622

	

Representatives
	Mrs. Nagla Abbas
	arabicsecretary@nimsshj.com
	055589476

	
	 Mr. Arif Karuppamveettil
	hos-boyssection@nimsshj.com
	0502542793

	
	Mrs. Fathima Nasreen 
	fathimanasreen@nimsshj.com
	0508691619

	
	Mrs.Zeenath Bibi
	zeenathuashraf@nimsshj.com
	0502077464

	

Representati ves
	Girls’Section
	
	

	
	Mrs. Nusrath
	hos-kg@nimsshj.com
	0504783979

	
	Mrs. Fathima Nasreen 
	fathimanasreen@nimsshj.com
	0508691619

	
	Mrs. Juberiya Fatima
	juberiyafatima@nimsshj.com
	0564766365

	Monitor
	Mr. Shahajan KM
	principal@nimsshj.com
	0503727338




· ALTERNATIVE REFERRALS
When members of the school have URGENT and IMMEDIATE concerns for the safety and protection of a child or young person during school hours they should make an immediate referral to a member of the Child Protection & Support Committee or any accessible member of the Leadership Team.
· WITHIN THE SCHOOL:
· ALTERNATIVE REFERRALS
When members of the school have URGENT and IMMEDIATE concerns for the safety and protection of a child or young person during school hours they should make an immediate

referral to a member of the Child Protection & Support Committee or any accessible member of the Leadership Team.
6. ROLES & RESPONSIBILITIES:
The Child Protection & Support Committee is responsible for ensuring that the school’s Child Protection and Support policy is updated and implemented; that all staff is appropriately trained, records are maintained and stored in a proper place.
7. TRAINING & SUPPORT TO STAFF:
All staff including newly recruited staff, volunteers and part-time staff must receive induction training and annual internal training with regard to this policy through HR Manager, NIMS Group.
8. PUPIL DISCLOSURES:
I. Relationships and Communication with Pupils
· Employees are required to have a professional relationship with pupils; seeking to be
friendly and caring but not “over familiar”. [ e.g. not purchasing personal gifts]
· Personal meetings with pupils away from the school premises are not permitted.
· Employees are not permitted to have personal relationships with pupils of ANY age.
II. Procedures for Caring of Pupils
Employees who are required to have meetings with Pupils
· The purpose of the onsite meeting should be made clear to the child and any staff directly involved with the child. Another member of staff should be present or nearby.
· If a member of staff is with a pupil on his or her own, use a room with visual access or keep the door open.
· Meetings with pupils away from the school premises are not permitted.


Working with children in practical lessons
Where possible, the teacher should give verbal instructions and refrain from touching a child. If it is necessary to physically guide or support a child, such as in a PE lesson, then great care

should be taken that all touch is appropriate and where possible in a group situation.
Caring for Pupils
· Employees administering first aid should wherever possible ensure that other children or adults are present.
· Employees helping children with toileting should inform another member of staff and where possible ensure that another adult is in the vicinity.
Written Communications with Pupils and Photographs
Electronic communication and feedback with regard to the pupil’s work and progress should be professional and supportive indicating in what way pupils may improve the quality of their work.
Employees are not permitted to write inappropriate personal notes, emails or letters to pupils
or “befriend’ pupils on social networks e.g. Facebook.
Parental permission is required to take photographs of children. Photographs must be used for school professional use only.
III. Reasonable Force and Physical Restraint
Where necessary reasonable force can be used to control or restrain pupils. The following are examples of where reasonable force and physical restraint may be used:
· pupil attacks on staff or another pupil;
· pupils engaged in deliberate damage or vandalism;
· pupil running down a corridor or stairway in a way likely to cause injury;
· pupil absconds from class or tries to run away from school;
· Pupil behaves in a way that seriously disrupts the lesson.
9. DEALING WITH DISCLOSURES:
It is important that when a child gives information that the adult:
· does not promise confidentiality;
· Listens to the child without directly questioning him or her; e.g.–Tell me what
happened………Explain……..Describe……..
· does not stop a child freely recalling significant events;

· does not ask the child to repeat a disclosure to another adult;
· Makes a note of the discussion, recording time, setting and persons present as well as what is said.
If there are ANY concerns about a child, the matter should be discussed with the Counselor –If the Counselor is not available then the matter should be immediately referred to the Member of Child Protection & Support Committee.
I. Supporting the pupil at risk

The school recognize that the children who are abused or witness violence. They may find it difficult to develop a sense of self-worth and to view the world as benevolent and meaningful. They may feel helplessness, humiliation, and some sense of self-blame.
II. Procedure for dealing with bullying
The Child Protection & Support Committee will consider the immediate safety of all children concerned and the seriousness and circumstances of the allegation: e.g. the age of the children concerned - is the alleged perpetrator of the age of criminal responsibility? (10 years). In general concerns will be discussed with the family unless such discussion may place the child at increased risk of significant harm. Advice is sought from social services and a referral made if necessary.
10. DEALING WITH ALLEGATIONS AGAINST SCHOOL STAFF:
There has been widespread concern that in some instances, there may be malicious accusations brought against employees by children and/or their parents.

The Committee must be informed of the allegation   on   the   same   day   and   is responsible for conducting an investigation. The   employee   concerned   may   be suspended whilst an investigation is conducted, but   this   is   not   an   automatic procedure. Circumstances in which suspension properly occurs include:
· Where a pupil(s) is at risk; the person has behaved in such a ways that indicates that s/he is unsuitable to work with children.

· where the allegations are so serious that dismissal for gross misconduct is possible;
· Where a suspension is necessary to allow the conduct of the investigation to proceed unimpeded.
I. Abuse by Student
a) Students report the case of abuse to the class teacher.
b) Class teacher reports the case to the Counselor/Principal.
c) Minor issues are settled by the Counselor speaking to the students involved in the case.
d) In major issues, matter is taken up by the principal.
e) Students are sent for counseling and for medical checkup to the clinic, if required.
f) Parent is informed by the concerned staff.
g) The affected student is monitored by the Counselor/Class teacher for a period of time.
h) The record is maintained for the same.
The Student who has been the victim can refer the case directly or by the help of a student to the counselor.
II. Abuse by Parent
a) Student report to the Class Teacher/Counselor.
b) The matter is brought to the notice of the Head of Section/Principal.
c) The parent is called to the school and advised.
d) The student is sent for Counseling to the school Counselor.
III. Abuse by the Relative
a) Students report to the class Teacher/Counselor
b) The matter is brought to the notice of the HoS /Principal
c) The parent is called to the school and the matter is discussed for further actions
d) The student is sent to the School Counselor.
IV. Abuse by Outsiders (During field trips, edutainment trips, picnics etc.)
a) The student reports to the Class Teacher/Counselor
b) The Matter is brought to the notice of HoS/Principal.

c) The in-charge also reports to the concerned authorities where the trip/picnic takes place.
d) The parent is informed about the issue.
e) The student is send to the Counselor for counseling.
V. Abuse by the teacher:
a) Student reports to the Parent/Counselor.
b) Parent/Counselor informs the Principal.
c) The teacher concerned is called by the Head of Section/Principal and enquires his/her views on the matter.
d) A memo is issued to the concerned teacher by the Principal.
e) Parents are informed by the Principal and assured that action will be taken on the teacher and no such incident will occur hence forth.
f) In the case of the teacher resorting to abuse/harassment in spite of the repeated warnings, a strict action will be taken by the Principal
g) The student is counseled by the counselor.
IV. Abuse by the support staff:
a) Student report the case to the Parent/Class Teacher/Counselor
b) The class Teacher/Counselor/ Parent informs the same to the Principal. The issue is taken up by the Principal and the concerned staff is warned.
c) In extreme cases and the person may be terminated by the Principal
Staff should not:
· hold a pupil around the neck, by the collar or in any way that might restrict the pupil’s
ability to breathe;
· slap, punch, or kick a pupil;
· twist or force limbs against a joint;
· trip up a pupil;
· hold or pull a pupil by the hair or ear;
· hold a pupil face down on the ground;

· Hold a pupil in a way that might be considered indecent.
Do not give the impression that you have lost your temper or are acting out of anger or frustration or to punish the pupil.
11. ASSISTANCE TO PUPILS :
I. Physical contact with pupils and intimate care
Intimate care is defined as any care which involves washing, touching or carrying out a procedure to intimate personal areas which most people usually carry out themselves but are unable to do because of young age, physical difficulties or other special needs. Examples include care associated with continence and menstrual management as well as more ordinary tasks such as help with washing, toileting or dressing.
We are committed to ensuring that all staff responsible for the intimate care of children undertakes their duties in a professional manner at all times. It is acknowledged that these adults are in a position of great trust.
The child’s welfare and dignity is of paramount importance. Children must be treated with respect, whatever their age, gender, disability, religion or ethnicity. No child must be attended to in a way that causes distress or pain.
Staff will work in close partnership with parents/careers to share information and provide continuity of care. The religious views and cultural values of families will be taken into account, particularly as they might affect certain practices or determine the gender of the career.
II. Working with children in practical lessons
Staff should not touch pupils particularly when reprimanding them. However, there may be occasions when a distressed pupil needs comfort and reassurance, which may include comforting such as a caring parent would give. Employees should use their discretion in such cases to ensure that, what is, and what is seen to be by others, is normal and natural and does not become unnecessary, unjustified contact, particularly with the same pupil over a period of time.
The law forbids a teacher to use any degree of physical contact that is deliberately intended to punish a pupil, or which is primarily intended to cause pain or injury or humiliation. Corporal

punishment is not administered.
12. MISSING PUPILS:
It is important that immediate action is taken if a pupil is found to be missing. The Supervisor must be informed and if the pupil is not found after the buildings and grounds have been searched the parents must be informed and the police called.
13. SUPPORTING POLICIES AND REVIEWS:
This child Protection & Support Policy forms part of a suite of documents and policies which relate to the safeguarding responsibilities of the school. [School Safety and Security Protocol/policy]
N.I Model School, Sharjah has polices on Fire Policy, Health & Safety, Canteen Policy, Lab Safety Policy, Stair case Policy etc. These police serve and support and enhance the Child Protection & Support Policy.
It is the duty/responsibility of the staff to learn about these polices and use them in their day- to-day interaction with the pupils and the staff.
Policy Review:
This policy will be reviewed in full by the Committee on an annual basis. Changes will be made accordingly after getting to know the shortcomings.
14. SCOPE OF THE CHILD PROTECTION & SUPPORT POLICY:

The Child Protection & Support Policy exists in the school to protect the students, of all ages, at levels in the school, from all types of abuse. The policy is applied to all the staff and volunteers working in the school, visitors, visiting parents, and the school management and governors as well.
Safeguarding is defined as protecting children from maltreatment, preventing impairment of health and/or development, ensuring that children grow up in the provision of safe and effective care and optimizing children’s life chances.
This Child Protect & Support Policy forms part of a suite of document and policies which relate to the safeguarding responsibilities of the school.

15. CONFIDENTIALITY:

Safeguarding children raises issues of confidentiality that must be clearly understood by all staff/volunteers in schools.
· All staff in schools, both teaching and non-teaching staff, have a responsibility to share relevant information about the protection of children with other professionals, particularly the investigative agencies (Children’s Services: Safeguarding and Specialist Services and the Police).
· If a child confides in a member of staff/volunteer and requests that the information is kept secret, it is important that the member of staff/volunteer tell the child in a manner appropriate to the child’s age/stage of development that they cannot promise complete confidentiality- instead they must explain that they may need to pass information to other professional contexts.
16. RECORD KEEPING
When a child has made a disclosure, the member of staff/volunteer should:
· Make brief notes as soon as possible after the conversation. Use the record of concern sheet wherever possible.
· Not destroy the original notes in case they are needed by a court.
· Record	the	date,	time,	place	and	any	noticeable	non-verbal	behavior	and the words used by the child.
· Record	statements	and	observations	rather	than	interpretations	or assumptions.
All records need to be given the Counselor promptly. No copies should be retained by the member of staff volunteer.
The Counselor will ensure that all safeguarding records are managed in accordance with the UAE Laws.

17. FRAMEWORK AND CONTEXT:
Child protection is the responsibility of all adults and especially those working with children. The development of appropriate school procedures and the monitoring of good practice are the responsibilities of the Person for Child Protection and Safeguarding
In November 2012, the UAE Cabinet approved “Wadeema’s Law” to “protect children in the UAE. The law includes creating special units that intervene when children are at risk and stresses that all children have rights regardless of religion and nationality.”
18. RECONGNIZING ABUSE:
Definitions of Abuse
Significant Harm - The Children Act 1989 defines significant harm as: “Ill treatment or the impairment of health or development.” Development means physical, intellectual, emotional, social or behavioral. Health means physical or mental and ill treatment includes sexual abuse and forms of ill treatment that are not physical.
1. PHYSICAL ABUSE
Physical abuse may involve hitting, shaking, throwing, poisoning, burning or scalding, drowning, suffocating, or otherwise causing physical harm to a child. Physical harm may also be caused when a parent or care giver fabricate the symptoms of, or deliberately includes, illness in a child.
Indicators in the child Bruising
It is often possible to differentiate between accidental and inflicted bruises. The following must be considered as non-accidental unless there is evidence or an adequate explanation provided:
· Bruising in or around the mouth
· Two simultaneous bruised eyes, without bruising   to   the   forehead,   (rarely accidentally, for   example   the   back,   mouth,   cheek,   ear,   stomach,   chest,   under the arm, neck, genital and rectal areas
· Variation in colour possibly indicating injuries caused at different times
· The outline of an object used e.g. belt marks, hand prints or hair brush

· Linear bruising at any site, particularly on the buttock, back or face
· Bruising   or   tears   around,   or   behind,	the earlobe/s indicating injury   by   pulling or twisting
· Bruising around the face
· Grasp marks to the upper arms, forearms or leg
· Petechiae haemorrhages (pinpoint blood spots under the skin.) Commonly associated with slapping, smothering/suffocation, strangling and a squeezing.

Fractures
Fractures may cause pain, swelling and discoloration over a bone or joint. It is unlikely that a
child will have had a fracture without the carers being aware of the child’s distress.
If the child is not using a limb, has pain on movement and/ or swelling of the limb, there may be a fracture.
There are grounds for concern if:
· The history provided is vague, non-existent or inconsistent
· There are associated old fractures
· Medical attention id sought after a period of delay when the fracture has caused symptoms such as swelling, pain or loss of movement
Rib fractures are only caused in major trauma such as in a road traffic accident, a severe shaking injury or a direct injury such as a kick.
Skull fractures are uncommon in ordinary falls, i.e. from three feet or less. The injury is usually witnessed, the child will cry and if there is a fracture, there is likely to be swelling on the skull developing over 2 to 3 hours. All fractures of the skull should be taken seriously.
Mouth injuries
Tears to the frenulum (tissue attaching upper lip to gum) often indicates force feeding of a baby or a child with a disability. There is often finger bruising to the cheeks and around the mouth. Rarely, there may also be grazing on the palate.

Poisoning
Ingestion of tablets or domestic poisoning in children under 5 is usually due to the carelessness of a parent or carer, but it may be self-harm even in young children.
Fabricated or induced illness
Professionals may be concerned at the possibility of a child suffering significant harm as a result of having illness fabricated or induced by their carer. Possible concerns are:
· Discrepancies	between	reported	and	observed	medical	conditions,	such	as the incidence of fits
· Attendance at various hospitals, in different geographical areas
· Development of feeding / eating disorders, as a result of unpleasant feeding indications
· The child developing abnormal attitudes to their own health
· Non organic failure to thrive- a child does not put on weight and grow and there is no underlying medical cause
· Speech, language or motor developmental delays
· Dislike of close physical contact
· Attachment disorders
· Low self esteem
· Poor	quality	or	no	relationship	with	peers	because	social	interactions	are restricted
· Poor attendance at school and under-achievement
Bite marks
Bite marks can leave clear impression of the teeth when seen shortly after the injury has been inflicted. The shape becomes a more defused ring bruise or oval or crescent shaped. Those over 3cm in diameter are more likely to have been caused by an adult or older child.
A medical/dental opinion, preferably within the first 24 hours, should be sought where there is any doubt over the origin of the bite.
Burns and scalds

It can be difficult to distinguish between accidental and non-accidental burn and scalds. Scalds are most common intentional burn injury recorded.
Any burn with a clear outline may be suspicious e.g. circular burns from cigarettes, linear burns from hot metal rods or electrical fire elements, burns of uniform depth over a large area scalds that have line indicating immersion or poured liquid.
Old scars indicate that the previous burns/scalds which did not have appropriate treatment or adequate explanation. Scalds to the buttock of a child, particularly in the absence of burns of feet, are indicative of dipping into a hot liquid or bath.
The following points are also worth remembering:
· A responsible adult checks the temperature of the bath before the child gets in.
· A child is unlikely to sit down voluntarily in hot bath and cannot accidentally scald its bottom without also scalding his or her feet.
· A child getting into too hot water of his or her own accord will struggle to get out and there will be splash marks
Scars:
A large number of scars or scars of different sizes or ages, or on different parts of the body, or unusually shaped may suggest abuse.
Emotional/behavioral presentation
· Refusal to discuss injuries
· Admission of punishment which appears excessive
· Fear of parent being contacted and fear of returning home
· Withdrawal from physical contact
· Arms and legs kept covered in hot weather
· Fear of medical help
· Aggression towards others
· Frequently absent from school
· An explanation which is inconsistent with an injury

· Several different explanation provided for an injury
Indicators in the parent
· May have injuries themselves that suggest domestic violence
· Not seeking medical help/unexplained delay in seeking treatment
· Reluctant to give information or mention previous injuries
· Absent without good reason when their child is presented for treatment
· Disinterested and undisturbed by accident or injury
· Aggressive towards child or others
· Un-authorized attempts to administer medication
· Tries to draw the child into their own illness.
· Past	history	of	childhood	abuse,	self-harm,	summarizing	disorder	or	false allegations of physical or sexual assault or a cultural of physical chastisement.
· Parent/care	giver	may	be	over	involved	in	participating	in	medical	tests, taking temperatures and measuring bodily fluids
· Observed to   be   intensely   involved   with   their   children,   never   taking   a   much
needed break nor allowing anyone else to undertake their child’s care.
· May	appear	unusually	concerned	about	the	results	of	investigations	which may indicate physical illness in the child
· Wider parenting difficulties may (or may not) be associated with this form of abuse.
· Parent/care giver has convictions for violent crimes.
Indicators in the family/environment
· Marginalized or isolated by the community
· History of mental health, alcohol or drug misuse or domestic violence
· History   of	unexplained death, illness or multiple surgery in parents and/or siblings of the family
· Past	history	of	children	abuse,	self-harm,	somatizing	disorder	or	false allegations of physical or sexual assault or culture of physical chastisement

2. EMOTIONAL ABUSE
Emotional abuse is the persistent emotional maltreatment of a child such as to cause severe and persistent adverse efforts on the child’s emotional development. It may involve conveying to children that they are worthless or unloved, inadequate, or valued only insofar as they meet the needs of another person.
It may include not giving the child opportunities to express their views, deliberately silencing
them or ‘making fun’ of what they say or how they communicate.
It may feature age or developmentally inappropriate expectations being imposed on children. These may include interactions that are beyond the child’s developmental capability, as well as overprotection and limitation of exploration and learning, or preventing the child participating in normal social interaction.
It may involve seeing or hearing the ill-treatment of another. It may involve serious bullying (including cyber bullying), causing children frequently to feel frightened or in danger, or the explanation or corruption of children.
Some level of emotional abuse is involved in all types of maltreatment of child, though it may occur alone.
Indicators in the child
· Developmental delay
· Abnormal	attachment	between	a	child	and	parent/care	giver	e.g.	anxious, indiscriminate or no attachment
· Aggressive behavior towards other
· Child escape goated within in the family
· Frozen watchfulness, particularly in pre-school children
· Low self-esteem and lack of confidence
· Withdrawn or seen as a ‘loner’ – difficulty relating to others
· Over-reaction to mistakes
· Fear of new situations
· Inappropriate emotional responses to painful situations

· Neurotic behavior (e.g. rocking, hair twisting sucking)
· Self-ham
· Fear of parents being contacted
· Extremes of passive or aggression
· Drug/solvent abuse
· Chronic running away
· Compulsive stealing
· Low self-esteem
· Air of detachment- ‘don’t care’ attitude
· Social isolation- does not join in and has few friends
· Depression, withdrawal
· Behavioral	problems	e.g.	aggression,	attentions	seeking,	hyperactivity,	poor attention
· Low self-esteem, lack of confidence, fearful, distressed, anxious
· Poor peer relationship including withdrawal or isolated behavior.
Indicators in the parent
· Domestic	abuse,	adult	mental	health	problems	and	parental	substance misuse may be features in families where children are exposed to abuse.
· Abnormal attachment to child e.g. overly anxious or disinterest in the child
· Scapegoats one child in the family
· Imposes inappropriate expectations on the child e.g. prevents the child’s developmental exploration or learning, or normal social interaction through overprotection
· Wider parenting difficulties may (or may not) be associated with this form of abuse.
Indicators in the family/environment
· Lack of support from family or social network.
· Marginalized or isolated by the community.

· History of the mental health, alcohol or drug misuse or domestic violence.
· History   of	unexplained death, illness or multiple surgery in parents and/or siblings of the family
· Past	history	of	childhood	abuse,	self-harm,	somatising	disorder	or	false allegations of physical or sexual assault or a culture of physical chastisement.
3. NEGLECT
Neglect is the persistent failure to meet a child’s basic physical and/or psychological needs, likely to result in the serious impairment of the child’s
Health or development. Neglect may occur during pregnancy as a result of maternal substance abuse. Once a child is born, neglect may involve a parent or care giver failing to:
· Provide	adequate	food,	clothing	and	the	shelter	(including	exclusion	from home or abandonment);
· Protect a child from physical and emotional harm or danger;
· Ensure	adequate	supervision	(including	the	use	of	inadequate	care-givers); or
· Ensure access to appropriate medical care or treatment.
It may also include neglect of, or unresponsiveness to, a child’s basic emotional needs.
Indicators in the child:
Physical presentation
· Failure to thrive or, in order children, short stature
· Under weight
· Frequent hunger
· Dirty, unkempt condition
· Inadequately clothed, clothing in a poor state or repair
· Red/purple	mottled	skin,	particularly	on   the	hands	and	feet,	seen	in	the winter due to cold

· Swollen limbs with sores that are slow to heal, usually associated with cold injury
· Abnormal voracious appetite
· Dry, spare hair
· Recurrent	/	untreated	infections	e.g.	severe	nappy	rash,	eczema	or persistent head lice / scabies/ diarrhea
· Unmanaged/	untreated	health/	medical	conditions	including	poor	dental health
· Frequent accidents or injuries
Development:
General delay, especially speech and language delay Inadequate social skills and poor socialization Emotional/ behavioral presentation
· Attachment disorders
· Absence of normal social responsiveness
· Indiscriminate behavior in relationships with adults
· Emotionally needy
· Compulsive stealing
· Constant tiredness
· Frequently absent or late at school
· Poor self esteem
· Destructive tendencies
· Thrives away from home environment
· Aggressive and impulsive behavior
· Disturbed peer relationships
· Self-harming behavior
Indicators in the parent
· Dirty, unkempt presentation

· Inadequately clothed
· Inadequate social skills and poor socialization
· Abnormal attachment to the child e.g. anxious
· Low self-esteem and lack of confidence
· Failure   to   meet   the   basic   essential   needs   e.g.   adequate   food,   clothes, warmth, hygiene
· Failure to meet the child’s health and medical needs e.g. poor dental health; failure to attend or keep   appointments   with   health   visitor,   GP   or   hospital; lack of GP registration; failure to seek or comply with appropriate medical treatment; failure to address parental substance misuse during pregnancy
· Child left with adults who are intoxicated or violent
· Child abandoned or left alone for excessive periods
· Wider parenting difficulties, may (or may not) be associated with this form of abuse
Indicators in the family/environment:
· History of neglect in the family
· Family marginalized or isolated by the community.
· Family has history of mental health, alcohol or   drug   misuse   or   domestic violence.
· History of unexplained death, illness or multiple surgery   in   parents   and/or siblings of the family
· Family has a   past   history   of   childhood   abuse,   self   harm,   somatising   disorder or false allegations of physical or sexual assault or a culture of physical chastisement.
· Dangerous or hazardous   home   environment   including   failure   to   use   home safety equipment; risk from animals

· Poor state of home environment e.g. unhygienic facilities, lack of appropriate sleeping   arrangements,   inadequate    ventilation    (including    passive    smoking) and lack adequate heating
· Lack of opportunities for child to play and learn
4. SEXUAL ABUSE
Sexual abuse involves forcing or enticing a child or young person to take part in sexual activities, not necessarily involving a high level or violence, whether or not the child is aware of what is happening.
The activities may involve physical contact, including assault by penetration (for example, rape or oral sex) or non-penetrative acts such as masturbation, kissing, rubbing and touching outside of clothing.
They may also include non-contact activities, such as involving children in looking at, or in the production of, sexual images, watching sexual activities, encouraging children to behave in sexually in appropriate ways, or grooming a child in preparation for abuse (including via the internet).
Sexual abuse is not solely perpetrated by adult males. Women can also commit acts of sexual abuse, as can other children.
Indicators in the child Physical presentation:
· Urinary infection, bleeding or soreness in the genital or anal areas
· Recurrent pain or passing urine or faces
· Blood on under clothes
· Sexually transmitted infections
· Vaginal soreness or bleeding
· Pregnancy   in   a   younger   girl   where   the   identity   of   the   father   is    not disclosed and/or there is secrecy or vagueness about the identity of father

· Physical symptoms such as injuries to the genital or anal area, bruising to buttocks,   abdominal   and   thighs,   sexually   transmitted   diseases,   presence    of the semen on vagina, anus, external genitalia or clothing
Emotional/behavioral presentation
· Make a disclosure
· Demonstrate sexual knowledge or behavior inappropriate to age/stage of development, or that is unusually explicit
· Inexplicable   changes    in    behavior,    such    as    becoming    aggressive    or withdrawal
· Self-harm – eating disorders, self-mutilation and suicide attempts
· Poor self-image, self-harm, self-hatred
· Reluctant to undress for PE
· Running away from home
· Poor attention / concentration (world of their own)
· Sudden changes in school work habits, become truant
· Withdrawal, isolation or excessive worrying
· Inappropriate sexualized conduct
· Sexually exploited or indiscriminate choice of sexual partners
· Wetting or other regressive behavior e.g. thumbs sucking
· Draws sexually explicit pictures
· Depression
Indicator in the parents:
· Comments made by the parents/care giver about the child.
· Lack of sexual boundaries
· Wider parenting difficulties or vulnerabilities
· Grooming behavior
· Parent is a sick offender

Indicators in the family/environment:
· Marginalized or isolated by the community
· History of the mental health, alcohol or drug misuse or domestic violence.
· History   of	unexplained death, illness or multiple surgery in parents and/or siblings of the family
· Past	history	of	childhood	abuse,	self-harm,	somatising	disorder	or	false allegations of physical or sexual assault or a culture of physical chastisement.
· Family member is a sex offender.
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[bookmark: _TOC_250004]Policy Scope of Application:
The provisions of this Policy shall be applied at public governmental and private educational institutions in the United Arab Emirates, whether it is by way of synchronous face-to-face instruction or by remote instruction in physical or virtual schools, including:

· Students enrolled at public governmental and private educational institutions.

· Employees working for public governmental and private educational institutions.

· Child protection specialists.

· Employees working at the Child Protection Unit at the Ministry and other relevant Authorities

. - Partners, suppliers, and service providers to educational institutions.

[bookmark: _TOC_250003]Policy Objectives:
Protecting and enhancing children’s welfare is the collective responsibility of everyone; every person who deals with children and their family has a role to play. To effectively honor this responsibility, every person dealing with a child must ensure that the welfare, wellbeing and best interests of the child operate as the primary and guiding focus of all dealings with the child. The Ministry asserts its complete commitment to ensure the welfare, safety and respect for all children, and that a positive, enjoyable and safe educational environment is created for every child without discrimination on grounds of ethnicity, gender, origin, religious doctrine, social standing or disability. This Policy seeks to achieve the following

objectives:
1. Ensure implementation of mechanisms and measures of child protection in educational institutions pursuant to the applicable legislations in the State and the international conventions in place.

2. Determine the roles and responsibilities of all personnel working for the educational institutions, and all stakeholders including parents, individuals, agencies, partners, and the relevant service providers.

3. Create a safe and supportive school environment to protect the child against occurrences that can threaten the child’s survival and wellbeing in terms of physical, mental, intellectual, educational or moral health.

4. Enable the child to exercise his/her rights, particularly educational rights and the right for protection pursuant to the provisions set out in the applicable legislations and the provisions of Federal Law No. (3) of 2016, its implementing regulation and the international conventions

ratified by the country.

5. Create a safe and confidential information reporting and complaints system for cases of potential or suspected child abuse or compromising of the child’s rights within an educational institution, the services and utilities provided by the educational institution, the transportation of children to and from the educational institutions, and any extracurricular activities organized by the educational institution or Ministry.

6. Provide the child social and psychological protection, and support and care after cases of child abuse.
7. Enhance child welfare in all aspects.

8. Foster and model positive behavior and the building of positive social school relationships.

9. Promote the principle of tolerance among all members of the school community.

10. Improve the competency of education professionals working in the field of child protection and bullying prevention.

11. Foster child protection partnerships.

12. Coordinate with the relevant bodies to safeguard the rights of all children in educational institutions.
Policy principles The Policy is based on four main principles:
1. The child’s best interest.

2. Moral, behavioral, and professional values.

3. Child protection.

4. Principle of protecting the child’s privacy and confidentiality of information.


[bookmark: _TOC_250002]Types of Child Abuse:
1. Physical Abuse: Physical abuse means causing physical harm or injury to the child or failing to or being unwilling to prevent physical harm to the child.

2. Sexual Abuse: Sexual abuse means forcing, attracting or enticing the child to take part in any sexual behavior, whether aware or not. It includes the practices that do not involve any physical contact, such as engaging children in watching or producing pornographic material, watching

sexual intercourses or encouraging the children to act in a sexually inappropriate way.

3. Psychological Abuse: Psychological abuse means dealing abusively with the child’s psychological state, causing severe and or permanent harm and thus affecting the child’s psychological growth and development.

4. Neglect: Neglect means the failure of parents or caregivers to take the necessary measures to protect the child's life, and to provide physical, psychological, mental and moral safety against danger, and or to protect the rights of the child.
[bookmark: _TOC_250001]Reporting Procedures in Educational Institutions:
The Ministry or educational authority, each within the limits of its competence, shall prepare a procedural manual for dealing with the cases of child protection in line with Federal Law No. (3) of 2016 regarding the Child Rights Law (Wadeema) and Cabinet Resolution No. (52) of 2018 regarding implementing regulation of Federal Law No. (3) of 2016 regarding the child rights.
The Ministry shall, in coordination with the competent authority, prepare a guidance manual for the child protection procedures. The Ministry or the educational authority, each within the limits of its competence, shall review and adopt the procedural manual of the relevant authority if the educational agency wishes for the same.

Rules and Provisions of Information Reporting in Educational Institutions
· The Ministry or the competent authority shall be notified of any suspected critical abuse or one to which the student is exposed in, around or in the utilities of the educational institution campus, the transportation buses or camps and internal and external activities organized by an educational institution or the Ministry according to the applicable legislations and laws. In addition, registers shall be kept of all cases of reported abuse in educational institutions.

· The relevant bodies shall take the necessary measures to safeguard and protect children against substance abuse, including: using, contributing to producing, trading or trafficking narcotic, intoxicating and stimulant substances, or all types of psychotropic substances.

· The school health system shall be supported to carry out its role in prevention, treatment and health counseling. - Any information provided in suspected cases of abuse is reported in complete confidence. The informant’s identity may not be disclosed against his/her will, and the identity of all the parties of the incident and witnesses shall not be disclosed in 6 child abuse cases, when using the information in analyses, media reports, and no personally identifying material or information may be published.

· The leadership team of the educational institution shall cooperate with the approved child protection specialists, and shall facilitate tasks they are entrusted to carry out inside the educational institution, without any obstacle or hindrance that could result in delay in taking

the necessary measures for reported cases or their follow-up.

Roles and Responsibilities Educational Institution:
The educational institution shall appoint a member of the administrative or educational staff to be responsible for child protection, and all that is related to the child’s rights and protection, in the educational institution. Such members shall be deemed as the reference for the child protection initiatives, activities, information and data that belong to the educational institution.

The educational institution shall verify and screen the qualifications and backgrounds of employees and caregivers before appointing them in the educational institution.

Child protection and the best interests of the child shall be prioritized in all decisions made, and all procedures carried out with respect to the child.

All forms of violence shall be prohibited in the educational institution.

The educational institution shall be fully responsible for creating a safe and secure environment for the child, in which the child feels protected against any occurrence that may threaten the child’s physical and mental health and against any form of abuse or exploitation.

The educational institution shall circulate to all personnel working at the educational institution about confidentially secure information reporting procedures, and their responsibilities for reporting any abuse or suspected forms of abuse or violence towards a child or student. - The educational institution shall launch secure and confidential information reporting channels for all personnel working for the educational institution, all students, and all parents.

The educational institution shall spread awareness among students about child rights and the need to report any type of abuse or suspected abuse they or other students might be exposed to. - The educational institution shall spread awareness among parents about child protection and the importance of their role in protecting children.

The educational institution shall take all the necessary measures to safeguard and protect the children against substance abuse, including the use of narcotic, intoxicating and stimulant substances, all types of psychotropic substances, or the child’s involvement in their production or trafficking.

The educational institution shall endeavor to detect cases of abuse early, identify the risk factors, develop the appropriate plans and programs for supporting the students through enhancing the competence of the child protection professionals in the institution and through the use of assessment tools for early intervention and awareness campaigns.
The educational institution shall ensure that confidential information about every student is protected. Moreover, the educational institution shall not announce the names of students,

their families or any sensitive or personal information that could harm the reputation of the child or his family.

The educational institution shall obtain consent from a child’s parent when necessary to use the child’s personal photograph or any information via the media or for any other posts or publications.

The personnel working for the educational institution may not share the personal or medical records of the students except in the following cases or with the following relevant persons and bodies:

1. Temporary referral or transfer for providing a specific treatment, carrying out diagnostic procedures or in cases of emergency.

2. If there is any public health threat when negligence in submitting the information could cause to endanger the student or others and potentially lead to death, severe injury or infectious disease.

3. When working with the Child Protection Unit - The educational institution staff shall never discuss any existing or closed cases with mass media or third parties, other employees or unauthorized persons, except when required to do so by investigative bodies and judicial bodies within the limits of legal liability.

The educational institution shall supervise the implementation of vocational development plans, awareness-raising, training, and qualification programs for all the personnel, associates and partners in respect of all that is related to the child rights and protection, and types of child abuse. The educational institution shall also supervise the implementation of plans and tools for modifying children’s behavior, methods for dealing with child, training the children on applying the necessary skills to observe the indicators of abuse and means for protection against it.

· Ensure that all personnel working for the educational institution attend all training programs related to child protection. 8 - Respect social diversity and differences of all types: race, color, gender, religion, expatriates, mental, psychological, and physical capabilities of each student.

· Endeavor to achieve justice and equality in treatment for all students in the educational institution. - Ensure proper treatment based on equity and respect for all students, by use of appropriate, courteous, and respectful language.

· Manage student behavior through role modeling appearance, behavior and positive situations that are appropriate and reflective of societal values.

· Apply the professional codes of conduct.

Parents: - Be fully responsible towards the child and for the duties entrusted to them in the upbringing, care, guidance and growth of the child as stated in the applicable law and legislations in the country.

· Cooperate with the educational institution for creating a safe environment for the child in which the child feels protected against occurrences that may threaten the child’s survival, physical and mental health.

· Notify the educational institution or child protection units in case of an occurrence that may
threaten the child’s safety, physical, or mental health.

· Positively cooperate with the educational institution or child protection units as required in any stage when dealing with a case of abuse where the parent’s children are involved.

Educational Authorities, Partners and Support Service Providers:
- Set the student’s best interests as the basis for dealing with students, and not using the situation or the students as a means to attain private goals or serve the interests of the institution at the expense of the students’ interest.

· Take the necessary response measures in respect of the complaints received from the Child Protection Unit at the Ministry, and provide the necessary support to all the reported cases of abuse.

· Take the necessary protection measures and provide the necessary support to all abuse cases of students/children referred from the Child Protection Unit at the Ministry.

· Maintain as confidential any common data and not disclose any information related to students.

· Suggest vocational development and training plans for the personnel working for the educational institution in the field of child protection.
· Contribute to implementing training programs for the child protection professionals and all the personnel working for the educational institution in the field of child protection.

· Participate in society awareness

-raising campaigns in the field of child protection.

· Contribute to achieving social support to child protection programs in a safe school environment.

· Participate in the meetings held by the child protection committees and councils.

Child Protection Unit and Child Protection Professional:

Child protection professionals shall, each within the limits of his duties and responsibilities, take the necessary protection measures if there is anything that threatens to compromise the child’s safety, physical, mental, psychological or moral health, without contradicting with Federal Law No. (3) of 2016 on Child Rights Law (Wadeema) and Cabinet Resolution No. (52) of 2018 on the implementing regulation of Federal Law No. (3) of 2016 regarding child’s rights. These measures shall be taken as follows:

· Remove the child from the abusive situation or location and place the child in a secure place to ensure his/her protection, at the discretion of the Child Protection specialists assessing the risk level surrounding the child.

· Conduct a comprehensive social investigation for the cases that threaten the child’s safety at the educational institution, in which the circumstances surrounding the child are explained. A report shall be submitted to the administrative authority to which the professional reports, accompanied by the recommendations about which necessary measures to take for the protection of the child.

· Coordinate with the relevant bodies for the psychological and physical rehabilitation of the child by the professionals. This may include professionals from other psychological and social agencies, or other specified agencies.

· Provide information programs for child caregivers about the best treatment to ensure the support, normal growth and development of the child.

· Pay field visits to the child at the educational institution as required, to ensure that the child has the necessary support to solve any ongoing problems the child may have.

· Submit recommendations to the relevant authority for supporting the child’s family in the
event that the social circumstances of the family have contributed to the condition of the child.

· Submit a report, to provide information about the circumstances surrounding the child, as required to assist prosecution or take the appropriate measures to protect the child, according to the provisions of the 10 Law, within a period not exceeding twenty

-Four (24) hours after receiving the complaint.

The child protection professionals shall take the following preventive measures after obtaining the approval of the agency to which they report:
· Merge the child in the programs and activities that support the child against any problems or challenges the child encounters.

· Ensure the child and the family acquire the necessary skills for dealing with the problems

through training courses and workshops.

· Coordinate with the relevant bodies to take the necessary measures for ensuring the
protection of the child’s rights and safety.

· Guide and inform the child of potential dangers and risks related to certain activities that the child may continue to undertake.
[bookmark: _TOC_250000]Evaluation:

This Policy shall be reviewed and developed periodically to ensure the efficiency of the child protection procedures and practices in the educational institution, through the following measures:

· Follow up the application of the Policy by the supervisory bodies at the Ministry or the educational institution, each within the limits of its competence.
· The relevant bodies shall prepare a study to evaluate the applicability of the Policy and its impact on the student, family, educational institution and society.

· The Ministry shall maintain periodic coordination with the competent authority and other bodies to review and develop the Policy that ensure alignment with future developments and orientations of the State Government.

Acceptable Use of Technology Agreement

Introduction:
Access to technology is integral to the educational mission and purpose of our institution. These policies address the appropriate use of technology provided by the school and personally owned technological device,
Objective:

This Acceptable Use of Technology Agreement is to ensure:
· That our students will be responsible users and stay safe while using the internet and othercommunications technologies for educational, personal, and recreational use.
· That school computing systems and users are protected from accidental or deliberate misusethat could put the security of the systems and users at risk.
The school will ensure that students will have good access to computing to enhance their learning, and we expect the students and parents to agree to be responsible users.

Policy Statements:

1. We expect our students to act responsibly and thoughtfully when using technology.
2. Students should not expect that what they write or publish online is private. The school reserves the right to monitor and track all behaviors and interactions that take place online or through the use of technology on our property or at our events.
3. The use of all school-owned technologies including the school network and its Internet connection is limited to educational purposes only.
4. Commercial and recreational use of school technology resources is prohibited.
5. All emails sent from school provided accounts are representative of the school.
6. Connection to wireless Internet by students is only allowed while doing research and investigation work in class using BYOD.
7. Only the internet gateway provided by the school may be accessed while on campus. Personal internet devices such as cellphones /cell network adapters are not allowed at all to access outside internet sources at any time.
8. Students are responsible for any activity that occurs through their personal account.
9. Students must respect the privacy of others while online.
10. Do not intentionally seek information on, obtain copies of, or modify files, other data, or passwords belonging to others.
11. Do not re-post information that was sent to you privately without the permission of the person who sent you the information.
12. Do not post private information, photos or videos about another person without prior permission
13. Do not use another person’s account. If you have been given an account with special privileges, do not use that account outside of the terms with which you were given accessto that account.

14. Do not voluntarily post private information about yourself online, including your name, your age, your school name, your address, your phone number, or other identifying information.
15. Our institution prides itself on its reputation for excellence; therefore, you may not use the school’s name, logo, mascot or other likeness or representation on a non- school website without express permission from legitimate authority.
16. Never use devices capable of capturing, transmitting, or storing images or recordings to record others without the expressed permission of the person(s) being recorded (includadult leaders and other young people). Teachers or school personnel reserve the right to confiscate, collect, and inspect any device to ensure the policies.
17. Use of social networking is not permitted in the school. Students may not create social networking pages, accounts, sites, or groups that impersonate or misrepresent any individual or our institution.
18. Students may not access material that is offensive, profane, or obscene including pornography and hate literature.
19. Inappropriate communication is prohibited in any public messages, private messages, and material posted online by students.
20. All access to the Internet will be filtered and monitored.
21. Unless legitimate authority grants explicit permission, students are not allowed to alter, change, modify, repair, or reconfigure settings on school-owned computers. This includes downloading, adding, or installing new programs, software, or hardware.
22. If you accidentally access inappropriate information or if someone sends you inappropriate information, you should immediately inform the Section Supervisor as the first point of contact in this regard.
23. If you witness someone else either deliberately or accidentally access inappropriate information or use technology in a way that violates this policy, you must report the incident as soon as possible.
24. The school retains the right to suspend service, accounts, and access to data, including student files and any other stored data.
25. The school is not responsible for any damages that the students may suffer, including but not limited to, loss of data or interruptions of service.

Students Acknowledge that:
1. The school’s network filters will be applied to one’s connection to the internet andattempts will not be made to bypass them.
2. Bringing on premises or infecting the network with a virus, Trojan, or program designedto damage, alter, destroy or provide access to unauthorized data or in formation is in violation of Student Acceptable Use Policy.
3. Processing or accessing information on school property related to unethical methods altering, or bypassing network security policies is in violation of student Acceptable UsePolicy.

4. The school has the right to collect and examine any device that is suspected of causingproblems or was the sources of an attack or virus infection or malicious activity.
[bookmark: Acceptable_Use_of_Locations:]Acceptable Use of Locations:
	Location
	Use

	Classrooms
	As directed by teachers

	Hallways, Washrooms, Canteen and at Recess
	Not permitted

	Buses
	Not permitted



Acceptable use policy for staff
This NIMS, Sharjah Fair Internet Usage Policy applies to all employees who have access to computers and the Internet to be used in the performance of their work and studies. Use of Internet is permitted and encouraged where such use supports the goalsand objectives of the work and studies. However, access to the Internet is a privilege and all must adhere to the policies concerning Computer, Email and Internet usage. Violation of these policies could result in disciplinary and / or legal action leading up to and including termination of employment / study. Individual may also be held personally liable for damage caused by any violations of this policy. All are required to acknowledge receipt and confirm that they have understood and agree to abide by all the rules hereunder.
[bookmark: Computer,_Email_and_Internet_usage:]Computer, Email and Internet usage:
All beneficiaries are expected to use the internet responsibly and productively. Internet access is limited to job and study related activities only and personal use is discouraged.
Job and study related activities include research and educational tasks that may be found via the Internet that would help in your job or studies.
All Internet data is composed, transmitted and / or received by NIMS, Sharjah's computer system is considered to belong to New Indian Model School, Sharjah and is recognized as part of its official data. It is therefore subject to disclosure for legal reasons or to other appropriate third parties.
The equipment, services and technology used to access the Internet are the property of New Indian Model School, Sharjah and the school reserves the right to monitor Internet traffic and access data that is composed, sent or received through its online connections.
Email sent via the school email system should not contain content that is deemed to be offensive. This includes, though is not restricted to, the use of vulgar or harassing language/images.
All sites and downloads may be monitored and / or blocked by NIMS, Sharjah if they are

deemed to be harmful and / or not productive.
The installation of any harmful software/ applications including but not limited to Bit Torrent, Gnutella or other file sharing applications are not permitted.
Users should use strong passwords for their accounts and are not allowed to share it. Ifit is found that users are sharing passwords, disciplinary action will be taken against the owner and users of the shared account.
Unacceptable use of the Internet includes, but is not limited to:
 Sending or posting discriminatory, harassing or threating message or images onthe Internet or via NIMS, Sharjah email service.
 Using computers to perpetrate any form of fraud, and / or software, film ormusic piracy.
 Stealing, using, attempt to access, or disclosing someone else's passwordwithout authorization.
 Usage of Social networking sites (like Facebook, Twitter, etc.) without written permission from the Principal or concerned HOS.
 Downloading, copying or pirating software and electronic files that arecopyrighted or without authorization.
 Sharing or misusing confidential material, trade secrets, or proprietaryinformation outside or the organization.
 Usage of unethical access by means of hacking tools or Hacking intounauthorized websites or digital resources.
 Sending or posting information that is defamatory to the school, its products / services, colleagues and / or beneficiaries.
 Introducing malicious software onto the school network and / or jeopardizingthe security of the organization's electronic communications systems.
 Sending or posting chain letters, solicitations, or advertisements not related to education purposes or activities.
 Passing off personal views as representing those of the organization.
If any employee or student is unsure about what continued acceptable Internet usage, then he/she should ask his/her supervisor for further guidance and clarification. Anyone can also approach the Department of IT for expert advice.
All terms and conditions as stated in this document are applicable to all users of NIMS, Sharjah's network and Internet connection. All terms and conditions as stated in this document reflect an agreement of all parties and procedures mentioned above. Any user violating these policies is subject to disciplinary actions deemed appropriate by NEW INDIAN MODEL SCHOOL Sharjah.
The Department of IT reserves full authority to monitor usage activities and report any breaches to the authorities and withdraw services to the defaulter without notice. They are also authorized to login to any IT device in NIMS, Sharjah network directly or

remotely without prior notice to make sure the above policy is complied. This policy can be updated anytime and all users will be notified through the Website of NIMS Sharjah.
[bookmark: User_compliance]User compliance
using the IT facility in NIMS, Sharjah, I understand and will abide by this NIMS, Sharjah, Fair Internet Usage Policy. I further understand that should I commit any violation of this policy, my access privileges may be revoked, disciplinary action and / or appropriate legal action may be taken.








Data Protection Policy

This policy is intended to ensure that personal information is dealt with properly and securely and in accordance with the legislation. It will apply to personal information regardless of the way it is used, recorded and stored and whether it is held in paper files or electronically.
[bookmark: Policy_Objectives]Policy Objectives
The school as the Data Controller will comply with its obligations to global data protection regulations and laws. The school is committed to being concise, clear and transparent about how it obtains and uses personal information and will ensure data subjects are aware of their rights under the legislation.
[bookmark: Scope_of_the_Policy]Scope of the Policy
Personal data is any information that relates to an identified or identifiable living individual who can be identified directly or indirectly from the information. The information includes factors specific to the physical, physiological, genetic, mental, economic, cultural or social identity of a living individual. This includes any expression of opinion about an individualand intentions towards an individual.
The School collects a large amount of personal data every year including: pupil records, staff records, names and addresses of those requesting prospectuses, examination marks, references, fee collection as well as the many different types of research data used by the School. In addition, it may be required by law to collect and use certain types of information to comply with statutory obligations of Local Authorities (LAs), government agencies and other bodies.

[bookmark: The_Principles]The Principles
The principles that must be adhered to when processing personal data:


1. Personal data must be processed lawfully, fairly and in a transparent manner (lawfulness, fairness and transparency)
2. Personal data shall be collected for specified, explicit and legitimate purposes and not further processed in a manner that is incompatible with those purposes (purpose limitation)
3. Personal data shall be adequate, relevant and limited to what is necessary in relation to the purpose(s) for which they are processed (data minimisation)
4. Personal data shall be accurate and where necessary kept up to date and every reasonable step must be taken to ensure that personal data that are inaccurate are erased or rectified without delay (accuracy).
5. Personal data shall be kept in a form which permits identification of data subjects for no longer than is necessary for the purpose for which the personal data is processed (storage limitation)
6. Appropriate technical and organisational measures shall be taken to safeguard the rights and freedoms of the data subject and to ensure that personal information are processed in a manner that ensures appropriate security of the personal data and protects against unauthorised or unlawful processing of personal data and against accidental loss or destruction of, or damage to, personal data (integrity and confidentiality).

[bookmark: Platforms_in_use]Platforms in use
New Indian Model School, Sharjah uses the following software solutions to perform day to day operation in campus
· Educore: A SaaS application provided by Cordova Software Solutions, handles all the school management and learning activities including student information, enrollment details, academic records, attendance, assessment, online classes etc. The application is hosted in google cloud platform and incorporates all the security features assured by Google. School is the sole owner of data and Cordova ensures the confidentiality, integrity and availability of the data.
· G-Suite for Education: a collection of apps provided by google to enhance the communication and collaboration among students, teachers and staff. Teachers and students make use of the following apps in e-learning environment
· Google classroom: a classroom management tool to share resources and assignments
· Gmail : email service provided by google
· Google drive: 15GB private cloud storage for all users

· Google Meet: virtual conferencing tool for teachers and students to conduct online classes.
· ERP System: SaaS application for workforce management developed by Cordova Software Solutions. Services that include Registration, Admission, Accounting, payroll, HR etc.The application is hosted in google cloud platform and incorporates all the security features assured by Google. School is the sole owner of data and Cordova Software Solutions ensures the confidentiality, integrity and availability of the data.

[bookmark: Internet_Safety_Policy_for_Infrastructur]Internet Safety Policy for Infrastructure

The New Indian Model School, Sharjah employs a number of strategies in order to maximise learning opportunities and reduce risks associated with the Internet. These strategies are as follows:

[bookmark: General]General
· Internet sessions will always be supervised by a teacher.
· Filtering software and/or equivalent systems will be used in order to minimise the risk ofexposure to inappropriate material.
· The school will regularly monitor students’ Internet usage.
· Students and teachers will be provided with training in the area of Internet safety.
· Uploading and downloading of non-approved software will not be permitted.
· Virus protection software will be used and updated on a regular basis.
· The use of personal floppy disks, memory sticks, CD-ROMs, or other digital storagemedia in school requires a teacher’s permission.
· Students will treat others with respect at all times and will not undertake any actions thatmay bring the school into disrepute.

[bookmark: World_Wide_Web]World Wide Web
· Students will not intentionally visit Internet sites that contain obscene, illegal, hateful orotherwise objectionable materials.
· Students will report accidental accessing of inappropriate materials in accordance withschool procedures.
· Students will use the Internet for educational purposes only.
· Students will not copy information into assignments and fail to acknowledge the source(plagiarism and copyright infringement).
· Students will never disclose or publicise personal information.
· Downloading by students of materials or images not relevant to their studies is in direct breach of the school’s acceptable use policy.
· Students will be aware that any usage, including distributing or receiving information,

school-related or personal, may be monitored for unusual activity, security and/or network management reasons.
· Students will use approved class email accounts under supervision by or permission froma teacher.
· Students will not send or receive any material that is illegal, obscene, defamatory or that is intended to annoy or intimidate another person.
· Students will not reveal their own or other people’s personal details, such as
addresses or telephone numbers or pictures.
· Students will never arrange a face-to-face meeting with someone they only know throughemails or the internet.
· Students will note that sending and receiving email attachments is subject to permission from their teacher.

[bookmark: School_Website]School Website
· Students will be given the opportunity to publish projects, artwork or school work on the World Wide Web in accordance with clear policies and approval processes regarding the content that can be loaded to the school’s website
· The website will be regularly checked to ensure that there is no content that compromisesthe safety of students or staff.
· The publication of student work will be coordinated by a teacher.
· Students’ work will appear in an educational context on Web pages with a copyright notice prohibiting the copying of such work without express written permission.
· The school will endeavour to use digital photographs, audio or video clips of focusing on group activities. Content focusing on individual students will not be published on the school website without the parental permission. Photographs, audio and video clips will focus on group activities. Video clips may be password protected.
· Personal student information including home address and contact details will be omitted from school web pages.
· Students will continue to own the copyright on any work published.

[bookmark: Internet_Access_in_Campus]Internet Access in Campus
· Students will be allowed to access the internet on the lab computers or on their personal devices under supervision of the respective teacher. Student networks will be strictly restricted by web content filters in firewall and are allowed to access only educational contents.
· Academic staff are allowed to use their personal devices, and will have access to limited internet contents with fewer restrictions. Staff will take permission from the management prior to usage, and the IT administrator will register the MAC address of the device to give access to the network.

· Administration staff will have access to the internet as well as the internal network.

List of allowed contents are decided by the school management and are reviewed regularly. Requests to access specific contents will be submitted to management with proper justification. The IT administrator will then review the contents to ensure the authenticity and safety of the content. After getting approval from the management, the IT administrator will make the necessary changes in the web filtering rules.

[bookmark: Personal_Devices]Personal Devices
BYOD policy of school encourages students and staff to bring their personal devices to campus for learning purposes. However, students using their own technology in school, such as leaving a mobile phone turned on or using it in class, sending nuisance text messages, or the unauthorized taking of images with a mobile phone camera, still or moving is in direct breach of	the	school’s	acceptable	use	policy.


[bookmark: School_Network_Infrastructure_Design]School Network Infrastructure Design
[bookmark: Introduction]Introduction
This document provides best practices to schools to better manage student access to Internet content and improve the IT security posture to match the adoption of classroom student computers. The target audience is IT infrastructure planners and network designers. This network architecture describes a network design tailored for mobile, Wi-Fi network, student computers.

[bookmark: Overview]Overview
The basic network infrastructure components starting from the edge of the network to the Internet
connection are:
1. WiFi access point (also called wireless router, AP, or WAP). This device advertises the school’s wireless networks and enforces the first level of network access policy. Access points are typically located in the classrooms and distributed in a manner so adjacent access points can automatically detect and serve the computer in the event of an access point loss.
2. The LAN switch is a device located in the room where the network cabling terminates is a major starting point for troubleshooting reports of network slowdowns. The switch provides multiple Ethernet ports or interfaces to both hard wired and wireless access points. The switch plays a critical role in forwarding network traffic among access points, hard wired devices, firewall, and content filter. One of the key roles is distributing VirtualLocal Area Network (VLAN) access.

3. The firewall and Web content filter (also called security appliance) are often combined with the network routing. The more complex Internet access policies are maintained here. This is often one of the primary control points for enforcing the school’s Child Information Protection Act (CIPA) policy. Differential policies for social network access for students v. staff are maintained here. The school’s Internet modem is directly connected to the security appliance and in turn the security appliance connects to the LAN switch. This is the central location for network routing between Virtual Local Area Networks (VLANs) LAN switch.

[bookmark: School_Network_Design]School Network Design

[bookmark: Wifi_Access_Points]Wifi Access Points
School provides campus-wide access to wireless internet through a centralized wifi system that consist of a Unifi Wireless Access Controller and Unifi WAPs from Ubiquiti

Access to wireless networks is controlled by MAC address filtering in the firewall. Any user who requires access should get permission from the school management, and then contact the IT administrator. The user’s device MAC address is then collected and added to the appropriate allowed list in the firewall.
Configurations include
· Bandwidth management: to ensure the overall internet bandwidth is equally distributedamong all devices to ensure the smooth connectivity.
· Segmented network: separates the student network from the administration network,ensuring more security.
· Roaming: users can roam around the campus without disconnection. Wireless controllerseffectively handover the connection from one access point to another.

[bookmark: Local_Area_Network]Local Area Network
Campus network is segmented into multiple Virtual LANs according to the following levels of access rights. Infrastructure is managed by CISCO switches and pfSense Firewall.
1. Administration VLAN : accessible to administration staff via wired and wireless network. They have access to Internet access as well as critical internal resources such as the shared storage drives, access to sensitive data.
2. Teacher VLAN: accessible to academic staff with access to the internet with limited access.
3. Student VLAN: accessible to all students on their personal devices which are permitted by the management to use inside campus. They have access to the internet with restricted access to contents according to the policy set by the school management.


Network devices are physically secured in cabinets with access only given to the IT administrator. Protection of devices and the equipment rooms are ensured by the building security.

[bookmark: Firewall]Firewall
School network Infrastructure is guarded by Unified Threat Management Solution basedon pfSense platform. It integrates the following security services in a single appliance.
· Firewall
· URL filtering
· Web content filtering
· Virtual private networking
· DHCP

[bookmark: Event_Log_Management]Event Log Management
Event log analyzer software implemented in school is configured to collect the syslog information from network devices like firewalls and switches, to generate reports on demand. IT administrators review these reports regularly to ensure the availability of IT services. These logs are used for monitoring, reporting, and managing incidents.


Media Consent Form

[bookmark: Dear_Parent/Guardian,]Dear Parent/Guardian,

During the school year, we take photographs of school activities involving students to share the school'spositive vibe and updates. By which incidentally, some photographs may capture your child's participation, directly or indirectly. These photos may be published through our website, social media pages, news bulletins, billboards, and adsetc. So we request you to carefully read the points below.

I understand that:

· My child’s photograph may be used within the school for display purposes.
· My child’s image may be used in Learning Journeys or Records of achievements belonging toother children.
· My child’s image may be used on the school website, school newsletter,school social mediaaccounts e.g. Facebook, Instagram etc.

· My child’s photograph may be used in local and/or national media.
· My child may be filmed by the school during school events.

[bookmark: Video_Filming]Video Filming

During school events we accept that many parents may wish to film their child. However,all parentsmust agree to the following terms and conditions

· All filming is for personal use only and must not be shared with external agencies.
· No video, film or still photography from school events may be posted to any formof socialmedia.

[bookmark: Terms_and_Conditions]Terms and Conditions

· This form is valid for the period your child attends this school. Images of your child will not beused after this time.
· Please write to the Principal if you wish to withdraw consent at any time.
· The images we take will be of activities that show the school and children in a positive light.
· Embarrassing or distressing images will not be used. The images will not be associated withnegative or sensitive issues. We will only use images of pupils who are suitably dressed.
· We will make every effort to ensure that we do not allow images to be taken of any children forwhom we do not have permission or who are ‘at risk’.


User Password Policy

[bookmark: Overview:]Overview:
This policy is intended to establish guidelines for effectively creating, maintaining, and protecting passwords at New Indian Model School, Sharjah. The school will be responsible for ensuring that the school data and network is as safe and secure as is reasonably possible and that:
· users can only access systems and data to which they have right of access
· users should agree to an acceptable use policy
· users should be able to access another’s files, without permission (or as allowedfor monitoring purposes within the school’s policies)
· users must not store their passwords in plain view and staff must not write down passwords.
· A safe and secure username / password system is essential if the above is to be established and will apply to all school ICT systems, including email and Virtual Learning Environment (VLE)

[bookmark: Scope:]Scope:
This policy shall apply to all academic and non-academic staff, students, parents and affiliates of New Indian Model School, Sharjah, and shall govern acceptablepassword use on:
· All systems that connect to NIMS network
· Access to e-learning platform (Educore)
· Access to administration software and MIS
· Access to Google apps (G-Suite for Education)
· Access or store sensitive data.
[bookmark: Password_Creation:]Password Creation:
· All user and admin passwords must be at least 8 characters in length.
· Longer passwords and passphrases are strongly encouraged.
· Where possible, password dictionaries should be utilized to prevent the use of

common and easily cracked passwords.
· Passwords must be completely unique, and not used for any other system, application, or personal account.
· Default	installation	passwords	must	be	changed	immediately	after installation iscomplete.

Password Aging
User passwords must be changed every 3 months. Previously used passwords may not be reused. System-level passwords must be changed on a quarterly basis. Appropriatepolicies are enabled in Educore, ERP system and G-Suite for Education to enforce the users to reset the password every 90 days. Also, users are forced to use complex passwords.

[bookmark: Password_Protection]Password Protection
· Passwords must not be shared with anyone (including coworkers and supervisors),and must not be revealed or sent electronically.
· Passwords shall not be written down or physically stored anywhere in the office.
· When configuring password “hints,” do not hint at the format of your password(e.g., “zip + middle name”)
· User IDs and passwords must not be stored in an unencrypted format.
· User IDs and passwords must not be scripted to enable automatic login.
· “Remember Password” feature on websites and applications should not be used.
· All mobile devices that connect to the company network must be secured with a password and/or biometric authentication and must be configured to lock after 3 minutes of inactivity.

[bookmark: Access_to_Sensitive_Data]Access to Sensitive Data
· Critical accounts having access to sensitive data should have two factor authentication enabled
· This includes accounts of
· Administration staff who have access to MIS, payroll
· Academic staff having access to critical student information (Principal,Head of Section)

[bookmark: Enforcement]Enforcement
It is the responsibility of the end user to ensure enforcement with the policies above. If you believe your password may have been compromised, please immediately report the incident to IT Admin  (it@nimsshj.ae) and change the password.


Acknowledgement
I have read and agree the user Password Policy and will abide to the stipulated rules and regulations.
Name of the Student: ……………………………………….Signature: ………………….

Name of the Parent: ……………………………………… Signature: ……………………



ACKNOWLEDGEMENT BY THE STUDENTS AND TEACHERS: I hereby completely understand the above written school policies and shall swear to abide all the policy guidelines.



Date:	Signature











Intiyaz Abbas Saheb	Mr. Shajahan KM
Counsellor	Principal
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NIMS INCLUSION POLICY

NIMS Inclusion Policy Framework

Rationale:
New Indian Model School in compliance with The Federal Law No. 29, 2006 and
and Inclusion Policy Framework promotes highly inclusive ethos and is committed to offering an inclusive curriculum to all of its students, to meet their needs or abilities and to ensure the best possible progress for all, the outcome of which will be evident in the values, culture and achievements of the school. The policy provides a guideline to ensure that supports the school to develop internal capacities to identify and remove barriers that restrict achievements and	educational experience of students with determination

Policy Statement:
The School has the duty of recognizing Students with Special Educational Needs (SEND) as fully participating members of a community of learners. All students should have equitable access to learning, opportunities for achievement, and the pursuit of excellence in all aspects of their educational programs. The school will ensure that inclusion of Students with Special Educational Needs (SEND) is facilitated through adherence to the Inclusive Education Policy Framework and Special Education Guidelines adopted by the school based on International Inclusive Education Frameworks.

Vision of the of department of SEND:

· To build child-significant relationships within and out of the school premises
· To make the school accessible and barrier free for all the students
· Striving to excel in assessment programs by modulating the curricula
· To strive for employable education to the students in NIMS
· To establish a Research & Development Wing in SEND Department
To bring the knowledge to the level of the student by finding a way to conceptualize the idea.
Mission of the Department:
· The mission of the NIMS SEND department is to identify the students with determination adhering to the criteria set by  UAE Federal Laws for  students to avail supportive education to become the active members of the global society by including them in National Agenda, 2021
· NIMS Leaders are committed in providing specialized professionals for students with determination and bench mark in inclusive education
· SEND Department collaborates with teachers and parents in the intervention processes of the students who have diverse academic and psychological needs
· SEND Department is committed to Research and Development (R&D) in Educational system by designing, structuring and the dissemination of knowledge according to ages and strengths of students
· To share   the   knowledge   of   R&D   with   other   professionals   in   the   field   through

Newsletters and other Medias
To keenly monitor and encourage the alumna to be a part of our school and contribute for the welfare of the institute
Aims and Objectives:
· To provide the structure for a pupil-centered process that engages pupil,
family, school and other professionals in planning for and implementing high quality, needs led provision that is consistent across the school. This is to ensure all of our students are able to access the same opportunities for learning and social development achieving maximum progress.
· The school will adopt a social model in their approach towards students with determination. It will be proactive in identifying and minimizing the physical, attitudinal, communication and social barriers that restrict student achievements.
· Teachers provide differentiated learning opportunities for all the students within the school and provide materials appropriate to children‟s interests and abilities.
· To ensure that students with determination participates fully in all school activities
· To ensure the identification of all students requiring inclusive provision as early as possible on their entry to school.

Identifying and Supporting Students with Determination:

Definitions of SEND: Students have special educational needs if they have a
learning difficulty or disability which calls for inclusion provision to be made for him/her. This provision will be additional or different from that normally available in a differentiated curriculum. NIMS school regards students as having a Special Educational Need if they: a) Have a significantly greater difficulty in learning than the majority of students of the same age. b) Have a disability which prevents or hinders him/her from making use of facilities of a kind generally provided for others of the same age in mainstream schools.
Students must not be regarded as having a learning difficulty solely because the language or form of language of their home is different from the language in which they will be taught



	Categorizations of SEND Cases:

	Sl. No.
	Category of SEND
	Subtypes with brief description

	1.
	Behavioral Social, Emotional Needs (BSENs)
	Behavior that presents a barrier to learning. Emotional problems such as depression, eating disorders, attention deficit disorder or attention deficit hyperactivity disorder (ADD/ADHD), Oppositional Defiant Disorder (ODD), Conduct disorder (CD), childhood psychoses and



	
	
	syndromes such as Tourette‟s syndrome.

	2.
	Sensory Impairments (SIs)
	Visual impairment is when a person has sight loss that cannot be fully corrected using glasses  or contact lenses. Hearing impairment,
deafness, or hearing loss refers to the inability to hear things, either totally or partially

	3.
	Physical Disabilities (PDs)
	Disabilities arising from conditions such as congenital deformities, spina bifida and/or hydrocephalus, muscular dystrophy, cerebral palsy, brittle bones, haemophilia, cystic fibrosis or severe accidental injury. It is important to state that there is no necessary direct correlation between the degree of physical disability and the inability to cope with the school curriculum, apart from the elements involving physical activity. Students with severe physical disability may have minimal special educational needs, while those with minimal physical disability may have serious learning needs.

	4.
	Medical Conditions or Health Related Disability (MCHRD)
	Medical conditions that may lead to an associated “special need”. These conditions may be temporary but are more likely to be ongoing and include such illness as asthma, diabetes and allergies.

	5.
	Speech and Language Disorders - This does not include students with additional language needs (SwALNs)
	Expressive language disorder – problems using oral language or other	expressive language. Students‟ understanding of language is likely to exceed their ability to communicate orally.  Receptive language disorder – problems understanding oral language or in listening. Global language disorder – difficulties with both receptive and expressive language.
Global language disorders affect both the understanding and use of language

	6.
	Communication and Autistic Spectrum Disorders
	(ASDs) are neurological disorders that Interaction (CaI-ASD)are characterized by difficulties with   social   communication, social interaction, social imagination and flexible thinking. Asperger‟s Syndrome is thought to fall within the spectrum of autism, but with enough distinct features to warrant its own label. It is characterized by subtle impairments in three areas of development. There is no clinically significant delay in cognitive development or in language acquisition. However,
students with Asperger‟s syndrome often have communication



	
	
	difficulties

	7.
	Learning difficulties -1 (LD-1)
	Below average general intellectual functioning often reflected in a slow rate of maturation, reduced learning capacity and inadequate social adjustment.

	8.
	Learning difficulties – 2 (LD-2)
	Significant learning difficulties which have a   major	effect on participation in the mainstream curriculum, without support

	9.
	Profound and Multiple Learning Difficulty
	Complex learning needs resulting in severely impaired functioning in respect of a basic awareness of themselves, the people and the world (PMLD) around them. They may include physical disabilities or a sensory impairment. A high level of support is likely to be required.

	10.
	Assessed Syndrome (AS)
	A syndrome usually refers to a medical condition where the underlying genetic cause has been identified, and the collection of symptoms is genetically related. Examples of syndromes include: Down‟s syndrome, Stickler syndrome and Williams syndrome

	11.
	Dyslexia–Reading Difficulty (RD)
	Dyslexia is a specific difficulty with learning to read fluentlyand with accurate comprehension despite normal or above average intelligence. This includes difficulty with phonological awareness, phonological decoding, processing speed, orthographic coding, auditory short-term
memory and language skills/verbal comprehension

	12.
	Dysgraphia
	Dysgraphia is a specific learning difficulty that affects written writing/spelling     expression. Dysgraphia can appear as difficulties with spelling, poor Difficulty (WSD) handwriting and trouble putting thoughts on paper. Dysgraphia can be a language-based and/or non-language based disorder

	13.
	Dyscalculia – Difficulty in Using Numbers (DUN)
	Dyscalculia is a specific learning difficulty that affects the ability to	acquire arithmetical skills. Learners with dyscalculia may have difficulty understanding simple number concepts, lack an intuitive grasp of numbers and have problems learning number facts and procedures.



	14.
	Dyspraxia – Fine and Gross-motor Skills (FGMSs)
	Dyspraxia goes by many names: developmental coordination disorder,	motor learning difficulty, motor planning difficulty and apraxia of speech. It can affect the development of gross motor skills like walking or jumping. It can also affect fine motor skills or speech. Dyspraxia is
not a sign of muscle weakness. It is a brain-based condition that makes it hard to plan and coordinate physical movement.





Outline the method of identification, initial screening, psycho- educational assessment and provision:
The common identification process is being used in all the phases of school [K- 12]. The identification process of New Students with Determination (SEND) and Gifted &Talented starts from the admission test [NIMSALT]. The NIMSALT is based on curriculum, comprehension, life skills and spatial abilities. Students whose evaluations scores are below 7.50 are considered SEND, Scores 7.50 to
22.50 is considered average and the scores above 22.50 are considered as G&T. The subject teachers of all grades [K-12] have been trained on effective identification of SEND through observations and screenings in classrooms. 1st 15 days of the month of April are specified for teachers to have effective observations of students and find out who are having learning difficulties, socio-behavioral & emotional issues and higher mental abilities in their respective classes. The screenings [SWIT (Students Wave Identification Test) & NIMAICES (NIMS Identification Checklist for Exceptional Students)]

The Scoring pattern of SWIT has been categorized by the Governor of Inclusion and Wellbeing in accordance with International Wave System (IWS). If the student will score below 20% on SWIT, then the student will be considered as wave-1 case. The wave-1 students will be on 1st Quality Inclusive Teaching by Teachers [1QITT] in general inclusive classroom.

The scores between 20-27% on SWIT will be interpreted as the borderline or at risk cases and will be considered as wave-2 cases. The interventions will be 1st Quality Inclusive Teaching + Internal Department services + Individualized Learning
Plans [ILPs] or Group Remediation Plans (GRPs).


The scores above 27% on SWIT will be interpreted as Mild to Severe Cases of learning and behavioral difficulties, and the interventions will be 1st Quality Inclusive Teaching + Internal department of SEND services + Individualized Educational Plans [IEPs] + External Therapies & Consultations + Concessions & Exemptions. These cases will be considered as Wave-3. Further wherever required psycho- educational assessments will be conducted by the school counselors and special educators with the consent from parents.


The school follows an International Wave System [IWS] which helps us to understand the psycho-educational intervention at three different levels. The NIMICES checklist is „yes or no‟ type. Subsequently if the number of ratings as
„yes‟ is more, that means the student is having higher characteristics and abilities of giftedness and talent. After completion of SWIT and G&T Screening teachers will fill the referral form and submit both screenings and referral form to the concerned SEND professional. The parent will be called for a meeting and detailed psycho-educational assessment and history will be taken by the SEND Professional and the diagnosis will be communicated to the parent. All the care and supportive services for the students with determination will be explained to the parent and a contract will be signed by the parents and SEND Professional for the acceptance of inclusive service delivery and special education provisions [Concessions, Exemptions, Curriculum Modifications, Adaptations and Accommodations in learning process etc.] will be delivered.

The effective implementation of ILPs, IEPs, and ALPs with differentiation in classroom will be regularly checked and followed by the concerned SEND Professional. Wherever subject teachers need support from SEND professional to implement interventions [ILPs, IEPs & ALPs] immediate support will be provided. Parents as key stakeholders will be consulted as part of the planning and reviewing process of their son’s /daughter’s psycho-educational assessments and intervention [Observation Sheets, Checklists, ILPs, IEPs, and ALPs]. The roles and responsibilities for parents will be specified by the subject teachers and the concerned SEND professional in the intervention plan of their child.

All ILPs, IEPs, and ALPs will be evaluated and reviewed after every two months. The review team [Parents, Student, Subject Teacher and SEND Professional] will discuss all the areas of intervention, success criteria’s, changes and modifications in interventional strategies and progress made by the student with continuous supportive services.
Evaluation and Progress Monitoring:

· Students‟ progress is carefully monitored through the use of classroom observations & assessments, SWIT screening and ILPs, IEPs, ALPs progress against the objectives specified in their intervention plan. Following the review of student’s progress, the SEND professional in
collaboration with class/subject teacher and parents, make decisions as to the level of support required to improve the student’s progress.
· SEND professionals bi-weekly observations to students, discussions with teachers, in- support and remedial classes will help parents to understand the present progress level of the student.
· The teacher monitors students‟ performance as part of ongoing observation and assessments.
· Standardized screening or assessment tools administered by the SEND professional to check the scores of pre-test, post-test and interpret progress based on these screening

tests.
If the student has been removed from the SEND register, then the monitoring of the
student’s ongoing progress will be done through reviews carried out by the SEND department.


Services provided to Students with Determination in Regular Inclusive Classrooms:

Services          in         Regular	Education Classrooms: School Based Special Education/Learning Support
· Students with special needs are enrolled in a regular education classroom and receive special education Programme and services outside the regular classroom but in the school setting. This service is provided up to grade 8. Counseling and modifications are provided up to grade 12.

In order to meet the educational needs of students, the policy of accommodation is followed according to the academic needs of the students with determination. Accommodations are changes that do not alter what is being taught and includes alterations of the environment, curriculum format or equipment that allows an individual with SEND to gain access to content and /or complete assigned tasks.
Accommodations given to students with SEND as per the sanctions provided by MOE and provisions provided by the CBSE Board of Delhi
· Classroom Accommodations
· Teaching Accommodations Assessment Accommodation

Teaching Staff Coordination with SEND Professionals for the Care and Support of Students with Determination:
Staff Co-coordinating with the SEND Department to Support Students with Determination

Class Teachers / Subject Teachers
· To create and implement the IEP for the Students with Determination
· To refer cases to the Department by filling out the referral form
· To obtain consent from the parent for psycho-educational assessments and ILP, GRP and IEP interventions
· To notify any behavioral or academic issues to the Department
· To submit observation forms at the end of every term and the end of the academic year
· To keep a copy of all written work samples of students with determination

(e.g. worksheets, answer papers etc.). Examination Department
· To receive the copy of the list of students with determination needing specific examination provisions including adult prompter, concessions and exemptions
· To provide a copy of the list to the invigilator and to ensure it is implemented
· To provide seating arrangements conducive to the students with determination.

Senior Management Team
· To oversee the departments involved which are catering to the students with determination
· To conduct team meetings on a case to case basis
To take important decisions regarding the students with determination.

Parental Compliance to SEND and School Policies and Procedures:
· Parents should be open to seek the services of the Department of Empowerment to Inclusion and Wellbeing ) for initial counseling to identify issues.
· Parents of students with Special Education Needs with either academic or behavioral issues or both should seek continuous Counseling.
· An undertaking to be given by parents in case they do not want counseling services but not without at least one session with the Counselor
Parents should get assessment done when requested by the S E N D Department and submit necessary assessment reports accordingly to apply in CBSE or KB concessions for their children with determination.



NEW INDIAN MODEL SCHOOL,
SHARJAH

NIMS Parents, Students and Staff Guidance & Counseling Policy

Background:

Guidance and counseling is primarily concerned with helping each individual towards the higher level of personal planning, decision making and development within the context of social opportunities and freedom on the one hand and social realities and responsibilities on the other hand. Thus the process of guidance and counseling involves creating an awareness in the individual of his/her strengths, potentials and limitations, acceptance of things he/she cannot change and being self-directing in solving problems, making choices and decisions. It requires a joint responsibility of people at home (parents and siblings), school (teaching and non- teaching staff, peers, administration) and society including workplace. They have to provide conditions which help individual acquire ability to take right decision and contribute maximally. Therefore, the school holds an important position in guiding people especially children. The counseling and guidance program in schools in our school not only limited to students rather it is extended to staff and the parents as well.


Purpose:

This policy provides teachers, students and parents with information on the role of the School Counselor, provisions of guidance and counseling in school, guidelines to ensure appropriate interventions for students with academic, emotional, social and psychological problems.


Operational Definitions:

Counseling; Counseling is an interactive learning process between counselor and student, whether individual or group, which approaches, in a holistic way, personal, educational and/or vocational issues.

Client: A student, staff or parent in need of counseling services.

Confidentiality: The assurance that information shared during counseling will not be revealed without the written consent of the client.

Counseling Process: The period between a contract and termination of therapy. It involves three phases, namely, Exploration, Understanding and Action.

Counseling Professional Ethics: Principles, standards and  guidelines that regulate the counseling practice.

Guidance: Provision of psycho-education by a counselor and Psychologist

Vocational guidance: Many school counselors’ help students prepare for college or select careers.

Special needs services. : Counselors often help special needs students integrate into classrooms and may oversee programs that address requirements for students with special needs or learning difficulties

Aims and Objectives:
I) Academic Achievement
To enhance student achievement to reach requirements for high school graduation and post-secondary success; school counselors will provide individual and/or small group counseling, classroom guidance, prevention education and student–centered interventions.

II) Personal and Social Development:
To promote the personal/social development of students in a safe, inclusive learning environment; school counselors will provide individual and/or small group counseling, classroom guidance, prevention education and student–centered interventions.

III) Career Guidance:
School counselors provide prevention education, individual/small group
counseling, classroom guidance and student-centered interventions to provide a foundation for students to understand their interests, abilities and challenges.

Roles and Responsibilities of Committee Members:
The roles of the committee members are   briefly   highlighted   in   the identification section above. The individual roles of each committee member will be as:

Principal: The Principal has the highest authority in taking decisions regarding disciplinary issues and recommendations for guidance and counseling for parent, students and staff.

Admin and APR Managers: The management of   supporting   staff,   their complaints,

disciplinary issues and issues related to school property and equipment’s are dealt by the Admin Managers. The counselor’s and HoS’s also play a key role in cases where students and staff conflicts, complaints, inappropriate behaviors and students’ indiscipline are involved.

HoS’s: The HoS’s play a key role in dealing with the complaints. They along with counselors call parent meetings, meetings with staff and arrive at best possible course of action with regards to student, parent and staff guidance, counseling and disciplinary issues.
Counselor (s): The Counselor’s play a vital role in student, staff and parental guidance and counseling as well as dealing with disciplinary issues.

Supervisor(s): The Supervisors’ have an integral role to play in the implementation of Student, Staff and Parent Guidance and Counseling Policy. The  Supervisors are the first ones in the referral chain and they decide about the severity of the cases and referral of the same to Counselors, HoS and Principal. In addition they take care of the day to day decorum of the school, assignment of duties at the time of opening and dispersal of students from school, prayer and assemblies as well.


Glossary of Terms;

SEND: Special Educational Needs and Disabilities
SwD: Students with Determination
HoS: Head of the Section
IL: Intimation Letter
TC: Transfer Certificate
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Admission Policy

Background:
The UAE Ministry of Education released “School for All” and General rules for the provision of special Education Programs and Services guidebook on 20th of May, 2010 in collaboration with the UAE Ministry of Social Affairs (MSA) with information and rules about the children with determination in the UAE.
Purpose:
To provide students with determination to take admissions in our fully inclusive school. NIMS school management maintains zero rejection policy in admission process of students with determination or other student categories like SoD, LA, MA, HA, Gifted and Talented etc.
Operational Definitions:
Definition of Special Educational Needs (SEN): Educational needs
that are different from those of the majority of students, and which arise from the impact of a disability or recognized disorder.

further states, Special education needs could mean a child has difficulties with:
· Reading, writing, number work or understanding information
· Expressing themselves or understanding what others are saying
· Making friends or relating to adults
· Behaving appropriately in school;
· Organizing themselves, completing tasks or focusing on activities OR
Some kind of sensory or mobility needs that may affect them in some or all school activities
Introduction:
NIMS School is dedicated to positive growth of its students in all areas of life. We believe that every child is unique and strive to provide a well- rounded educational program that is suitable for the diverse intellectual, social, emotional and physical needs of all our students.

The school abides by the Federal Law 29/2006 enacted by the Ministry of Education in the UAE. The law promotes inclusive education which means that all students having Special Educational Needs and Disabilities have the equal right to be educated to the extent possible with their age appropriate peers who do not necessarily have SEND.
Aims and Objectives:

Admission is open for all types of learners and the facilities and resources are created to meet the individual learner’s needs.

Identification and Intervention:
Identification:
There are two ways in which we identify students with SEND during admission:
1. Parents approach the school and present a diagnosis of their ward. Initial interaction with the Learning Center team is arranged to assess and decide the next steps of intervention and appropriate placement.

2. If the student is facing challenges at the entrance test, then the admission team arranges an interaction with the SEND Professionals.
Intervention:
· SEND interventions for Care and Support of students with determination are categorized according to the International Wave System and recommendations of UAE MSA.
· The Recommendations provided by psychologists, counselors, therapists and other medical professionals are considered during the induction period.
Continuous and consistent interventional programs will be provided for students with determination by the Special Educators, Counselors, Spoken English Language Coordinator and Speech Therapist in the school premises and striving to include in the mainstream.
· Parents will be provided full information and consent will be taken before starting any specialized intervention program and parents are expected to give full support and compliance to the suggestions from school.
· We encourage extra support from outside school. e. g., Psychiatric Consultations, Physiotherapy, ABA Therapy, Occupational therapy etc.
· We respect diversity and no child will be turned down on the basis of his or her culture,
race, caste, religion and special need.
· We modify the existing physical infra-structure and teaching methodologies to meet the needs of children with determination.
After admission we ensure availability of specialized intervention plans like IEPs, ILPs, GRPs, BIPs, ALPs, Curriculum Adaptations, Modifications and differentiated teaching learning materials for children with determination and those who MA, HA, Gifted and Talented.

Registration guidelines for admission:
· Registration and Admission to the various classes from kindergarten to Grade 12th is open from December of the proceeding academic year.
· Kindergarten Section & Grade (Prescribed Age).
· (KG1): The child should be four years old, as on 31st March of the academic year.
· (KG 2): The child should be Five years old, as on 31st March of the academic year
· Grade 1: The child should be Six years old, as on 31st March of the academic year

When the candidate is offered a place, application form will be submitted with the following documents:
One copy of the student’s passport with the valid visa of the UAE.
· Six recent passport size photographs of the child.
· One copy of the Student’s and Parent’s Emirates ID.
· Copy of the mark sheet of the last examination passed at the previous school.
· Students seeking admission to the school from Grade 2nd and upwards are required to submit their original transfer certificate/School Leaving Certificate of the school last attended, duly attested by educational authorities concerned.
· Students seeking admission after June 15th for grades KG-1 onwards are also required to submit the attested Transfer Certificates for the class in which the child is currently studying.
Primary and Secondary & Senior Secondary Sections: Admissions for grade 2nd to grade 12th requires the transfer certificates from previous school of study, duly attested by Educational Officer of the native country and should be counter attested by the applicable consulate in Ministry of Foreign Affairs of Sharjah. The Marks Statements of examinations passes, Six Passport Size Photographs, Copy of child’s and parent’s passports with a valid Residence visa and Emirates ID.
Hierarchy/Escalation Chart:
Document verification

Admission Department


	Referral to Department of SEND by admission Department

	Psychological and educational assessment by SEND Professional

	Recommendations with Pyscho-educational Report from SEND Department with Signatures from the Inclusion Champion and Governor of Inclusion & Wellbeing

	Admitted in chronological age appropriate or mental age appropriate class for Students with Determination

	



Departmental Roles and Responsibilities for Admission Process of Students
Admission Department: Referring to the department, if student have special educational needs, learning difficulties, behavioral difficulties etc.

Teacher: Screened student have difficulty during Entrance Test, refer to the SEND Department for further psycho-educational assessments and reports.

SEND professional: Conduct detailed psycho-educational screenings and assessments to identify the need of the student with determination and make placement in appropriate classes with provisions of inclusion and Care & Support.

Counsellor’s Recommendations: All the admissions of students with determination and those who are gifted and talented should be processed with the necessary recommendations and signatures from Governor of I&W and Inclusion Champion cum Educational Psychologist.
Glossary of Terms:

Inclusion: Students with Special Educational Needs and Disabilities (SEND) should not be segregated, but should be included in a classroom with   their typically developing peers with appropriate care and support facilities etc.
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Code of Conduct for Education Professionals in General Education
Policy
Introduction:

The educational system in the United Arab Emirates is distinguished with a high and advanced standing and is supported by the enlightened leadership of the UAE that harnesses the financial and human capabilities to maintain and support its continual improvement. This aligns with the nations objectives in implementing the UAE’s ambitious vision and to achieve comprehensive development, based on a range of sound scientific foundations and moral values derived from a diversity of religions, customs and traditions of our ancestors and human values. This vision values the role of education and recognizes the importance of education professionals in general education through their influence and responsibilities that affect future generations. Thus, this code of conduct confirms the educational professional’s moral, educational, and professional responsibility under a set of standards and principles that describe the anticipated professional and ethical behavior and regulates the nature of educator roles in the school. This is inclusive of face-to-face learning, and distant learning in regular or virtual schools within the framework of their professional, educational, and moral responsibilities. Under this code of conduct, there is a clarification of the basic values that an educator must commit to, in addition to their professional, behavioral, and moral obligations towards students, parents, colleagues, the profession and society as a whole. It is hoped that this code of conduct contributes to

building an institutional culture based on ethical norms, rules, and appropriate workplace a societal conduct. Additionally, it is trusted that the code will contribute to enhancing an educator’s professional and educational responsibilities and their pioneering role in building the future of our students to reach globally advanced levels, in the hope of implementing the vision of the enlightened leadership in the UAE.


Code of Conduct Elements 01:
[bookmark: Overall_Objectives_of_the_Charter:]Overall Objectives of the Charter:

[bookmark: The_aim_is_to_enhance_and_advance_the_ed]The aim is to enhance and advance the educational profession and to implement the vision andmission of the Ministry of Education, in collaboration with the Emirates Schools Establishment and educational entities, as follows:
· Establish clear and public ethical standards, rules, and principles of conduct for the educational process.

· Contribute to setting the ethical behavior towards their profession, students, and society in line with the dynamic changes in their educational roles.
· Instill the ethics of the profession as basic principles that are adhered to, within the

educational institution and beyond, establishing the educator as a role model for students wherever they are.

The code of conduct applies to all educational professions in general education.

[bookmark: Overall_Objectives_of_the_Charter:_(1)]Overall Objectives of the Charter:
All educational professionals in general education institutions are committed to the following values during the performance of their educational duties, through their personal actions andtheir Honesty and Sincerity

a moral obligation represented by adherence to principles and values such as: transparency, honesty, trust, dignity and objectivity in the practice of the profession.

Trust and Integrity
trust in work in and out the classroom, and in carrying out administrative and educational duties. This is reflected in the transfer of experiences and knowledge in a clear, complete manner, and without deficiency, disclosure of any conflict of interest, and rejection of all forms of functional and academic corruption.


Equity and Equality
is equality and non- discrimination in all relations with students, parents, colleagues, and the education community, and taking various decisions and actions in a balanced manner.

Compassion and Tolerance
is showing compassion and leniency in dealing, understanding the thoughts and feelings of students and all concerned, from their point of view, communicating and dealing with them appropriately, giving reactions, and implementing procedures in a manner commensurate with a good knowledge of the circumstances and the ongoing experiences they are going through.

Respect
is the basis for the formation of active and positive relationships, and attention to the extent of the impact of words and actions on others, taking into account their feelings, rights, desires and traditions, and showing appreciation in all actions, whether with respect and appreciation for the profession, or by respecting the laws and policies of the UAE relationships with students, parents, colleagues and society as a whole .



Ethical Responsibilities in interactions:
Maintain professional relationship with all students,inside and outside the classroom.
Acceptable Behaviors:
· Ensure the safety, well-being, growth and development of the abilities of all students, including students of determination or special educational needs bytaking the necessary procedures and arrangements within the limits of their authority to protect the safety of students.
· Apply equal opportunities and equal treatment of all students regardless of differences in the levels of education, economic, cultural, linguistic and religiousaffiliation, without discrimination between them.
· Maintain a safe environment for students, and allow them to express their opinions and share their learning with their colleagues in a way that meets theirunique and differing needs, taking into account the individual differences between them.
· Motivate students to protect and highlight the capabilities of the country and tocontribute to its development and prosperity, and encourage them towards participation in national activities and events.
· Positively influence students and promote positive values in them.
· Encourage positive values in students to protect them from ideas that are inappropriate to our religion, including atypical ideas, and to protect studentsfrom extremist ideas and racial discrimination by promoting the principles of tolerance and acceptance of others.
Refrain from any inappropriate physical contact.

Prohibited Behaviors:

· Forming any inappropriate relationship, or sending any messages, photos or emails tostudents inside or outside the classroom.
· Disclosure of confidential information belongingto a student.
· Sharing news, rumors, false statements, or unreliable news with students.
· Use of verbal or physical violence with students.


[bookmark: Follow_the_guidance_of_management_and_su]Follow the guidance of management and supervisors and collaborate with colleagues in the interest of studentlearning and the teaching profession.

Acceptable Behaviors
· Demonstrate high ethical and positive behavior when dealing with all school staff, including management, colleagues, and teachers.
· Maintain good and professional relations with all partners in the educational process, and respect their roles and responsibilities.
· Collaborate with colleagues and share experiences with them, and transfer knowledge to them in a professional manner approved by the school administration to enhance improvement.
· Respect the cultural diversity of all school staff from heritage, language, identity, nationality, and religion.
· Participate actively in the school's efforts to protect students from extremist ideas and discrimination, by promoting the principles of tolerance and acceptance of others.
· Report certain behaviors occurring at school from anyone including students.
· Respect and abide by the principles of privacy and confidentiality in relation to
public and personal information.
· Not to share or change information, except in the course of exercising their job duties, or as permitted by law, or with prior written authorization, or if the purpose of disclosing it is to detect a crime that endangers or harms the interestof the entity, by reporting it to the competent official authority, whether such information relates to his employer or another entity.
Prohibited Behaviors
· Actions that harm the reputation of the educational institution and its employees.
· Activities that offend colleagues and administration member through words oractions.
· Any inappropriate behavior that can affect colleagues and administration members byfeeling uncomfortable or insecure.
· Disclosure of confidential information concerninga colleague or administration.

· Sharing of rumors and false statements withcolleagues and administration.




[bookmark: Behavioral_and_Professional_Obligations:]Behavioral and Professional Obligations:
General Obligations
· Working in the educational field is a profession that should be cherished by everyone employed within the limits of its scope and institutions, as role models for next generation educational leaders. Educators with high standards of moralsand ethics who collaborate with other leaders and educational professionals, can enhance, and improve the overall educational structure as it progresses forward. This can then lead to achieving the highest standards of quality and outcomes stated by the UAE. This will equip and encourage learners to progress to higher levels of education and employment.

These obligations include:

[image: ]    • Commitment to applying the legislation of the UAE and to ensure the rights of children stipulated in the conventions
signed by the country.
[image: ]    • Commitment to protect children of all cultural backgrounds, from all types of abuse, neglect, exploitation and bullying in accordance with the legislation and laws in force in the UAE, and to raise awareness of their rights, and the need to reportany kinds of abuse whether it is actual or even suspected.
[image: ]    •	Take the necessary measures and arrangements to enhance the well- being of children and students, protect them from abuse and neglect, maintain their safety, and immediately report to the relevant authority (Child Protection Unit, whether inthe Ministry or the concerned units in the educational entities) if there is a threat to the safety of the child, the student, or their physical, psychological, moral or mental health, in accordance with the official procedures, and follow the guidelinesthat will protect children and students based on what is stipulated in the Law on the Rights of the Child (Wadima) and its executive regulations.
[image: ]    •	Commitment towards positive and exemplary behavior for all employees and students in the educational institution, andto treat everyone with high professionalism and respect at all times and occasions

without exception or discrimination.
[bookmark: Performing_Job_Duties]Performing Job Duties
· [bookmark: •_Honesty_in_performing_job_duties_stipu]Honesty in performing job duties stipulated in the job description and procedural manuals for teaching, learning and evaluation.
· Commitment to his/her attendance, discipline, and ensuring that students receive adequateeducational tuition in accordance with the prescribed curriculum.

General Appearance and Behavior

Acceptable Behaviors
· Commitment to clean, decent and modest clothing that reflectsthe traditions of the UAE and that shows a respectful image ofworkers in the educational sector, including:
· Commitment to formal clothing and shoes.
· Adherence to appropriate, non-revealing clothing covering theknees.
· Avoiding unusual hair dyes and excessive piercings.
· Commitment to work ethics and fulfillment of duties to the best of their abilities.
· Honesty in providing educational qualifications and previous experiences required to perform the job, and commitment tocontinuous development.
Prohibited Behaviors
· Wearing tight or inappropriate clothing for the working environment as described in the policy of uniform rules.
· The use of verbal or physical violence with students or any unjustified physical contact that does not fall within the functional requirements of the teacher.
· Discussions of any actions that contradict the prevailing customs and traditions in the country.
· Preventing anything that may hinder the identification of the employee including face covering by the administrative staff during working hours (excluding medical masks or health reasons).


[bookmark: Use_of_School_Resources_and_Conflicts_of]Use of School Resources and Conflicts of Interest:
[bookmark: Appropriate_usage_of_property_and_assets]Appropriate usage of property and assets entrusted only official purposes only.
Acceptable Behaviors
· Disclosing any conflict of interests in terms of relatives,including extended relatives (up to fourth degree) and related students in the school, and not participating in any action or decision that may directly or indirectly affect these students.
· Disclosure of the presence of employees with whomthey are

related to, have a marital relationship, or affinity (up to the second degree) in the same workplace or within the same direct supervisory relationship.
· Respect and supervise public funds and property entrusted to them and ensure that fraud or misconductis reported through approved official channels.
· Preservation and use of property, facilities, teachingaids and devices for authorized purposes.
Prohibited Behaviors
· [bookmark: •_Accepting_gifts_from_students_and_thei]Accepting gifts from students and their families on or off the school campus, andproviding favoritism, nepotism, and unfairpreference.
· [bookmark: •_Undertake_any_financial_participation_]Undertake any financial participation thatcould jeopardize the school's goals or activities, directly or indirectly.
· [bookmark: •_Use_public_or_work-related_resources_f]Use public or work-related resources forpersonal purposes or for personal gain.
· [bookmark: •_Spend_financial_resources_in_an_excess]Spend financial resources in an excessive
· [bookmark: •_or_wasteful_manner.]or wasteful manner.
· [bookmark: •_Offering_private_lessons_unless_the_ap]Offering private lessons unless the appropriate authorizations have been implemented.

[bookmark: Professional_Reservation,_Confidentialit]Professional Reservation, Confidentiality, Publication andMeans of Communication.
[bookmark: Ensure_that_information_is_kept_confiden]Ensure that information is kept confidential in all interactions and communications
Acceptable Behaviors:
· Using approved social media and computer systems in the educational institution in a way that does not adversely affect the school, or is a violation of the policy and procedures of the Ministry and educational entities, and working in accordance with thenational guidelines and the approved use policy, in order to make the best use of the many educational and social benefits of technology, and protecting students from its risks.
· Directing media inquiries to the competent and accredited authorities in the Ministry and educational entities, and communicating with the media team in the educational institution to ensure the accuracy of the information provided to the media.
· Commitment to the ethics of digital citizenship and the rules of professional conduct in allmeans of

digital communication and distance learning.
· Confirm that the use of school communication devices (computers, phones, etc.) doesnot include anything that may be controversial or offensive.
· Ensuring that professional information is protected against loss, misuse, unauthorized access, modification, or disclosure, and keeping confidential any information relating tostudents and colleagues, unless it is permitted to be disclosed to serve a clear professional purpose.
· Maintaining the confidentiality of exam questions and preventing cheating attempts topromote the principle of integrity, honesty and responsibility among students.
· Being aware of all the laws in force in the UAE, and the policies followed by the Ministry,educational entities and the Emirates Schools Establishment related to social communication, including the cybersecurity policy, the policy on data protection, and compliance in order to protect the intellectual property of the school and copyright.

Prohibited Behaviors
· [bookmark: •_Publishing_any_photo_of_the_educationa]Publishing any photo of the educational institution, current and former faculty members, students, and parents without the prior consent of all relevant parties,and not collaborating with educational institutions in other countries except with the official approval of the Ministry or educational entities.
· [bookmark: •_Spreading_rumors_or_negative_news_or_m]Spreading rumors or negative news or making inappropriate comments through any form of social communication including electronic communication.
· [bookmark: •_Making_public_comments,_especially_out]Making public comments, especially outside the officialworking hours, aimed at detracting from the reputation of colleagues or the authority of the Ministry of Education, or education in general.
· [bookmark: •_Sharing_confidential_or_sensitive_info]Sharing confidential or sensitive information with any party, inside or outside the school, or anyone who is notauthorized to obtain the information.
· Disclosure of curricula and examination content.
[bookmark: Customs,_Traditions_and_Sensitive_Topics]Customs, Traditions and Sensitive Topics:
[bookmark: Respect_for_Emirati_culture_and_Islamic_]Respect for Emirati culture and Islamic values:

[bookmark: Acceptable_Behaviors]Acceptable Behaviors
· [bookmark: •_Respecting_the_customs_and_traditions_]Respecting the customs and traditions of theUAE in schools or the workplace.
· [bookmark: •_Complying_with_all_rules_and_laws_appl]Complying with all rules and laws applied in thecountry.
· [bookmark: •_Keeping_discussions_focused_on_the_are]Keeping discussions focused on the area of thematerial and topics being taught only.
· [bookmark: •_Considering_Emirati_traditions_and_cus]Considering Emirati traditions and customs when discussing sensitive topics such as politics, history and genetics if they are withinthe scope of the lesson or activity.

Prohibited Behavior
· [bookmark: •_Disrespecting_the_Emirati_culture_and_]Disrespecting the Emirati culture and customs inthe classroom or workplace.
· [bookmark: •_Engaging_in_conversation_with_students]Engaging in conversation with students about sensitive topics that do not serve a clear educational purpose associated with the agreedcurriculum.
· [bookmark: •_Discussing_religious_topics_that_provo]Discussing religious topics that provoke division,that constitute sectarian or religious differences and that are outside the approved curriculum of Islamic Studies in the country.
· [bookmark: •_Addressing_topics_related_to_the_inter]Addressing topics related to the internal or externalpolicies of the country, or the dissemination of news, rumors and false statements, and talking about any current events or events related to the directives and policies of other countries

that would provoke strife, disturb public security or harm the public interest.

[bookmark: Smoking,_Using_Alcohol_and_Drugs:]Smoking, Using Alcohol and Drugs:
[bookmark: Refrain_from_using,_possessing_or_fallin]Refrain from using, possessing or falling under the influence of alcohol, drugs and unauthorized substances in the workplace.
Acceptable Behaviors
· [bookmark: •_Complying_with_the_UAE_laws_issued_in_]Complying with the UAE laws issued in this regard.
Prohibited Behaviors
· [bookmark: _Any_indecent_behavior_such_as_coming_t]Any indecent behavior such as coming towork under the influence of alcohol or drugs.
· [bookmark: _Smoking_in_school_campus_or_yards.]Smoking in school campus or yards.
· [bookmark: _Sharing_any_of_the_prohibited_material]Sharing any of the prohibited materials with
· [bookmark: _colleagues_or_students.]colleagues or students.

[bookmark: Homosexuality_and_Abnormal_Sexual_Attitu]Homosexuality and Abnormal Sexual Attitude:
Acceptable Behaviors
· [bookmark: _Ensuring_that_unacceptable_behavioral_]Ensuring that unacceptable behavioral manifestations donot spread within UAE society and abstaining from addressing socially rejected topics such as: abnormal sexual morals and ethics, homosexuality, and alternate gender identity.
Prohibited Behaviors
· Engaging in conversation with studentsabout sensitive topics such as human reproduction, homosexuality, that doesnot serve a clear educational purpose associated with the agreed curriculum.

[bookmark: Declaration]Declaration
[bookmark: General_Instructions_and_Principals]General Instructions and Principals
· [bookmark: _All_educational_professionals_in_the_g]All educational professionals in the general education institutions are bound by the legislation in force in the UAE, the decisions and policies adopted by the Ministry, the educational authorities, and the Emirates Schools Education Establishment - each within the limits of their competence, and by reviewing this code of conduct, familiarizing themselves with its contents, and complying with the provisions contained therein. Failure to abide by these codes, couldresult in penalties against the education professional applied through the educational entities in each workplace without prejudice to any other penalties imposed by other laws, decisions or regulations.

· [bookmark: _The_rules_outlined_in_this_code_of_con]The rules outlined in this code of conduct are binding rules that all educational professionals in the general educationinstitutions must abide by, and not deviate from the provisions contained therein.

· [bookmark: _The_Professional_Licensing_Department_]The Professional Licensing Department in the Ministry of Education - in the event that the educational professional in general education institutions do not comply with this code of conduct - necessary measures will be taken regarding theprofessional license in terms of suspending or withdrawing or revoking the license issued without compensation.
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Policy on Wellbeing, Counselling and Career Counselling
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Introduction
NIMS Policy on counseling, Wellbeing and Career counseling states the role of Counseling teamof the school, it also states about the people in charges who implement this policy for bettermentof students. Policy will explain in detail about the Wellbeing Procedures, Career Counseling,Counseling formats.
Statement:
At New Indian Model School, the counseling service extends to all the individuals who are a partof the school; students, teachers and parents.
The counseling service provides a safe and nurturing approach to all students to explore their barriers and challenges and develop skills needed to overcome

them.
NIMS aims to ensure positive mental health to all students and encourage the students to reach their full potential by providing a counseling program that is comprehensive, preventive and developmental in nature.
NIMS Counseling cell values the individuality of each student and nurture his/her educational, social, emotional and personal needs.
Significance:
Students of any age can be at a risk of experiencing issues with mental health and poor wellbeing. Students face anxiety and stress caused by increasing demands of examination, adjusting to the school, Understanding Peer, Copying with the
Parent’s expectations. All of these can have a big impact on their mental health. Mental health needs can pose serious barriers to social and educational development. School counseling service is a necessary part of the education system and can provide required education, interventions and counseling services to students, parents and teachers. With reference to Career Counseling school students are guided with all appropriate guidance about Courses Universities and Job market analysis which will support their decisions on career choice.


Stakeholders:
With regard to guidance counseling specifically, the involvement of key stakeholders such as school management, teaching and support staff, students and parents.
Aim and Procedures for Counseling:
· Provide safe and nurturing environment.
· Enhancing the awareness of mental health in school, aiming to remove stigma.
· Identify students at risk of social, emotional and psychological concerns.
· Provide short-term counseling or crisis intervention.

· Support students through individual intervention program in dealing with
bullying,
· family crisis, change, peer pressure, friendships, anger, academic expectations and issues surrounding their mental health.
· Counseling be eligible for 5 sessions for 40 minutes or 10 sessions for 20
minutes.
· Review of the sessions after 6 weeks. Sessions will last 40 minutes in the counseling room. Students referred will at a convenient time for the students to ensure that service tries to meet the needs of all students.
· Provide resources, support and encouragement to students, parents and teachers to access counseling service.
· Any student in Year 10 or above can self-refer.
· Teacher, Supervisor, HOS must refer any pupil in Year 9 or below using a referral form. Students who seem to possess disturbed behavior or psychological distress.
· The students referred will be offered 1-2 counseling session with the counselor. The student can come for another session with the counselor if required.
· Parents can refer their ward for counseling service against their wishes due to
counseling by meeting with the school counselor.
· A member of the staff can self-refer by contacting the school counselor.
· The school counselor will keep a formal record of pupils who access the service with a brief description of the presenting issue. Where a student is in the individual file.
· Referral form and parent consent where needed will be kept in Student records will be in the counselor’s office.
· Statistical data will be annually reported keeping students’ identity confidential.

Counselor’s Ethics:


· Confidentiality It is the school counselor’s responsibility to respect the right to
privacy of those with whom they enter a counseling relationship and to provide an environment of trust and confidence.
· Explains the meaning and limits of confidentiality to students in appropriate
terms.
· Provide appropriate disclosure and informed consent regarding the relationship and confidentiality.


· School Counselor’s primary obligation regarding confidentiality is towards the student but balance that obligation with an understanding of the guardian’s legal rights to the guiding voice in their children’s lives.
· Confidentiality is an ethical and legal term ascribed to the information communicated within the counseling relationship, and it is to be maintained unless keeping that information confidential leads to foreseeable harm.




Procedure and Person Involved:PARENTS
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COUNSELOR
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WELL BEING POLICY

Introduction:
Students, Teachers, Parents and society are the four major pillars for the school community. Wellbeing programs in NIMS aims to motivate and encourage self-accomplishment and positivity in students it also encourages positive interaction with students' families and instill awareness on wellbeing and mental health.
Aims and Objectives:
Our aim is to help develop the protective factors which build resilience to mental health and to be a school where:
• All children are valued.
• Children feel able to talk openly with trusted adults about their problems without feeling any stigma.
• Positive mental health and wellbeing is promoted and valued.
▪ To ensure NIMS provides a safe, secure, supportive and stimulating environment that is responsive to the personal, social and emotional needs of all members of the school community.
▪ To encourage co-operation, respect and consideration for and between all members of the school community.
▪ To promote warm and positive relationships between children, staff and parents.
▪ To build an atmosphere of trust.
▪ To help children and staff grow in self-esteem, confidence and independence of thought.
▪ To provide children and staff with opportunities to develop their resilience and coping strategies.
▪ To encourage the children and staff to value one another and to respect the views of other members of their community.

Dimensions of Wellbeing:

NIMS Shj aims to promote all dimensions of wellbeing which include:

1.Emotional Wellbeing The ability to be resilient, be able to express and effectively manage one’s emotions, generate emotions that lead to good feelings and adopt a positive outlook on life. Schools can promote emotional wellbeing through counselling, teaching emotional skills, support networks, mentoring, safeguarding guidelines, etc


2. Physical Wellbeing The ability to adopt healthy eating and good exercise habits. Physical wellbeing can be promoted through healthy lifestyle awareness, physical activities, sports teams, etc

1. Social Wellbeing The ability to communicate and develop meaningful relationships with others through social events, after-school clubs and activities, etc

2. Academic Wellbeing The ability to engage in a curriculum that supports success and the wellbeing of the learner and provides opportunities to increase resilience.


3. Digital Wellbeing The ability to experience a safe environment and be equipped with the tools to remain safe online and be supported through eSafety measures.
 
4. Life Skills Acquisition The ability to develop and sustain lifelong skills such as: teamwork, communication, problem solving, critical thinking, interpersonal, emotional intelligence, resilience, leadership, etc


Four Guiding Principles:
1.Promoting Wellbeing : To create an inclusive, collaborative and interactive learning environment where learners can develop vital social, emotional, physical, and life skills that will help them function in an ever-changing world.

1.1 Student Wellbeing:  
· Integrate wellbeing in the curriculum by teaching social and emotional learning and promoting resilience.
·  Design and implement an inclusion policy that clearly addresses the needs of all students including the at-risk, Special Education Needs and Disability (SEND) and the gifted and talented.
·  Provide a support network that allows learners to seek help, when required. This network can include peers, teachers, parents, counsellors, staff, and leaders.
·  Address all associated drivers of wellbeing such as behaviour and attendance.
·  Develop students’ life skills and digital awareness to give them the capacity to stay safe and resilient
1.2 Staff Wellbeing: 
· Raise awareness amongst all staff about wellbeing matters such as stress, time management, workload, work practices, and understand how these might affect their wellbeing.
·  Introduce initiatives to promote staff wellbeing, such as: reducing unnecessary workloads, social gatherings, events that support a healthy lifestyle, etc.
·  Provide a support mechanism for staff facing wellbeing issues and create an ethos that makes staff comfortable to share their concerns.
· Promote opportunities for peer mentoring amongst staff, especially for new employees during their “settling-in period”
1.3 Parents Wellbeing: 
· Raise awareness amongst your school’s parent community about wellbeing matters. There is evidence that parental engagement and partnership with parents impacts wellbeing and other student outcomes.
·  Highlight how their wellbeing can affect the wellbeing and learning of their children.
·  Introduce initiatives to promote parents’ wellbeing such as training, educational materials, parents’ groups, etc
1.4. Safe Environment:
· Provide suitable facilities and infrastructure for all learners including those with SEND.
·  Promote a safe school environment that is rooted in respect where learners feel safe, engaged, connected, and supported.
·  Create a welcoming environment for learners, teachers, parents, and guests.
·  Observe and enforce the health and safety procedures in and outside the classroom, including school transportation.

   2. Understanding Needs:  To have a systematic approach to wellbeing that incorporates the  
 elements of this Framework. Adopt a proactive rather than a reactive approach, as well as preventative measures, when dealing with wellbeing matters.
3. Leadership Commitment: School leaders need to drive the agenda on wellbeing, by taking active steps to create an environment that fosters all dimensions of wellbeing: social, emotional, physical, academic, digital and life skills acquisition, that makes the learners, staff and parents feel safe, valued, respected, and engaged. School Governors should actively monitor the suitability and success of the school’s wellbeing agenda and activities.
4. Working in Partnership: To develop a shared understanding and work collaboratively with all stakeholders including: local support services, parents, and staff to enhance the learning and wellbeing of all learners. 

Role of Happiness Desk:
Happiness is but a way of life at NIMS and we put our students & parents at the forefront of our priorities. Thus, as a part of our commitment to give sustained satisfaction to our students, parents & the staff, an exclusive help desk (portal), called the Happiness Centre has been created in our School.


CAREER GUIDANCE:



Introduction:
Career Guidance in NIMS Dubai will focuses on all career guidance related

activities namely psychometric assessments, profiling the results for various career choices, Career recommendations report, Career counseling.
Statement:
At NIMS Dubai, we aim to provide students with a strong foundation by guiding them through the transition from youth to adult members of the society.
Successful transitions – whether from lower secondary to upper secondary; at age 16; into work-based training or university; are life enhancing for every student.
We believe that each transition is smooth and enriching for students, which helpthem to make a wise decision about their higher education goals.
Career Fairs:
Students are given the opportunity to meet Universities and Educational centres across UAE, as well as Universities from different countries, throughout yearly fairs. These events will take place within school and online, and is at times the responsibility of the student to attend without thecounselor. Students, parents and teachers get an opportunity to meet, interact and extract information about different courses across the globe. This aims at increasing students’ awareness about international universities within and outside UAE along with their entry requirements, admission process, etc.
Individual Counselling:

[bookmark: _GoBack]One-on-one sessions offered by the Career counsellor to help students in creating and implementing their own career plans and in developing a greater sense of self-awareness relevant to the career development process. This also includes support for personal clarifications, support when required for the application forms and assisting to ensure all necessary documentation and additional (external) tests required for the application is complete.
CAREER GUIDANCE WORKSHOP TOPICS:
1. Goal setting
2. Career Picture Making
3. Career Map

4. Awareness program on career titles
5. Awareness program about Universities-How to choose? What are those?
6. Guidance about next 5-year plan workshop for successful career
Steps in career guidance programs are as follows:
LEVEL 1: Pre-Introduction to Career Guidance LEVEL 2: Psychometric Tests -Assessments
LEVEL 3: Counselling and Guidance –Students and Parents. LEVEL4: Group counselling based on similar interest group. LEVEL5: Customized Aptitude tests and Individual counseling Tests used for assessments:
1. Career Interest Survey for Grade 11, 12-
2. John Holland’s Personality Type Grade 9-
3. Multiple Intelligence test Grade 7, 8-
4. Career cluster Inventory
Stakeholders:
HOS
Teachers Students Parents


SCHOOL ATTENDANCE POLICY

   The New Indian model school attendance policy requires that every child enrolled in kindergarten
      through grade 12 shall know the following instructions

1. Students are expected to attend school on every school day as specified in the school calendar.

2. Students should arrive at the school punctually to attend the assembly and classes on time.

3. School shall excuse the students for being late in the morning during the days with adverse weather condition (e.g. heavy fog, dusty sandstorm)

4. School will maintain accurate daily attendance data for each student in the system and in the online.

5. School recognizes that daily attendance is critical to academic achievement and therefore expects every student to attend school and class on time every day. Ninety percent (90%) attendance is set as the minimum standard to entitle him/her to appear for the final examination. School shall take all necessary actions to lower the absence rates.

6.  If the students is absent on particular school day, parent/guardian must inform the school accordingly.

7. When the students return to school following an absence, parent/guardian must send written and signed note to the school/teacher indicating the reason for students’ absence.

8. Students are responsible for completing all assignments missed during their absence.

9. Parents/Guardians make sure that family vacations take place during scheduled school holidays.
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