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ABS MISSION STATEMENT

The American bilingual schoolis anon-profitK-12 school offering a challenging bilingual curriculum
enabling students to achieve theirfullest social, intellectual, emotional and physical potential. Our
intellectual community teaches Islamicvalues and good manners, is dedicated to academicexcellence,
demands responsibility and promotes the power of collaboration, creativity and critical thinking.

In orderto best carry out the mission statementabove, ABS maintains a corporate culture that
emphasizes professionalism, adherence to high standards of performance, and high e xpectations of
customerservice to our internal customers, parents, and students.

Working hours

For teaching and teaching support staff for Elementary, MS/HS, the working hours are 7:10 a.m. to 3:30
p.m. Sunday to Wednesday, Thursdays 7:10 a.m. to 3:00 p.m.

For teachingand teaching support staff for Kindergarten, the working hours are 7:10 a.m. to 3 p.m.
Sunday to Thursday.

Administrative employee working hours are 7:10 a.m. to 4 p.m. Sunday to Thursday, and 9 a.m. to 12
p.m.on alternating Saturdays.

Working after hours or on Fridays

Employees are not permitted entry onto school property during non-working hours unless granted
permission by the school superintendent.

Security Deposit Policy

ABS makes aninvestmentin new employees of ourtime and resources. The security depositis our
assurance that you will return all materials loaned to you, and that you will observethe notice -period
when andif you make the decisiontoleave employment with ABS.

Security deposit policies:

1 50% of first monthssalary

1 Ifyoushouldresign, evenduring the probationary periodyou must give 2-8 weeks notice
(whateveris stipulated in your contract); otherwise security depositis non-refundable.

1 Ifyouremploymentisterminated duringthe probationary period, itis fully refundable.

1 Thesecurity deposit willbe returned to you at the end of your employment with ABS as long as
you have met the notice-period (admin staff only). For teaching staff, it will be returned to you
with yourJune salary afterreceiving school clearance of all school property and all academic
responsibilities are completed as stipulated in the contract
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Payroll Policies and Procedures

1 ABSsends electronically to the bank on the 1° of every month.
91 All staff is required to open a bank account for the transfer of salary. You are required to submit:
9 DirectDepositAgreement Form ( ABSwill not depositfundsintoanaccountthatis notin an
employeename (e.g. mother, father, husband, etc.).
1 Photocopy of your bank card
Should we fail to receive the items listed above prior to the 24" of the month, a check will be issued.
Please note a maximum of 2 checks will be issuedin lieu of an electronictransfer to allow for all staff to
open an account. We do not pay in cashEmployees without a bank account will only have funds
released the payroll period following submission of a bank account, without exception.

9 We bankwith Al-Ahli Bank and deposit salary payments on the 1°* of every month. If your account is
not with Al-Ahli Bank, you must allow 2-3 days for the bank to transfer your salary to your bank.
This will happen automatically: there is no need to contact us as there is no action we can take once
we have sentyour salary. If you desire to receive your salary faster you must open an account with
Al-Ahli Bank and notify us of your new account number as well as provide a photocopy of the new
bank card prior to the payroll cut-off (the 24" of the month.)

1. December payroll onlyis transferred on the 4" of January (instead of the 1°).

9 Payroll stubs will be issued to all staff at the time of payroll. Attimes, they will be issued 1 or 2 days
prior to our submission of payroll to our bank. Please wait until the 3° of the month before the
amount arrives into your bank and/ or your account.

1 Should you leave Kuwait suddenly, we will automatically deposit your final salary into your bank
account (please referto policy 1above.) However, if you do not have a bank account, you must do
one of the following: 1) provide us with your full bank account details foryouraccount in your home
country so that we may transfer your Kuwaiti Dinar equivalent into your account at the same time
we transferour staff salaries. Due to our internal accounting procedures, we cannotissue acheck on
demandforany salary amount carried overinto a new payroll period evenif you are departing from
Kuwait permanently.

1 Requestsforaccount numberchanges, etc. will not be taken after the 24th 9:00 a.m. of any month.
Afterthat time, the payrollis finalized, and any change re quests willnot come into effect until the
next month's payroll, without exception.

T NEW OVERSEAS STAFF: You will be assisted in opening up asalary bank account with NBK (National
Bank of Kuwait). ATM cards can take up to 4 weekstoreceive. In mostcases, youwillneedtogoto
the bank in personto collectyourfirst month salary. Your passport will be needed to provide
identification.

June Payrolfor Teaching and Teaching Support Staff

For staff who have signed a contract stating that they are returning forthe subsequentacademicyear,
June salary checks will include salary forthe months of June and July, with August salary checks being
disbursed duringthe first ten working days of September afterthe employee has returned towork and
commenced preparations with their department for the new academicyear. Staff members who do not
returnto work, for any reason whatsoever, willforfeit their August paycheck.
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For staff who will not be returning for the subsequent academicyear, the June paycheck will include
salary for the months of July and August pending clearance of all ABSissued supplies, texts, resources,
and staff housing (if applicable). The final paycheck will also contain the employees’ indemnity payment
upon signature of exit paperwork.

Receiving mail at the school

The school address may be utilized for receipt of post and courier mail. Aramex “shop and ship”
deliveries willbe refused. Do not use the school address as a personal “shop and ship” address.
The school P.O. box may not be used for personal mail.

Dress code and hygiene
Dress Code

In order to present a positive image, employees should maintain a clean, neat appearance and wear
work-place appropriateattire. American Bilingual School has adopted a “business casual” dress policy.
Appropriate dress attire includes khaki-style pants or other dress slacks, dresses, skirts, blouses, and
collared shirts. Clean jeans with no holes or excessive wear are also permitted. Please keep in mind
Kuwait is a conservative country and although we are aware of the weather, the following articles of
clothingare not allowed to be worn on the campus: short shorts, short skirts, short dresses, tube tops,
haltertops, and otherrevealing outfits. Skirts and dresses should be of knee length at the minimum and
shirts should have at least quarter sleeves. Low-cut blouses and shirts are also not permitted. The
sensitivity to the appearance of modesty increases markedly during the Muslim holy month of Ramadan
and should also be taken into account.

Do not wear:

9 Flip-flop sandals

I Pajama pants, or anything that can be construed as a pajama pant

T  Anyitem thatis ripped or torn

Anyitemthatis wrinkled and has not been ironed

T Mini-shirts
Teachers who show up for work in inappropriate attire will be sent home to change to appropriate
clothing.

Hygiene

Hygiene is also an important issue in projecting a positive image of the school. Itis also essential in
maintaining a healthy work environmentin which one employee does not offend another. Men should
be clean shaven or trim their facial hair so it does not appear unruly. Men are also not permitted to
wear earrings. Both women and men should have hairstyles thatare tidy and trim and presentanimage
of professionalism. Specifically, men are not permitted to have long hair. Staff with tattoos or
skin/tongue piercings are required to cover tattoos and remove body piercings prior to arrival on
campus Visible body and facial piercings and tattoos are not permitted at work. Daily bathing and use
of deodorant will ensure first impressions are good and lasting ones. Employees will be dealing with
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students, parents and co-workers on a daily basis and should be aware that ABS requires them to
maintain this standard of appearancegrooming, and personal hygiene

Music at Work

Teaching staff — Music to be listened to ata low volume, during non-teaching time only.

Admin staff — Music may be listened to with discreet headphones if workingin an area with other staff
members nearby, or customer counterareas. All otherareas, musicmust be played ata low volume.

Parking

Gate 5 isdesignated foremployee parking. Parkinginside the campusis permitted only afterissuance of
an ABS parking permit which must be visibly displayedinthe vehicle. Vehicles withoutan ABS parking
permitstickermounted on the window will not be permitted entry into Gate 5.

Employees are not permitted to bring passengers who are non-ABS employeesinto Gate 5. All guests
must enterthrough the security at the main gate.

ABS has the authority to regulate parking spaces and vehicles using the spaces provided. No personor
organization shall be permitted to use School parking without completion of the vehicle registration
form. ABS may revoke this privilege because of misuse of parking facilities.

The operatorof a vehicle on property owned by the School is responsible for complying with all parking
and trafficlaws, ordinances and regulations and is subject to the established penalties for violation.

Vehicles may not be parked beyond the biggym. Parkingin the narrow area beyond the gymis
prohibited.

The operator of a vehicle found to be improperly parked may be fined up to KD 20.00Gor the first
offense and KD 40.000for the second offense (to be deducted from payroll forthe current month). If
the operatoris foundto be inviolation forthe third time, his or her parking privileges will be revoked
indefinitely.

ABS reservesthe rightto limit the use of parking areas to specificvehicles as required by facility design
or aestheticconsiderations. The School may change any parking zone designation.

ABS assumes no liability or responsibility for damage which may result from the use of parking facilities
or services, orenforcement of regulations.

ID Badges

ABS ID Badges must be worn by all ABS employees during working hours on campus. Lost badges can be
replaced upon payment of KD 5.
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Library Use

All ABS employees may borrow books from the library for personal use. The limitonthe number of
items to be checked out at any one timeis postedin the library.

Employee Tuition Discount

Full-timeteachersat ABS can apply fora 50% tuition discount fortwo children. Afterapproval fromthe
school management, the employee must complete all application requirements and the child will only
be granted admission if they meet the requirements and standards of ABS. Employees are responsible

for ensuring prior adequate transportation to/from school daily for theirchild, by another party.

ABS staff applying foradmission fortheirchildren must understand thatasa condition of receivingan
employee 50% tuition discount, along with the requirement for compliance with all parent
responsibilities, the following applies:

1. Theemployee mustarrange fordrop-off/pick-up of their child within the times required of all
students:
a. Noearlierthan7:15 a.m.
b. Promptpickup of the child after2:30 p.m. (elementary —HS), and 1:00 p.m. for KG
students.
i. Pickupswithin 15minutes of dismissal time.
2. The employee may not babysit theirchild, orkeep them with the employee during school time,
prioror afterschool hours.
3. A parentemployeeof ABSison professional duty duringall working hours which naturally
preventsthe employee from eitherdropping off or picking up their own child from school.
4. Should anemployee receive more than 2 warnings about the items/related issuesto the above,
they may be subjecttothe following consequences:
a. Notinvitedtoreturnto employmentwith ABSin the future
b. Requiredto payfulltuitionfeesandnotable to benefitfrom tuition discounts during
the current school year
c. Otherconsequences

Health

All staff members must represent themselves to be in good health at the time of acceptingtheir
contract. Staff misrepresenting their fitness for duty may have theiremployee contract annulled.

Bringing Visitors/Children to work

Both teaching staff and administrative staff are not permitted to bring their minorchildrento workin
orderto babysitthem. All employees are expected to maintain professionalworking standardsin this
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regard. If there are childcare emergencies, the affected staff member should consult with their principal
or supervisortodiscuss alternative solutions.

Employees wishing to bring adult visitors to work must have the authorization of their principal or
supervisor.

Holidays

In accordance with the Labor Law of Kuwait, the following holidays are observed by ABS forall
departments:

New Year's Day.

IslamicNew Year.

25 Feb National Day.

26 Feb Liberation Day.

Birth of the Prophet

Ascension of the Prophet

Eid al-Fitr (End of Ramadan).

Eid al-Adha (Feast of the Sacrifice).

E R -

Residency Process/Visas

All residency transfer (igama’s) requests, and employment visas are handled by ABS’s HR Department.
To determine the status of your residency with ABS, please forward all queries to this department either
in personor via email. Please understand that the residency procedures in Kuwaitare sometimes
unpredictableand cantake up to 3 or 4 monthsto finalize. This timeframe canincrease whenitoccurs
within the holy month of Ramadan or otherextended publicholidays.

Required documents

New employees should have their passports, original visa (if applicable), work permit (ifapplicable),
original diploma(s), and ten photos on blue background, ready to submit to the HR department upon the
first day of employmentat ABS. This allows us to begin the residency processimmediately.

Residency Fees

Note that ABS does not pay for direct or indirect (e.g. degreetranslation, authentication) residency or
local healthinsurance fees. These will be deducted against your salary during the pay period thatthese
feesareincurred. Overseas employees with atwo year contract are reimbursed for all residency fees.
Referto employment contract forreimbursement procedure.
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Residency for Dependents

ABS isnot responsible for obtaining residency for any dependent family members. We will not be held
responsible forany late fees, fines, orotherexpenses related to delays in obtaining residency for the
ABS employee. All such fees must be borne by the e mployee. ABS does not provide any assistanceto
employeesin obtaining residency for dependents. We can only provide information on proceduresand
paperwork requirements.

Length of time to receive residency, and travel restrictions:

A) If your Kuwaiti resid@cy or visa expires within 4 month{$20 days) or less, ABS will not be
held responsibléorany resulting fines for overstaying the period of your residency or visa.

B) The ABS HR department requires 4 months for residency transfers/new residenctes must
complete 100 days of successful employment before we begin the residency process.

C) Do not travel prior to receiving ABS residenaye will not be responsible forany
complications, consequences, orvisa problems that are encountered.

Salary Certificate Request

Requests forsalary certificates can be submitted tothe HR department for processing.
Employment Reference Requests

A requestfora written employment reference must be submitted to the Superintendents office. A letter
of reference from ABSisonly valid with the co-signature of both Principal/Administrator andSchool
Superintendent. Atelephonereference from anyoneotherthanthe school Superintendent, ora written
reference without a dual signature and school stamp, isinvalid.

Employmentreferencerequests should be submitted two weeks priorto when the reference is needed
by the employee. Employees who score less than 75% on theiremployee evaluations are ineligible for
an employeereference.

General Employment Policies

Staff Meetings

All staff members are expected to attend unless approval not to attend is given before the meeting.
Staff meetings will be held on a weekly basis.
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Ordering of Materials

Staff may make recommendations to the Superintendent for needed work supplies, equipment, and
materials. Every consideration will be giventothese requests. Large orders are sentin afterthe first of
the year forthe followingyear. Arequestformisavailableinthe copy centerthat must be approved by
the Superintendent priorto purchase. Do not make any purchases priorto approval underthe
assumption thatthey will be reimbursed.

Requesting Materials from Students or their parents

Teachers are required to seek Principal approval before requesting that students bring materials to
school foruse inthe classroom. Thisincludes Kleenex, party supplies, books, stationery, etc.

Sexual Harassment

ABS believes thatyou should be afforded the opportunity toworkinan environmentfree of sexual
harassment. Sexual harassmentisaform of misconductthat undermines the employment
relationship. No employee, either male orfemale, should be subjected verbally or physically to
unsolicited and unwelcomed sexual overtures or conduct.

Sexual harassmentrefers to behaviorthatis notwelcome, thatis personally offensive, that debilitates
morale and, therefore, interferes with work effectiveness.

Behaviorthatamounts to sexual harassment may resultin disciplinary action, up toand including
dismissal as well as referral to the appropriate authorities.

ABS defines sexualharassment as unwelcome sexualadvances, requests for sexual favors, and other
verbal or physical conduct of a sexual nature when:

I submissiontosuch conductis made eitherexplicitlyorimplicitly aterm or condition of your
employment

I submissiontoorrejection of such conduct by youis used as the basis foremployment decisions
affectingyou

9 such conducthas the purpose or effect of unreasonably interfering with your work performance
or creating an intimidating, hostile or offensive working environment.

ABS wants all employees to have awork environment free of sexual harassment. Therefore, sexual
harassmentis specifically prohibited and is aviolation of ABS policy. ABS will not tolerate sexual
harassmentbehaviorinthe workplace and willtake action to prevent or eliminate this behavior.

If any employee experiences or observes sexual harassment behaviorin the workplace, he/she must

reportitimmediately tothe Human Resources Manager, Superintendent, orto his/hersupervisor.
Employees may also report sexual harassment behaviorto amember of ABS management orownership.
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To the extent possible, strict confidentiality will be maintained for employees affected by complaints of
sexual harassment.

ABS will nottolerate employment-based retaliation against anyone who makes a complaint of sexual
harassment or who speaks asa witnessinthe investigation of such an allegation. Retaliatory actions by
any ABS employee against another ABS employee, whenrelated toissues of sexual harassment orillegal
discrimination, is specifically prohibited.

Disciplinary action, up toandincluding termination of employment, will be taken againstany employee
foundinviolation of the ABS sexual harassment policy.

Child Abuse and Inappropriate Relationships between ABS Employees
and Students and Minors

American Bilingual School is committed ensuring that our students are able to study and engage in
extracurricular activities within a safe environment. We will take all legal and disciplinary action against
any employee that would attempt to violate the trust that students and parents place in us as
individuals and ABS as an educational institution. Any staff member who attempts to, or develops an
inappropriate relationship with a student, or minor (any minor, even non-ABS), will be immediately
terminated from employment as well as immediately reported to local Kuwaiti and international law
enforcementagencies. Note thatif sufficient suspicionis present, such action will be taken even without
directevidence. Itisimportant that staff members stick to a two-person rule, and are never alone with
any studentbehind closed doors orout of the close physical presence of anotherfaculty member, even
of the same-sex if the staff memberisamale. Itis the obligation of every ABS employee to support this
Policy and to notify ABS management if a fellow employee is suspected of violating this policy.

Definitions

9 Minor—A student and/or any individual less than 18 years of age.

1 Inappropriate relationship A staff membergivinghis/her mobile number to students/minors,
A staff member asking or accepting a students/minors mobile number, giving or receiving
personal gifts, meeting or socializing after-school (either on-campus or off) at a time when no
organized school lesson or activity is taking place, sending or receiving non-academic text
messages or letters to/from astudent or minor, having physical contact with a student or minor,
and other such inappropriate contact.

Inappropriate student contact alsoinvolves:

9 Personal email contact with students. Students are not permitted to email teachers ata private
email address, orto discuss anything non-assignment or exam-related.

T IM chattingwith students.
T “Friending” students on Facebook or othersocial networking websites. Itisinappropriate to
allow a studentto view your personal lifeonline.

Teachers are expected to have common sense in setting boundaries for contact between themselves
and students.
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Use of Profanity with or around students

Vulgarlanguage is completely unacceptable in the classroom or any otherlocation where students are
present. Teacherswho curseinthe classroom will have only one warning, accompanied by afinancial
penalty. Any further occurrence willresultinimmediate termination of employment.

Censoring of Teaching resources
When choosing resources to use inteachinglessons, teachers are required to respect the conservative
Islamicsocietal norms and refrain from selecting material or resources containing the following:

1

f
1
f
f

Nudity

Referencestolsrael orJudaism
Homosexuality

Sexual topics

Human reproduction

Emails to Parents

Teachersare requiredto Bcc their Principal on all emails sent to parents of their students. This allows
school administrators to be kept up-to-date with parent/teacher communication, and ensures that
appropriate and accurate informationis being conveyed.

Returning Phone Calls from Parents

Teachers are notified by email of messages left forthem from parents by the school receptionist. These
phone calls mustbe returned within 24 hours. Should ateacherbe unable to reach a parent, itisthe
responsibility of the teacherto enlist the assistance of the department secretary to contact the parent.
Teacherswho exhibit a pattern of failing to successfully return parent phone calls will undergo
disciplinary review in line with the ABS staff disciplinary policy.

Background Check Consent
A criminal background check will be conducted on all employees to ensure the safety of the students. In
additiontothe hiringand pre-employment screening process used in hiring new employees there will be
an ongoing evaluation of all employees who are in a position to be in contact with children. Persons
who, as a result of the process, are determined to be at risk with children will not be offered a position
at ABS or will have their employment contract revoked if they are already an employee.
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Substance Abuse and Smoking

ABS strivesto provide asafe and healthy work environment, free from the use of il legal drugs and abuse
of alcohol. Violation of this policy is considered a serious offence and may include termination as a
possible consequence, even for a first offence.

The following policies have been implemented to ensure a healthy working environment:

 Employees may not consume alcoholic beverages or take illegal drugs on the School premises.
T  Employees may not report to work under the influence of drugs or alcohol.

If any ABS employee is convicted under any criminal drug statute, he or she is required to inform the
Superintendent within five (5) days. This will constitute grounds for termination.

ABS maintains a smokefree environment. Cigarette smoking is not permitted on the ABS premises at
any time. Thisremainsin effectwhetherornot a staff memberison-duty. Violation of the no-smoking
policy will also constitute grounds for termination.

Legal drugs include prescribed and ethe-counter medications which have been obtained legally and
are being used for the purpose for which they arendtd. lllegal drugs are defined as any drug which

is not legally obtainable, drugs that may be legally obtained but has been acquired illegally, or any legal
medication that is being used for purposes other than prescribed.

Employee Theft

ABS considers any form of employee theft, be it of physical or intellectual property, a very serious
infraction of School Policy.

Any employee caught stealing from ABS will be immediately referred to an investigative panel consisting
of the Superintendent, his or her immediate supervisor, and other members of the School
Administration. If this panel finds the employee did in fact steal the property of ABS, the employee’s
position will be terminated and in most cases he or she will be referred to the local authorities.

Use of ABS General/Teaching Resources

Staff are not permitted to “borrow” property owned by ABS eitherand will in any case be considered an
act of theft as well. There are some instances in which work must be taken home, if this involves any
property of ABS (e.g. teacher/student texts, workbooks, CD’s, DVD’s, resources, etc.), written
permissionmust be acquired by: the employee’simmediate supervisor, the Superintendent, AND must
be recorded by the store clerk.
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ABS Computer Policy

ABS Computers and peripherals are only for official business use. No personal use is permitted. Personal
browsing, email, chatting, and downloading are prohibited. ABS email accounts may not be used to send
advertisements, etc.

Email sentto “abscom”, or sentto all employees, may only be utilized with the permission of a principal
or the superintendent. Depending on the severity of the situation, any staff member sending an email to
“abscom” or to all employees without administration approval will receive one or more of the
consequences:

1) Adisciplinary warning letter
2) His/her mail account suspended for the remainder of the academicyear
3) Referral to the appropriate Kuwait Police department

Internet/Intranet/Extranet-related systems, including but not limited to computerequipment, MS Office
Sharepoint, software, operating systems, storage media, network accounts, e-mail, WWW browsing,
and FTP, are the property of school. These systems are to be used for business purposes in serving the
interests of the school, and of our students, parents, and ABS staff in the course of normal operations.

Effective securityis ateam effortinvolving the participation and support of every school employee and
affiliate who deals with information and/or information systems. It is the responsibility of every
computer user to know these guidelines, and to conduct their activities accordingly.

The purpose of this policy isto outline the acceptable use of computerequipmentat school. These rules
are in place to protect the employee and school. Inappropriate use exposes school to risks including
virus attacks, compromise of network systems and services, and legal issues.

1.0 Internet Access Control Policy

a) Internetaccess is available to users on a ‘need to use’ basis.

b) Following trafficis allowed for users defined as normal users: http (web), https.

c) Internetaccessfordownloadisavailable forone PCin each department assigned by the concerned
department.

d) Chatservices like MIRC, MSN, YAHOO, Google TALK, are blocked by default for all users.

e) Any other service access to internet is available strictly with the permission of IT Manager/
Operations Superintendent and service feasibility with the infrastructure.

f) Allinternetactivities leading to waste of ABS’s time, money and bandwidth are strictly prohibited

g) Allinternetactivities leadingtovirus contamination and threatfrominternetare strictly prohibited.

h) Allinternettrafficis monitored and automatically blocked without notice, if any attemptis observed
to breach the security policy knowingly or unknowingly.

i) Neverdownload files from unknown or suspicious sources.

i) Download / Installation / Use of any peer-to-peer network sharing software like, Kazzaa over the
ABS network should be avoided at any circumstance.

k) Staff are prohibited to browse Pornographic sites in the school PC’s. Such action will lead to
immediate termination of employment.

16| Page — ABS Employee Handbook 2010/2011




I) Social networking sites such as Face Book and MySpace are prohibited at school.

a)

b)
c)

Do not accept students as friends on personal social networking sites. Decline any student-
initiated friend requests.

Do not initiate friendships with students

Remember, that people classified as “friends” have the ability to download and share your
information with others.

2.0 Email Policy

a)
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Prohibited Use.

a. Emailisprovidedfor ease of communication amongst staff, students, and parents. Itis
not for pushing personal agendas and grievances by disgruntled employees. Any
employee found misusing ABS email facilities will be dealt with strictly up to and
including suspension of email account, financial penalties against summer pay, and
termination of employment at ABS.

b. Sending unsolicited email messages, including the sending of "junk mail" or other
advertising materialtoindividuals who did not specifically re quest such material (email
spam).

c. Any form of harassment via email, telephone or paging, whether through language,
frequency, or size of messages.

d. Unauthorized use, or forging, of email header information.

e. Solicitation of emailforany otheremail address, otherthan that of the poster's account,
with the intent to harass or to collect replies.

f. Creatingor forwarding "chainletters", "Ponzi" orother "pyramid" schemes of any type.

g. Use of unsolicited email originating from within our school networks of other
Internet/Intranet/Extranet service providers on behalf of, or to advertise, any service
hosted by us or connected via school’s network.

h. Postingunsolicited email orsimilarnon-business-related messages to large numbers of
Usenet newsgroups (newsgroup spam).

Teachers are not allowed use school email to communicate with parents announcing their
resignation or offering any personal services in the vacation such as tutoring, etc.

Employees must use extreme caution when opening e-mail attachments received from known,
unknown senders, which may contain viruses, e-mail bombs, or Trojan horse code

Do not open email with attachments other than having the extensions *.doc, *.xls *.pdf, *.txt,
* gif, *.tiff , *.bmp, *.jpg . where * = name of the file. Users should consult with mail
administrator before opening attachments with any other extensions.

All the junk mails should be deleted

All the deleted mails should be permanently deleted to avoid any type of virus attacks to get
developed from those mails.




2.1 ABS SHAREPOINT SERVER USEROLICY

The ABS Share-Pointserverisa Web based Resource sharing center consisting of the following services:

T Document Cerdr: Anonline documentlibrary for sharing Official documents, managing —
viewingagendas for activities, centralizing location of Critical forms/reports, broadcasting of
school wide announcements and links to various external services.

1 Message BoardAn Internal online discussion forum.

The following content defines the Usage Policy of the above mentioned Services catered by ABS Share -
Point web-server

Access to the Share-Point portal is granted for ABS Staffnembers ONLYand solely meantforthe
purpose of OFFICIAL USHEnder no circumstances should an employeedisclose his/her Share-point
account credentialstoanyone. Permissions and userright privileges to the various contents on Share-
Point have beensetand pre-defined by ABS Management. Any employee in need of achangein
permission level oraccess control would require consent from ABS management

The ABS Share-Point portal is set as the defaulthomepage of the Internet Explorer web browseronall
school wide PCsystems. Itis required of every Employee to consistently maintain a periodiccheck on
the Share-pointto keep up with all the up-to- date information and resource availability.

Document Cergr Policy

I ltisrecommendedtoupload documentsfile typesinthe scope of Microsoft Offices Suites
(Word, excel, access...Etc), PDFs, JPG, BMP and GIFs.

9 Uploadingof any personal, non-official or non pre-approved documents/reports is strictly
prohibited.

9 Users with Delete -Modify permissions are advised to re-check /review the file ordocument
status before executing the desired action.

 Inaneventofan accidental file deletion, an e-mail to ABS ITdepartmentindicating the
deleted file name and Document library location needs to be sentin orderto have the file
restored accordingly.

Message BoardPolicy.

9 AllTopics/Posts uploaded for Discussion have to be pre-approved by Management.

==

Any new Posts are automatically drafted to Management for Approval or Rejection.

I Theapproved Topic/Message and the Reviews or comment follow-up content are
constantly monitored. Employee’s personalairing of” dirty laundry” orremarks —-messages
againstthe guidelinedefined in the ABS Computer & E-mail Policy is strictly prohibited.

T  Users are advised to delete theirrespective posts ordiscussion forums upon conclusion orin
event of a non-responsive message post situation.

9 ABS Managementsolelyreserves the right to Approve/Reject any Posts or Message topics

and delete any existing Message posts without further clarification.
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3.0 Generalinformation Policy

Allinformation traveling over School computer networks that has not been specifically identified as the
property of other parties will be treated as thoughiitis a School corporate asset. It is the policy of ABS to
prohibit unauthorized access, disclosure, duplication, modification, diversion, destruction, loss, misuse,
or theft of thisinformation. Inaddition, itisthe policy of ABSto protectinformation belongingto third
parties--that has been entrusted to ABS--inamanner consistent with its sensitivity aswellasin
accordance with all applicable agreements.

4.1 End User Password Policy

a)

b)
c)
d)
e)
f)
g)

h)

The user must change the temporary password given, on their first logging in to the school’s
network.

Keep passwords secure and do not share accounts.

Passwords should be changed every six months.

Authorized users are responsible for the security of their passwords and accounts

The password must not be less than eight characters.

The password should contain both numeric and alphabet for making it a stronger password.
Passwords must not be inserted into email messages or other forms of electronic
communication.

Passwords must not be written down and left in a place where unauthorized persons might
discover them.

4.2 Workstation Access Control Policy

f)

g)

i)
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All PCs, laptops and workstations should be secured with a password-protected screensaver
with the automaticactivation feature set at 10 minutes or less or by logging off (ctrl-alt-del for
Windows XP users).

A teachershould close all the open GRADEBOOKS and log off the PC upon finishing his/herclass.
All PCs, laptops and workstations should be secured with a power-on password.

Authorized users are allowed to login to their workstation by using assigned domain user name
and password only and any other form of login is prohibited.

The computerand communications system privileges of all users, systems, and independently -
operating programs must be restricted based on legitimate business-oriented need, according to
the discretion of department manager.

All system privilege granting is done by ABS on approval of the IT Manager/Operations
Superintendent.

Loggingintoa serveror account that the employeeis notexpressly authorized toaccessis
prohibited, unless these duties are within the scope of regular duties.

loggingintoanother’'s PC’'sforwhatso everwill be prohibited unless and until agreed mutually
by the managers

The installation of any software or utilities or tools oragent downloaded from internet by users
is strictly prohibited.

The execution, development and implementation of remediation programs is the joint
responsibility of ABSand the IT departmentis responsible for the systems area being assessed.
Employees are expected to cooperate fully, for systems for which they are held accountable.




Employees are further expected to work with the ABS security team or software team in the
development of a remediation plan.

k) Laptop users should also comply with the school’s USER COMPUTER POLICY

I) Employees bringing any of computer Medias like CD’s, Flash memory etc. must be checked for
viruses by the IT Department.

5.0 Network Access Control Policy

a) Port scanning or security scanning is expressly prohibited unless prior notification to ABS is
made.

b) Users are not allowed to change system IP properties under any circumstance.

¢) Anyviolationin IP address may result in system being blocked from network accessing

d) Unauthorized copying of copyrighted material including, but not limited to, digitization and
distribution of photographs from magazines, books or other copyrighted sources, copyrighted
music, and the installation of any copyrighted software for which school or the end user does
not have an active license is strictly prohibited.

e) Exporting software, technical information, encryption software or technology, in violation of
international or regional export control laws, isillegal. The appropriate management should be
consulted prior to export of any material that is in question.

f) Users should not execute any form of network monitoring which will intercept data not
intended for the employee's host, unless this activity is a part of the employee's normal
job/duty.

g) Avoid direct disk sharing with read/write access unless there is absolutely a business
requirement to do so.

h) Itis strictly prohibited using any program/script/command, or sending messages of any kind,
with the intenttointerfere with, or disable, a user's terminal session, via any means, locally or
via the Internet/Intranet/Extranet

i) Itisstrictly prohibitedto use peer-to-peer network sharing software on our network like kaaza,
lime wire etc..

6.0 Folder access, sharing and backup Policy

a) Everyuserhas access to the H: drive, which is the home folderfor the user, shared from server.
This folder access rights are restricted only for the user.

b) Every user has I: drive, which is the department data folder shared from server. This folder
access rights are restricted only for the concerned department users.

c¢) The dataon H:and I: drives are backed up daily from server.

d) Users should save a copy of all critical documents on H: drive or I: drive depends on sharing
nature of data.

e) Users are responsible for the data saved in the local PC.

f) Itis advisable to backup any important data in a CD or Flash Disk, to avoid any loss.

7.0 Antivirus Policy
a) AllPCsusedbythe employee thatare connected to the Network/Internet, whether owned by
the employee or School , shall be continually executing approved corporate virus-scanning
software with a current virus definition database, unless overridden by written instructions from

OPERATIONS SUPERINTENDENT with the approval of ABS.
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b) Alwaysscana floppy diskette, CD, Flash Disk from an unknown source forviruses before using it
¢) The Llaptop usersare advised to update there Antivirus atleast on weekly basis and comply with
the USER COMPUTER POLICY.

8.0 PrintingPolicy

All Printers are monitored and users will be automatically prohibited from printing without notice, if
abuse is observed.

a) You should not use the printers as copy machines. If you want multiple copies of a document,
print one copy and then use a photocopy machine to make more copies.

b) Use the Print Preview feature of applications to verify output layout of documents which you
may be frequently updating and only generate a printout when you are satisfied with the final
result.

¢) Printmultiple pagesonone sheet. If youneedto print PowerPointslides, consider printing them
3 or 6 slides to a page, with no backgrounds.

d) Ifyour printjobdoesnot print, don'tresendit. There could be other jobs ahead in queue or the
printer may have run out of paper. If you keep resending your documentto the printer, multiple
copies will be printed and would be considered as an abuse of the print policy.

9.0 IT Helpdesk

Allusersarerequiredtofillin a Helpdesk ticket to report any IT related problems. Reporting problems
via phone or contacting the tech person directly would not be attended to.

The Helpdesk usage guide is available on the SharePoint main page.

10.0 Personal computers
The IT departmentis not permitted to offer personalrepair for teachers and staff.
110 Enforcement

All the users are boundto follow these policies and any employee found to have violated this policy may
be subject to disciplinary action, up to and including termination of employment.

Printer and photocopier use

General Policies
Users are not permitted to print or copy the following:

9 Material offensive to others

I Material for business related purposes or financial gain

Any material needing multiple copies (more than 2 copies) — (Print)

9 Labels, envelopes, or anything requiring special paper

I Policieshave been putin effecttolimitthe materials that may be printed or copied using School
equipment to only essential documents.
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Photocopy Policies

Except for Copy Center Staff, no ABS staff are permitted to use the photocopiers for any purposel.
requests for copies need the approval of a principal or coordinator.

Copy Center staff are not authorized to make any copies for employee personal use.
Printing Policies

With the exception of Administrative staff, ABS employees will not have acces® a printer. Should you
require an essential documentto be printed such as a test, quiz, or handout (all other items will not be
approved), your print requests may be submitted to your coordinator or principal. If approved, you will
be given instructions to have your essential document printed via the network. Color copies require
special permission and requests must be submitted first to the principal, and then to the Computer Lab
operator.

Note that only 1 copy of any document may be printed, and may then be forwarded to the copy center
for student copies.

Staff are not permitted to interfere with the operation of any printer or photocopierincluding loading
paper, removing paperjams, orusing the printer console. Please note that staff are also not permitted
to remove pages fromthe printers while they are still printing. This is to ensure that the pages for any
user’s printjob are notshuffled ormisplaced. Periodically the Copy Center operator will remove print
jobs that have not been picked up from the printer and place them in the holding tray at the Copy
Center. Atthe end of the day, any print jobs that are not picked up from this tray will be discarded.

Telephone and fax use
The School telephones are to be used for the following purposes only:

a) To facilitate communication between parents/teacher.
b) To facilitate intra-campus communication
c) Forreporting emergencies inside the classroom.

ABS understands that when employees work during the week it is occasionally necessary to conduct
personal business during office hours. However, itisthe policy of ABS to prohibit any personal matters
to be conducted by the school telephones. The policyisin effect due tothe School beinglimitedto only
tenincominglines. Urgent matters may be addressed during break times on the e mployee’s personal
mobile phone.

Telephones or mobile phones may not be used during teaching sessions or lessons. The ringer on
classroom and mobile phones must be kept to the lowest volume to prevent disruption of the class.

Employee’s found to be violating the Telephone Use Policy will be reprimanded in the following manner:
1" offense: KD 20.00@ine to be deducted from payroll for current month
2" offense: KD 40.006ine to be deducted from payroll for current month
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3" offense: Referral to disciplinary committee and employee review

Change of Status

Maintaining accurate information regarding employees is essential to the successful operation of any
business. Changesin address, marriage status and the like affect employers and employees in various
and significant ways. Itis required by ABS to keep your personnel records up-to-date by notifying the
School in writing of any change in status, such as name change, address, telephone number, marital
status or number of dependents.

School Provided Stationery and Supplies

ABS provides minimal stationery supplies foradministrative and teaching staff. Classrooms are supplied
with one stationery kit at the beginning of the school year. Requestsforadditional stationery are only
accepted from administrative staff. Approval forthese items is at the discretion of the principal.

Work schedule and punctuality

All ABS Employees are required to report on time and during the days stipulated in their employment
agreement. All staff also required to verify their arrival and departing hours onto the Individual
Timecard System, which is located in the Copy Center.

1 All staff are required to clockn before 710am and after3:30pm (3:00 p.m. for KG Staff)after
3:00 on Thursdays
1 All staff are required to be on campus at the time statetbove Sundaythrough Thursday

In some instances, (e.g. parent/teacher conferences, School fairs,) staff will be required to be presentat
non-regular working hours and/or days of the week. Such occasions are not “optional”, they are
mandatory. Thisis notconsidered overtime, and no extra pay should be expected, but is a requirement
of all school staff.

If an occasion arises whenyou cannotarrive ontime, you are responsible forinforming your immediate
supervisor - by phone - of the delay between 6:00am and 7:00 armand at what time you will report for
work. Repeated tardiness will result in deduction from your salary and may constitute grounds for
further disciplinary action.

The ABS tardy policy (with effect from September 1, 2010) forteachersis:

I Each employee receives 10 minutes perday as a range of delay, forexample: if duty time starts
at 7:10 am, the teacherhasuntil 7:20 to report to duty.

9 Ifthe teacherfailstoclockin by 7:20 am, each minute after this time will be counted asadelay

minute.

Each employeeisallocated 2 hours delay per month without payroll deduction.

If the delay minutesreach 2hours per month, a staff memberwho s late a minute after this will
be deducted one whole day of salary.

= =4
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If you are delayed past 11:00am) it is considered forfeiting the entire workday and will be deducted
from your available sick days (see Sick Leave Policy.)

Return to Kuwait after holiday breaks
Teachersare required toarrive into Kuwait no less than 24 hours before start of work. Admini strators
are required toarrive nolessthan 48 hours before start of work.

Absence from work without leave

A staff memberwith 5 days of unexplained absence willhave the employment contract automatically
terminated, asit will be assumed that they have abandoned employment with ABS. Such employees will
have no recourse toindemnity, flight home, orany other benefit.

Leaving Campus During Working Hours

Leaving campus duringworking hoursis not permitted without approval from your Principal (teaching
faculty) or Supervisor (admin staff). Staff members who are found to be off campus without approval
will have one day’s salary deducted from payroll for the first offense. Future offenses will be dealt with
more severely.

Sick Leave

All employees of ABS are granted a specified number of days off due to illness of a temporary nature.
Sick leave will be authorized when the employee is unable to work because of sickness or injury. ABS
offers sick leave in accordance with Kuwait |ABS laws. Any employee proving their sickness by a
certificate from a medical officer of a known private or Ministry of Health run medical facility shall have
the right to take the following sick leaves within the relevant year with salary payments as follows:

T 6 dayswithfull wage

1 6 dayswiththree quarters wage
I 6 dayswithone halveswage

1 6 dayswithone quarterswage
6 dayswithno wage

Sick Leave can only be awarded if a doctor’s note is obtained and submitted along with the ABS Sick
Leave Form.

Sick leave is neverapproved on a Thursday, Sunday, or a day prior to, or after any holiday. Staff absent
on these days will be financially penalized for 2working days and not eligible forsick leave. Leniency on
this policy is considered on a case-by-case basis.
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Consistent attendance is an essential duty of all ABS staff. Frequent absences cause disruption to
students, as well as place an unnecessary burden on fellow faculty/admin staff. Faculty members
absent more than 3 days in the academic year will have subsequent absences reviewed for
legitimacy. Teachers who accumulate more than 6 absences in the academic year may have their
employment contract terminated if absences are deemed frivolous.

Every absence due to sickness or injury must be accompanied by completion of the Sick Leave Form.

The employee requesting sick leave must call their principal or supervisor between 6:00amand 7:00am
to informthem of theirabsence as well as having substitute teacher lesson plans easily identifiable in

their desk. Instructions for the substitute teacher are the responsibility of the teachefhese
instructions should contain lesson plans and textbooks in use, etc.

If a teacherisabsent, substitutes will be drawn from a pool of teachers during his/her prep period. In
orderto be fairto those teachers who have a perfect attendance record, the pool will consist of
teachers who have been absentsince the beginning of the school year.

Absence during final 5 weeks of academic year

All absences by Teaching staff during the 5 final weeks of the academicyear, willbe unpaid and
unexcused. Thisincludes absences accompanied by adoctornote. There will be no approved leave
duringthistime period.

Maternity Leave

Employees who have successfully passed 100 days of employment at ABS are eligible for up to thirty (30)
days paid maternity leave of absence. Requests for paid maternity leave must be made in writingnoless
than two (2) months prior to the date the leave is to begin and must specify the period for which the
leave is requested.

Employees shall be informed in writing of the date the employee is expected to return to work. An
employeewhofailstoreturntowork whenscheduled, forwhateverreason, shall be considered to have
resigned his/her employment with ABS. An employee who takes maternity leave and who returns as
scheduled will be returned to his/herformer position, if such position exists. If the employee’s position
no longer exists, ABS will make every efforttoreturnthe employee to an available, suitable alternative
position.

Other Types of Leave

Emergency Leave
Absence forpersonal, emergency, orother reasons must be presented to the Superintendent. The
Superintendent willreview the request for final determination. The recommendations may include, but

not necessarily be limited to, the following options:

1. Approval with nodeduction of pay
2. Approval with loss of one day's pay foreach day absent
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3. Denied
Bereavement Leaw

ABS bereavementleave is asfollows:
1°* degree relatives - Parents, Child, Siblings: 5days if outside of Kuwait, 3daysif inside of Kuwait.
2" degree relatives—Uncle, Aunt, Grandparents: 1day if inside of Kuwait, no leave if outside of Kuwait.

Professional Leave Personnel who desire to attend a professional conference or make aschool
business trip should make the requestin writingtothe Superintendent. The Superintendent will
evaluate the requestand approve ordisapprove accordingtothe options stated above.

Immediately Before or After Long Vacation Leavéo teacherwill be given permissionto leave early
nor return late aftervacation periods or days. Should he/she do so, he/she will receive salary deduction,
and possible disciplinary action.

Personal.eave- One free personal day will be allowed per person perschool year. Personal days
cannot be accumulated. This day will:

 notbetakeninconjunctionwithaholiday.
I beapprovedinadvance by the employees’ Principalone week in advance of requested holiday.

Employee Responsibilities and Benefits

Confidentiality and Non -Competition Undertaking

As stipulatedin your Employment Agreement and the School internal policies, you are under ongoing
obligation to be bound by the provisionsthereof including the obligations of loyalty, non-disclosure of
confidential information, non-competition and clear commitment towards the School interests.
Specifically:

Unless (1) your position permits youto do so, and (2) you were authorized to do so by the Management
in writing, your full compliance with respect to your confidentiality obligation includes butis not limited
to:

I The release to any person of the School’s files, programs, documents, work product, prices,

transactions, proposals, methods, processes and the like.

I Theaboveapplies to all data orinformation in whatsoever form including electronic files, and
the prohibition against non-disclosure extends to copying the School’s confidential information
into non-School computers and to transmission instruments like mail, e-mail, and fax.

Your oral discussion or presentation of the School’s confidential information and data.
Breach of the confidentiality undertaking includes your failure to report the breach of
confidentiality by other employees of which you become aware or should become aware.
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26| Page — ABS Employee Handbook 2010/2011




With respect to your non-competition obligation, you hereby acknowledge that you have become or
may become a privy to the School’s files, programs, documents, work product, prices, transactions,
proposals, methods, processes and the like, and that the School continues to make substantial
investment in the same and in your training and upgrading of your professional skills, and that the
School will sufferirreparable harm and damage if the same were disclosed to others outside the School
withoutauthorization. By working for the school, therefore, you unconditionally accept to refrain the
Confidentiality and Non-Competition Undertaking for at least two years following the termination or
expiration of your employment with the School.

Privacy Policy - Giving out Confidential Student/  Employee/ Parent contact
information

Teachingand administrative staff are prohibited from giving out parent/employee/student telephone
numbers, grades, and all other private information to other parents/individuals/organizations. Violating
this privacy policy will resultin disciplinary action and may even constitute grounds for termination.

Full Teaching Load
A full-time teacher at ABS will have the following teachingload:

Elementary 30 periods per week, averaging 6 periods of teaching per day (of 9 total), with 3 prep
periods perday.

Middle and High Schoo?5 periods per week, averaging 5 periods of teaching per day (of 7 total), with
2 prep periods perday.

Allteachers are assigned aschedule of playground or cafeteria supervisory duties.
Teachers may opt to “sell” their prep periods and take on an additional course, for extra pay. Teachers
who wish to do so may contact their principal.

Extracurricular Tutoring

ABS considers the education of its students its primary goal. The School takes pride in developing
programs for students that encourage and expand students’ abilities and wants all tools available to
themto excel intheirstudies. We also take pride in adheringto high ethical standards. There will
instancesinwhich parents may ask that theirchild receive specialtutoring from an ABS staff member
for a fee. However, itis strictly prohibited as well as unethicdbr a teacherto tutor his/herown
studentfora monetaryfee.

If an occasion such as mentioned above arises, the Staff member should referthe parents and the child
to Oxford Learning Center, atutoring company we officially endorse. ThisPolicy ensuresadherence to
the School’s Non-Competition and Confidentiality Undertaking as well as promotes presenting avariety
of sourcestohelpa studentachieve successinthe academicarena.
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ABS offers after-school study hall as well in which students may incorporate a structured period of study
intotheirday. Staff assigned to monitorthis activity will be encouraged to offerassistance to the
studentsincompletingtheirwork.

Violating this Policy will resultin disciplinary action and may even constitute grounds fortermination.

Professionalism

All ABS employees are expected to perform their duties diligently and in a professional and ethical
manner. Squanderingtime with gossip and similar unproductive activities that do notfurtherthe
school mission is unacceptable. ABS employees are expected to always respect the dignity of individuals
and to provide excellent customerservice to parents, students, other staff, orthe general public. ABS
expects all employees to abide by the professional standards of their occupation.

Insurance

All staff members are covered by the Kuwait compulsory healthinsurance. Additional healthinsurance
isalso available to eligible employees.

ABSOverseas Teacher Housing

a) ABS accommodations are single-occupancy only. Staff members may notinvite aroommate,
boyfriend, girlfriend, fiancé, driver, maid, etc. to live withthemin ABS housing whetherfora
subletfee, or withoutcharge. Should an employee desirealawful spouse tojointhemin ABS
housing, awritten request must be submitted to the HR office atleast 30 days priorto the
desired move-in date. Should an ABS staff memberin ABS accommodations violate this policy,
they are subjecttoloss of housing privileges and any recourse to a housing allowance.

b) Staff whooccupy ABSemployee housing will incuraKD 60 Apartment cleaning deposit. ABS
housingis expected to be cleaned as follows at time of checkout:

Kitchen and bathroom thoroughly cleaned and odorfree.

Floors sweptand moppedthoroughly.

All bedding and towels laundered and folded neatly.

All dishesand utensils must be cleaned and putaway neatly in the cabinets.

The washerand dryer must cleaned on the exteriorandinterior.

The ironing board must be folded, and the iron must have cord wrapped around it.

The KD 60 Apartmentcleaning deposit willbe refunded at time of apartment check-inif the
apartmentisreturnedto ABS in the clean state it was at original time of check-out. Staff whose
apartmentsdon’t meet the criteriaabove will be charged the fullamount of the KD 60 cleaning
depositinorderto pay for apartment cleaning services.

¢) Maintenance and Repairrequests —Requests forapartment maintenance should first be
directed toyourbuilding caretaker (hariss). ABSis only responsible for maintenance of our
appliances. Requestsfor maintenance orrepair of ABS appliancesinyourapartmentshould be
submitted tothe HR office who will then forward the request to the ABS maintenance
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department. Allow up to two business days forthe maintenance team to make a visittoyour
apartment.

d) Telephone installation —Staff who wish to have a landline installed in theirapartment may
submita requestand payment of KD 75 (annual fee) tothe HR department. Please allow up to
twoweeks forinstallation. Note thata Civil ID must be obtained priortorequestforlandline
installation.

€) Internet—Asan ABS employee, you are eligible for discounted DSLInternet rates from
Qualitynet. Please contact the HR office fordiscount and installation information. You must
have a landline active in yourapartment before installation of DSL.

f) Transportation— Bus transportation will be provided forall teaching staff living in ABS provided
housing to and from school for 6 weeks only, beginning from the first official day of employment
for the academic year for all teaching staff.

Note: You are responsible for finding alternate transportation (e.g. taxi) if you cannot meet the
scheduled time of departure for ABS provided transport.

g) Teachers who wish to move out of ABS housing must see the HR office for the application for
housing allowance. The minimum notification period must be provided by the employee in
orderto avoid an unnecessarily prolonged wait for the housing allowance benefit. Employees
who move out mid-year will be responsible for moving and storage fees incurred by ABS.

a. Teachers who wish to move out of ABS housing after completion of the school year,
must notify HR in writing no later than May 15".
h) Teachers who avail of the ABS housing allowance are required to provide their new home

address to the HR office for emergency purposes.

Employee Standards

Exam Integrity

Every ABS teacherisresponsibleforthe security of theirexams. If an exam s leaked, stolen, or
comprisedinany way, and it is determined that the teacher was negligent or careless, the teacher will
be subjectto disciplinary procedures up to and including termination of employment.

Semester Exams (High School only) must be stored inthe library underthe supervision of the school
librarian and High School Principal.

Teachers may not take exams home to grade. All exams must be graded on campus and scanned backin
at the library priorto leaving for home at the end of the work day.

Staff Discipline
ABS attempts to provide employees who violate policies or exhibit unsatisfactory job performance an
opportunity to comply with faculty or departmental requirements by means of progressive disciplinary

actions.
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Employees are expectedto abide by the established rules and policies of their departments, and the
school.To enable themto do this, administrative officials develop clearand reasonable departmental
policiesand performance expectations, investigate the circumstances of apparent policy or rule
violations or unsatisfactory performance before taking disciplinary action, and ensure that prompt,
consistentdisciplinary actionis administered.

The intent of this policyisto use a series of progressive disciplinary actions when appropriate as a
means to assistand encourage employeesto correct their conductand to achieve satisfactory work
performance. Particular circumstances may, in some cases, be exceptional orsingularand the related
disciplinary actions shallbe tempered or expanded because of the facts of the situation. Violations of
the school rules against child abuse and inappropriate relationships with students and other minors,
sexual harassment, the staff Rules of Conduct contained herein, orother ABS, and/or departmental
rules or policies may resultin specificdisciplinary measures, including discharge.

Employee Discipline Policy

ABS hasinstituted a seriesof disciplinary actions, corrective in nature, in order to provide employees the
opportunity toimprove job performanceand comply with departmental and school policies. Such
actions range from counseling/coaching, verbal and written warnings, disciplinary probation/disciplinary
suspension without pay, financial penalties, to discharge, as deemed appropriate by the school
disciplinary committee.

The responsible administrator, with the assistance of the Human Resources Manager shall also
determine whether particularviolations of the ABS Staff Rules of Conduct and other ABS and/or
departmental rules or policies are serious enough to warrantimmediate specific disciplinary measures
outside of progressivediscipline, including discharge. Where "serious violations" are referenced in this
manual, "seriousviolations" shall be those acts of serious misconduct, or conduct which could resultin
injury or loss of life, property, orimpairment of school operations, or disregard of the school's policies
on sexual harassmentorrulesand guidelines on child abuse and inappropriate relations with ABS
students and other minors.

PROCEDURES

Step 1- Counseling/coaching the most common method employed forassisting the employee to
improve work performance or comply with rules and policies. Counseling or coaching shouldbe a
cooperative attemptatdeterminingand correcting the problem. With the exception of serious failures
to conformto rules and/or policies, as determined by the responsible administrator, disciplinary actions
will occur only after counseling/coaching efforts have been unsuccessful. Administrators will keep notes
and documentation of such counseling/coaching efforts.

Step 2- Warningsmay be eitherverbal or written. A written warningis used for more serious errors,
failure tomeetjob requirements orviolations of rules and/or policies, as determined by the responsible
administrator, orwhen averbal warning has not produced satisfactory results. Either type of warning
shall specify problem(s) and whatactionis required to correctit. The responsibleadministratorwho
issues averbal warning shall maintain notes of the date and contents of the discussion and shall advise
the employee thatarecordis being maintained.
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A written warning shall explicitly state thatitisa "written warning" and shall specify that further
disciplinary action will ensue if the employee fails to achieve a satisfactory level of performance. A copy
of the warning shall be sentto Human Resources.

Step 3 Disciplinary actionsre of two types, disciplinary probation and disciplinary suspension, and
shall be used when a priorwarning does not produce satisfactory resultsin correcting behavior whichiis
not in compliance with ABS/departmental rules of conduct or uncorrected performance deficiencies, or
when the responsible administrator determines that aviolation of arule and/or policy is serious enough
to warrant such action without prior use of less severe discipline. Inserious cases, both types of
disciplinary actions may include financial penalties.

Table of Financial penalties for employee disciplinary action:

Salary Penalty
Minor repetitive cases 1 to 2 day salary deduction
Serious cases 3 to 7 day salary deduction
Severe cases 8 to 14 day salary deduction

Disciplinary probatiorshall be for a specified period of time, not less than 1 month nor more than 6
months, during which time the employee's performance or behavior shall be closely monitoredinan
effortto effectimprovement orchange. Disciplinary probationis usually applicable to unsatisfactory job
performance or dependability problems, such as unsatisfactory attendance, and carriesanimplied
obligation toretain the employee for the duration of the period of disciplinary probation. If, however,
new problems arise duringadisciplinary probation period or performance significantly declines during
this period, immediate discharge may occur.

Disciplinary probation shall be initiated by memorandum to the employee which explicitly contains the
following:

1. Inclusive dates of probation period.

2. Specificnature of problem(s) resultingin probation, including specificexamples of incidents for each
problem.

3. Corrective actionrequired, including specificand reasonable standards related to the deficiencies
outlinedin#2, above.

4. The consequences of failureto correctthe problem(s) withinthe disciplinary probation period.

5. Notice thatimmediate discharge may occurif new performance deficiencies arise within the
disciplinary probation period.

A copy of this memorandum shall be provided to Human Resources.

Disciplinary suspensionis the temporary release from duty of a regular staff employeeforup to 30
calendardays without pay and isapplicable when the responsible administrator determines thata
violation(s) orrepetition of violation(s) of ABS, faculty and/ordepartmental rulesand policies are
serious enough to warrantsuspension. This action shall be preceded by a pre -suspension without pay
meeting. Should a full-time employee's conduct warrant more than two suspensions withinatwo year
period, dismissal and termination of the employment contract shall be considered.
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Written notice of disciplinary suspension shall be given the employee with a copy to Human Resources
and shallinclude the following:

Reasonforthe disciplinary suspension.

Reference to and conclusions drawn from the pre-suspension meeting.

Inclusive dates of suspension duration.

Advice toemployeethat failure toreturntowork on the first scheduled workday following the
suspensionwill resultin discharge.

Ao

Dischargds the involuntary termination of the contract of an employee by aresponsibleadministrator.
The discharge of a nonprobationary full-time Staff employee shall not occur unlessthere is aserious
violation(s) orrepeated violation(s) of ABS, and/ordepartmental rules or policies, or uncorrected failure
to meetjobrequirements. A predischarge meeting shall be scheduled and shall precede the decision to
discharge an employee.

The affected employee shall be notified in writing of:

1. Thereasonfordischarge.

2. The facts of and conclusions drawn from the predischarge meeting conference.
3. The effective date of discharge.

The appropriate payroll documents shallbe processed in a sufficiently timely mannerto ensure thatany
discharged employee receives all wages due on the next regular pay day. The employee must reportin
person to the accounting office to sign final exit papersin ordertoreceive the final settlement
paycheck.

Verbal abuse and Hostile behavior

A staff memberwho verbally abuses or exhibits hostile behavior with a Principal, teacher, staff member,
or student will have their contractimmediately terminated in accordance with article 55 of Kuwaitlabor
law.

Employment Contract Renewal

Non-Renewal ofTeachingContract

Through the evaluative procedure, certain defects may be shown to existinateacher's performance.
The teacheris expected to take corrective action and the administrator will make frequent observation
to ensure thatsuch effortis beingmade. If after these observationsthe situation remains unresolved,
the administrator will inform the teacherin writing that non-renewal of contractisimminent.

Premature Termination offeachingContracs and Administrative Contracts
A teacher's contract may also be terminated for specificwritten reasons; such as inappropriate/

professional misconduct, poor performance, consecutive unacceptable evaluations, drop in enrollment,
or otheruncontrollable causes.
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Renewal of Contract

All faculty renewals shall be in accordance with the teacher contract. Faculty members wishingto
renew their contract with ABS must do so between December 15 and January 15. Afterthistime, all
remaining positions will be released for open recruitment.

Termination of Administrative Cotmacts

An administrative contract may also be terminated for specificwritten reasons; such as professional
misconduct, poor performance, consecutive unacceptable evaluations, etc.

Administrative contracts require aminimum of 30 days written notification of termination/resignation,
with the final day of employment to occur between the 25™ and the 30" day of any month. Managerial
positions requirea45 to 60 day notification in cases of resignation. Thisis to allow sufficient time for
recruitmentand training of replacement staff.

Employee Performance Evaluations

Criteria used foperformance evaluation and appraisatsTeaching Faculty

The teaching evaluation and performance appraisal scheduleforthe academicyear isincludedin the
faculty handbook. Amongthe criteria presentin the evaluation are:
In Class Profile:

1. Knowledgeof Subject Matter
Techniques of Instruction
Effective and Regular utilization/inclusion of Technology
Classroom Management
Student-- TeacherRelations

AN

Out of Class Profile:
1. Professional Growth
2. Contributiontothe School

Teaching Preparation anBrofessional Responsibilities:

1. Creation of Semester plans prior to start of each semester, outlining material to be
covered week by week.

2. Submittal of weekly lesson plans to administration on time for approval.

3. Submittal of weekly homework and classwork materials to ABS website by deadline
stipulated.

4. Taking daily student attendance using Gradequick software.

5. Maintaining all student grades in Gradequick software (with weekly updates).

6. Gradingand electronically posting all studentgrades within 8 days of the completion of
any graded assignment.
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10.

11
12.

Replying to and initiating email and telephone contact to parents regarding grades,
behavior, missing assignments, etc.

Meeting the minimum requirements stipulated by ABS for number of graded
assignments, graded tests and quizzes per term.

Submittal of all major exams to administration at least 10 days before exam date - for
approval.

For secondary teachers — Submittal of review guide for exams for approval at least 10
days before exam dates. Posting online of review guides for student access at least 7
days prior to exam.

Meetingall deadlines fordetermining all final course grades prior to report card dates.
Making amendments, edits, etc. to lesson plans, weekly overviews, and exams, as
required by administration.

Personal Traits

1.

ok wnN

Tact

Sense of humor
Good judgment
Initiative
Flexbility
Integrity

Criteria used foperformance evaluation and appraisalsAdministrative Staff

Administrative Staff evaluations and performance appraisals are heldthree timesduringthe firstyear
of employment, and twice yearly thereafter. The first appraisal is scheduled after the employee has
successfully crossed the probationary period of employment.

Amongthe criteriaused forevaluationare:

1

NousrwnN
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Ability to carry outall job duties and assignments as written in employee job description.
Attendance and punctuality

Effective reporting

Job efficiency

Degree of proactiveness

Overall contribution to the school —extracurricular activities, committees, etc.

Personal traits




ABSEmployee Handbook
Acknowledgement Page

Dear ABS Employee,

Welcome to the American Bilingual School! This Employee handbookisintendedtoansweryour
guestions about basicschool policies and operating procedures before they arise. Itishopedthat
throughthe pages of this handbook you may become betteracquainted with ABS and so fulfill
your responsibilities efficiently and reliably, while at the same time enjoying your experience to
the fullest.

It isyour responsibility to familiarize yourself with its contents so that we can maintain
consistency and smooth day-to-day operations.

Adherence toschool policy is expected of all school personnel. The procedures containedinthis

handbook are not inflexibleand changes can and will be made as the need may arise.

Your signature below, indicating that you have received the ABS employee handbook and policies
contained therein, isrequired to complete the employment contract between you and ABS:

Employee Name Date
Signature
JobTitle Department
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