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Important Contact names and Telephone Numbers 
 

Chairman      Mr Ahmed El Fehdi 
 
Director      Mr Boubkher El Fehdi 
 
Headmistress       Mrs Patricia King             2020  

Deputy Headmaster                           Mr Richard Udy  2002 

Head of Secondary     Mr Adrian Scarlett  2003 

Head of Primary     Ms Sinead Costello  2021 

PPM        Mr Antonio Vitale  2011 

Deputy Head of Primary     Ms Jade Vitale  2016 

KS2 Coordinator      Mr Stephen Zammit  2016 

KS1 Coordinator     Ms Lucy Kay   2016 

Head of Science     M Paul Brown   2011 

Head of Mathematics     Mr Antonio Vitale  2011 

Safeguarding Lead     Mrs Patricia King  2020 

Nurse       Ms Samira   2017 

Head of Resources      Mr Driss   2008 

Deputy Director     Mrs Mounia Hammouda 2012 
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Mission Statement 

The British International School of Casablanca (BISC) , aims to provide quality teaching and learning 
for all its pupils, delivering a curriculum for the development of the whole child and one that is fit 
for the 21st century, in a safe, secure, happy, caring and stimulating environment. 

 

Ethos Statement 

The British International School of Casablanca serves its community by providing an education of 
the highest quality within the context and understanding of shared values e.g. care, consideration 
and co-operation, honesty, respect and openness. The school promotes an understanding of the 
meaning and significance of these values through the experience it offers its pupils and through the 
school’s motto: Aspire, Act, Achieve. 

 
OUR AIMS: 

• Ensure that ‘every person matters’  

• Create an interesting and stimulating environment which reflects our values and 
promotes a sense of community as well as an individual sense of self-worth; 

• Develop a community of life-long learners where access to knowledge is a right 
for all and a recognised achievement; 

• Provide learning experiences that will allow all pupils equal opportunities to 
develop their critical thinking and creative skills; 

• Promote social, cultural, and moral development, preparing pupils to be 
responsible citizens; 

• Encourage the partnership with parents/guardians and foster positive links with 
the community. 

 

GOVERNANCE AND MANAGEMENT 

 
Introduction 
The British International School of Casablanca is a private institution administered by an appointed 
Board of Governors. The constitution of the Board is laid down in the articles of association. 
 
The Governors delegate the day-to-day running of the school to the Headmistress, that is, the 
academic management and all matters to do with the education and welfare of the pupils. Financial 
and non-teaching matters are handled by The Director and/or The Chairman.  
 
The Board of Governors 
The Full Board of Governors meets in school on a regular basis to hear reports from The Chairman, 
The Director, The Headmistress, The Deputy Headmaster and any other school section that is 
appropriate. The Full Board debates and agrees policies as they are presented to it. 
 
 
 
 
The Management of the School 
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There is a Senior Leadership Team (SLT) comprising od the Headmistress, the Deputy Headmaster, 
The Head of Primary and the Head of Secondary. The SLT meets twice a week to review broader 
matters on policy and strategy and to prepare for the whole staff briefing.   
 
The Middle Management Team  
The Middle Management team includes The Primary SLT team and the Secondary Team meeting.  
They meet weekly with the SLT team members to discuss various school issues and contribute to 
policies and school strategic documents. 
 
Departmental Meetings  
These can be arranged when the Departmental Head or team members feel appropriate. Here, 
matters directly inclined to the needs and concerns with the department are discussed. All minutes 
must be passed top section heads and a copy to the Headmistress. 
 
Staff Meetings/Insets 
Whole school staff meetings and/or insets days are held at the start of each school term and on 
designated occasions as appropriate. Teaching staff meets every Wednesdays for essential briefs. 
There is a weekly reflection and Inset meeting every Tuesday afternoon for Teachers and 
Wednesdays for Teaching Assistants. 
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School Academic Leadership Structure 
(TBC) 
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LEADERSHIP STRUCTURE 

Within this structure, it is ultimately the Headmistress’s role to lead learning and teaching, 
while taking into account changes in the British National Curriculum and the Cambridge 
Curriculum with support of the Deputy Headmaster, she recruits teachers that support the 
ethos and values of the school; recognising areas that need Continuing Professional 
Development (CPD) and implementing the necessary training; maintaining a community of 
information sharing and support; assuring that the necessary resources are in place; and 
monitoring the targets and performance of the academic team. The Deputy Headmaster is 
responsible for the organisation of the school day, specifically, the timetable and the lesson 
timings; examinations, the effective use of classrooms and teaching spaces; utilising staff to 
their full capacity; and maintaining the school ‘s information database.  
The Key stage Coordinators and PPMs are line managed by the Head of schools and overseen 
by the Headmistress and the Deputy Headmaster.  
 
The Key stage Coordinators and (The Pupil Progress Manager) PPM’s role is to raise standards 
in learning and teaching in their section by securing an appropriate and effective curriculum, 
while promoting the use of learning and teaching processes that will enable learners to 
achieve their full potential. This includes setting challenging targets in conjunction with 
teachers, and using those to monitor performance and assessment achievements. They are 
responsible for managing a team of tutors that effectively communicates with learners, 
teachers, and parents on the academic progress of learners. They are responsible for 
communication with parents on the structure of the curriculum and the organisation of the 
learning day.  
 
The Key stage Coordinators and PPMs must maintain current and up-to-date information on 
the SIMS database on all learners under their supervision. The Tutor and co-tutor are 
responsible, with support from the key stage coordinators and PPM, for supporting learners 
to create effective targets in their learning; make the transition from one year group to the 
next; and supporting appropriate subject choices by learners at that point, so that they realise 
their full potential in all areas of the curriculum. Tutors are responsible for liaising with subject 
teachers and reporting assessment and academic performance to parents. Tutors may be 
required to contact parents directly and invite them into school should that be deemed 
necessary.  
 
The Head of Department (HoD) is responsible for producing Departmental Learning and 
Teaching Guidelines, that include the four segments: Design (teaching plans), Delivery 
(Schemes of Work (SoW)), Assessment, and Review (monitoring and evaluation of learning 
and teaching). The HoD is responsible for the management and implementation of the 
Departmental Curriculum Policy. The HoD is required to contribute to the performance 
management of the teachers in the department and advise line managers on staffing needs. 
The HoD is required to maintain a budget sheet that outlines financial spending and resource 
needs. The subject teacher is required to follow the SoW and plan lessons and sequences of 
lessons that effectively consider the individual needs of each learner. It is expected that 
subject teachers will liaise with both the learner‘s tutor and the SEN Department in order to 
effectively differentiate and meet the learner‘s needs. 
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EXTRA CURRICULAR EXPECTATIONS  

The BISC ECA Programme is designed to be a platform where students are encouraged to 
develop their leadership qualities, improve their social skills, and practise the school’s values. 
This also allows students to broaden their horizons and try new things and finally be given the 
opportunity to develop positive interactions between themselves and teachers within a 
different setting. 
 
Both the Primary, Secondary and 6th Form sections of the school have a similar organisational 
structure where students are provided with the opportunity to participate in a wide range of 
activities over the course of the year. Teachers are at the heart of the ECA program and each 
teacher is expected to fully participate in the program. The school expects each teacher to be 
involved in ECAs. 
 
ECA STRUCTURE 
 
The ECA programme is structured on a termly basis where the students will be able to choose 
to participate in three ECA activities - Creativity, Activity and Service. 
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GENERAL INFORMATION 

 
SCHOOL TIMINGS 
 
EYFS 
 
09.00 – 15.00  
 
 
Y1 to Y6 
 
08.00 – 16.00   
10.00 – 10.15 Break 
12.00 – 12.50 Lunch 
14.40 – 15.00 Break 
15.00 – 16.00 ECA 
 
Y7 to 6th Form 
 
08.00 – 08.10 Registration / Tutor Time 
08.10 – 09.00 Period 1  
09.00 – 09.50 Period 2 
09.50 – 10.10 Break 
10.10 – 11.00 Period 3 
11.00 – 11.50 Period 4  
11.50 – 12.50 Lunch  
12.50 – 13.40 Period 5 
13.40 – 14.30 Period 6 
14.30 – 15.20 Period 7 
15.25 – 16.30 ECA 
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LATENESS  
 
Teachers should be consistent and vigilant dealing with late comers to class.  If a student is 
late to class, they should be warned.  On subsequent occasions an appropriate comment 
should be written in a student’s planner. If a student arrives more than 5 minutes late, with no 
reasonable excuse, he/she should be sent to the Secretary before being admitted to the classroom. 
 

USE OF ENGLISH 
 
Please remember that the language of communication in school is English.  When interacting 
with students in class, corridors or the playground English must be used by ALL staff.  The only 
exception to this rule is during a language lesson when the language of instruction should be 
the language being studied or to support understanding. 

REGISTRATION TIME 

It is a very important part of the school day and sets the tone for learning that students will 
take with them into lesson one.  It is important that this time is structured and organised.  
Form classes in Secondary will meet for 15 minutes at the beginning of each school day.  

ASSEMBLIES 

Assemblies form an important part of the pastoral programme.  Section assemblies take place 
weekly. Co-coordinators are responsible for providing a programme of assemblies and each 
class is expected to contribute to presentation at assemblies. Class teachers, Class tutors and 
students are also invited to lead assemblies.  Students should not be allowed to simply 
produce a PowerPoint presentation which they then read to the audience.  We should be 
encouraging our students to speak or perform confidently in public and developing these skills 
as part of the tutor time experience. 

REWARDS & SANCTIONS PROCEDURES 

All students are expected to adhere to our Code of Conduct policy and staff are expected to 
apply the Rewards and Sanctions policy consistently and fairly. There is a clear process of 
escalation and ultimately, students who cannot comply with our expectations may be asked 
to find an alternative school. Communication with parents is a vital part of our rewards and 
sanctions policy in school and their involvement in both the positive and negative aspects of 
their child’s education is paramount.  
 
Celebration assemblies take place regularly to celebrate the achievements of our students. 
Class teachers and tutors are responsible for collating this information, sharing it with parents 
and passing it onto the relevant Tutors.   All staff and parents should be encouraged to pass 
on information about students´ achievements out of school as well as in school, in order for 
us to fully celebrate their successes and achievements. 
 
DISPLAYS 
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Displays should be updated regularly and must be removed at the end of the academic year.  
All displays should be kept neat and tidy and must be validated by the Administration before 
putting up on the notice board.  ALL display boards must be backed and bordered at the 
beginning of the school year.  
Subject teachers may take responsibility for notice boards in the corridor closest to their 
teaching room. Some boards can be used for PSHE activities, but all should model examples 
of students’ good work. 
 
HOMEWORK POLICY 
 
Homework should be set as a purposeful and, wherever possible, personalised/differentiated 
task. Homework should not be set for the following day as far as possible. Homework tasks 
should consist of a variety of activities including extension work, catch up work, consolidation, 
re-drafting of work, research, reading, inquiry assignments and revision. Homework should be 
completed on time and to an acceptable standard. Teachers should make sure that students, 
especially in Years 3-9, write down in their planners a note of their homework and the due 
date for return. Tutors should monitor the use of planners for accurate recording of homework 
and should ensure the planner is signed by them and a parent every week. 
 
In Years 7-9 students should be given an agreed timetable. Tasks should not last more than 
30 minutes on average and students should not be undertaking more than 60 minutes per 
night. Extended assignments or projects should be limited in Years 7 and 8. Class teachers and 
tutors will monitor the distribution of homework to ensure a balanced programme is offered 
and that students are not overloaded on individual days. 
 
In Years 10 and 11 students should receive homework in each IGCSE subject at least once per 
week. There is a homework timetable in place for this. This may take the form of assignments 
stretching over a period of weeks, but must be monitored by the teacher every week. The 
Form teacher will monitor the distribution of homework to ensure a balanced weekly 
programme. More individual and personalised homework tasks should be evident at this stage 
and students should be encouraged to compile their own homework study programmes.  
 
SPECIAL EDUCATIONAL NEEDS  
 
The British International School of Casablanca is committed to enable every student on its roll 
to excel in their studies and to provide opportunities and resources within these students’ 
reach to enable those with special educational needs, to make progress and grow in 
confidence. The school believes in equal opportunity for all students admitted at the school 
with different abilities. This policy aims to put in place provision for all students who need 
extra support for learning. This may be because they have a special or additional educational 
need, a medical condition or English as an Additional Language. In line with this The British 
International School of Casablanca reserves the right to charge for extra support.  
 
GIFTED AND TALENTED 
 
At The British International School of Casablanca, we aim to help children reach their full 
potential. Our school is a community in which children, parents and staff should be part of a 
happy and caring environment. All students should be given the opportunities, both within 
the classroom and outside the classroom, to excel. We aim to be a school with “no ceilings 
and strong floors”. 
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DEFINITION OF GIFTED AND TALENTED 
 
DCSF and OFSTED define gifted students as those with academic ability which places them 
significantly above the average for their year group. Talented students are defined as those 
whose abilities in Art, Music, Dance, Drama or Sport are significantly above average. However, 
some students will be capable of success across a wide range of abilities and school systems 
should not be a reason for limiting these students’ achievements. 
  
 
We work from the assumption that all students have the potential to develop into gifted 
students. We also believe that students with a particular talent should be encouraged and 
supported as much as is possible within the school. 
 
IMPLEMENTATION 
 
The majority of provision will be coordinated by the Special Educational Needs Coordinator 
SENCO. The Coordinator works closely with the teachers, team of TAs and subject teachers to 
ensure that the provisions are implemented.  
 
 
TEACHING AND LEARNING POLICY 
 

At The British International School of Casablanca, we believe in the concept of lifelong 
learning, and in the idea that both adults and students learn new things every day. We 
maintain that learning should be a rewarding and enjoyable experience for everyone; in short, 
it should be fun. Through our teaching, we equip students with the skills, knowledge and 
understanding necessary to be able to make informed choices about the important things in 
their lives. We believe that appropriate teaching and learning experiences help students to 
lead happy and rewarding lives. 

AIMS AND OBJECTIVES 

We believe that people learn best in different ways. At our school, we provide a rich and varied 
learning environment that allows all students to develop their skills and abilities to reach their 
full potential. 

Through our teaching, we aim to: 

• Enable students to become confident, resourceful, enquiring, and independent 
learners. 

• Foster student’s self-esteem and help them to build positive relationships with other 
people. 

• Develop student’s self-respect, encourage them to understand the ideas, attitudes and 
values of others, and teach them to respect other people's feelings. 

• Show respect for a diverse range of cultures and, in so doing, to promote positive 
attitudes towards other people. 

• Enable students to understand their community & help them feel valued as part of it. 

• Help students grow into reliable, independent, and positive citizens. 
 
NUMERACY 
 
At the British International School of Casablanca, we are committed to raising the numeracy 
standards of all our students. We want all our students to use transferable numeracy skills 
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across the curriculum to make their progress in each subject more efficient and better defined. 
Furthermore, we want to empower our students beyond school; we want them to use and 
develop these skills to be successful in further education and in everyday life.  
Numeracy at BISC will go beyond mathematic knowledge and computational skills; it will 
develop the student’s ability to be systematic through problems involving numbers, shapes, 
space, and measures.  
 
All staff at BISC will:  
 

• Support the students understanding of the size of a number and where it fits into a 
number system.  

• Develop shared language and methods in areas where it is necessary to use established 
mathematical conventions.  

• Support the development of a variety of methods to solve a problem such as mental, 
oral and written methods.  

• Develop the awareness of possible difficulties and common misconceptions in 
students understanding of numerical methods.  

• Develop the students’ skills in estimation and approximation and have strategies for 
checking the reasonableness of their answers.  

• Empower students to explain their methods and reasoning using consistent language.  

• Communicate regularly with the mathematics department and other departments 
regarding difficulties and successes in developing a student’s numeracy skills.  

• Support the development of interpretation skills among students encouraging them to 
explain how and why certain predictions are made from information given in graphs, 
charts and tables.  

• Identify and share key numeracy skills and applications that occur in different 
curriculum areas within the school.  

• Make explicit situations when students and staff are drawing on numerical skills to 
solve problems or interpreting information.  

• Encourage the use of mental or written methods to solve problems and only to use a 
calculator when appropriate.  

• With the support of the mathematics department develop and build on a range of 
strategies to support the development of numeracy across the curriculum, and to 
determine intervention strategies for pupils encountering problems.  

• Use the numeracy box resources and vocabulary whenever possible to support the 
numeracy content in their lessons.  
 

 
“The Acquisition of at least basic mathematical skills is vital to the life opportunities and 

achievements of individual citizens. Research shows that problems with basic skills have a 
continuing adverse effect on people’s lives and that problems with numeracy lead to the 

greatest disadvantage for the individual in the labour market.” 
Smith, Making Mathematics Count 
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LITERACY 

 
All teachers are teachers of literacy. The British International School of Casablanca is 
committed to developing literacy skills in all of our students, in the belief that it will support 
their learning and raise standards across the curriculum because:  
 

• Students need vocabulary, expression and organisational control to cope with the 
cognitive demands of subjects. 

• Reading helps us to learn from sources beyond our immediate experience. 

• Writing helps us to sustain and order thought. 

• Language helps us to reflect, revise and evaluate the things we do, and on the things 
others have said, written or done. 

• Responding to higher order questions encourages the development of thinking skills 
and enquiry. 

• Improving literacy and learning can have an impact on students’ self-esteem, 
motivation and behaviour. 

• High standards of literacy allow students to learn independently. 

• The ability to communicate is empowering.  
  
In the context of this document the term “literacy” is used to embrace all aspects of 
language development: Reading, Writing, Speaking and listening 
 
 
SOCIAL NETWORKING POLICY 
 
GUIDING PHILOSOPHY  

BISC aims to deliver the highest standard of education for students from Morocco and 
students of other nationalities. It is our vision to provide a complete education which modern 
parents expect and feel is essential to prepare young men and women of vision and integrity 
who will be of service to their fellow human beings. 
 
It is within this context that this policy has been developed with the stated purpose of ensuring 
that all members of this community live up to our mission and vision. Furthermore, this policy 
is meant to promote responsible digital citizenship and not to curtail freedom of speech. 
 

INTRODUCTION – DEFINING SOCIAL NETWORKING 

For the purpose of this policy, a social network refers to a web-based service that provides 
ways for users to interact, such as file sharing, blogging, lobbying, entertainment and 
discussion groups, to build communities of people who have common interests.  
 
Therefore, social networking will be taken to mean access to and participation on sites that fit 
the above definition. 
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AIMS  

• The main aim of this policy is to set out the key principles and code of conduct expected 
of all members of staff, students, governors and volunteers at the British International 
School of Casablanca with respect to social networking. 

• To further safeguard and protect students and staff and all others who interact with our 
community. 

• To foster and promote responsible digital citizenship. 
 
 
 
CHILD PROTECTION POLICY  
 
As an international child-centered School, BISC is committed to ensuring the fulfillment of 
children’s rights including their rights to protection. BISC is committed to protecting children 
from harm and ensuring children’s right to protection. We take seriously our responsibility to 
promote child safe practices and protect children from harm, abuse, neglect and exploitation 
in any form. In addition, we will take positive actions to prevent abuse towards BISC’ students. 
Our decisions and actions in response to Child protection concerns and breaches of this policy 
will be guided by the principle of ‘the best interest of the child’. 

BISC Child Protection Policy (Please see the Full Child Protection Handbook)  

 

COMMUNICATION 

Please encourage the parents of our students to make the class teacher or Form tutor the first 
point of contact on all issues. You will then decide if you need to enlist the help of another 
member of staff or the Administration. 
 
Student planners: The planner is the most routine way of communicating between home and 
school, and Class teachers and tutors will be expected to closely monitor these on a weekly 
basis. Telephone calls home are encouraged from staff to update parents on individual and 
specific student matters.  
 
Face to face meetings with parents must be agreed with your Head of School in advance, 
preferably with several days’ notice.  Where possible, the Head of School should be present, 
or the School PPM.  Once the meeting is over a summary should be written, shared with the 
Head of sections and Headmistress, and placed in the students file for safe keeping. 
 
Form time, line up and assemblies will be used to communicate important information to 
students, as well as providing a time for PSHE topics to be covered if relevant to a whole 
section. 
 
Staff meetings/training take place on a weekly basis. Regular whole staff meetings will take 
place once a week on Wednesdays from 15.45 until 17.00. The purpose of whole-school 
meetings is to develop our learning & teaching policies through INSET sessions, discussion 
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groups, working groups, cross-phase liaison, subject meeting time and directed & non-
directed activities.   
 
 
Routine notices and information will try and be circulated by email when we are sure of the 
accuracy of the information in our database.   
 
School newsletter Primary and Secondary weekly newsletter published in-house containing 
academic information of interest to the School community, and general notices and important 
dates. 
 
Parent consultation meetings are held twice a term following the report. The Welcome 
Meetings for new parents take upon school opening. 
 
Written communication to parents has the following guidelines: 
 
Formal letters (e.g. school trips) must go out on headed paper, dated, signed and stamped 
after the approval and editing by the Headmistress. 
 
Font type Cambria, size 12 should be used. We use email rather than paper to be a green 
school and this applies to school reports too. If proof of receipt is required, ensure a reply slip 
is written at the bottom of the letter, or include a photocopy of the letter to be signed and 
returned for the student’s file.  
 
No written communication regarding school policies is to be made directly to Parents, 
without reference to the Headmistress or Deputy Headmaster. 
 
 
SCHOOL RESOURCES AND PUBLICATIONS 
 
Any school document, resource or publication resources created in BISC, of which BISC has 

ownership must be considered confidential.  It is vital that you check with the Administration 
which pupils are allowed to have their images used in school publications e.g. on the School 
website before publishing photos for distribution outside of school. 
 
 
STAFF ABSENCE  
 
UNPLANNED ABSENCE  
 
Notification of Staff Absence will follow the following guidelines, summarised in the flow chart 
on the following page: 
 

• Staff should ‘phone their relevant Coordinator, HR and the Headmistress before 07.00 
to inform them of their absence. A TEXT MESSAGE NOTIFYING OF YOUR ABSENCE IS 
NOT ACCEPTABLE. Line Managers must inform the Head of schools and organize cover 
in return. 

• Staff should indicate what cover work is to be given to their classes, and which 
resources are required. Cover work should not require any input from the covering 
teacher, or specialist knowledge e.g. of a practical subject.     
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• BISC reserves the right to request a doctor’s certificate from the third day of illness.  
Once you have the certificate, please ensure it is sent to school without delay. 

• You should contact your Coordinator or the Head of school on each day of your 
absence and keep them informed of when you expect to be able to return to work.  If 
you need assistance or help, the Administration office will endeavour to organise it for 
you. 

• Upon returning to work, staff should make an appointment with the Headmistress or 
Deputy Headmaster. 

• Failure to comply with these procedures means your absence may be deemed to be 
unjustified and you may not be paid for the days you are absent. Unauthorised and 
unjustified absences may result in disciplinary actions including dismissal. 

 
PRE-ARRANGED ABSENCE 
 
Wherever possible please organize appointments outside of your normal working hours. 
 
Unavoidable, pre-arranged absence should be requested by completing an Absence Request 
Form and a Cover Form.  In the first instance this should be handed to the HR 
Manager/Director for authorisation 72 hours before the date of planned absence.  This will 
then be passed on to the request form to the appropriate line manager and the School 
Headmistress for final approval. If you know you are going to be absent then it is important 
that you make arrangements to set appropriate cover work for your classes, leaving a copy 
and clear instructions with your Head of School. It is not appropriate to set cover work that 
requires unreasonable input from the covering teacher/TA.   
 
For each intended absence which involves a teacher missing a timetabled lesson (unless the 
absence is unexpected) a “Request for Cover” email is to be sent out to the line manager. The 
teacher who intends to be absent will indicate the times and the reasons for the absence and 
provide a list of the lessons to be missed.   
 
If the teacher wishes to arrange some or all the cover within their Department, they may do 
so, but should indicate the details of this cover on the form. Where lessons may not need 
cover (e.g. for Sixth Form classes), this should also be indicated on the form, together with a 
brief account of the arrangements made for those lessons (“work in library” etc.). The teacher 
should also send the mail to the Head of Section (unless he or she is a Head of Section then 
this goes to Deputy Headmaster) who will then approve and then attempt to fill in as many of 
the remaining uncovered lessons from within the department as possible. The Head of Section 
will then forward the email to the Deputy Headmaster for information and arrange cover for 
the remaining lessons.  Usual, 24 hours’ notice will be given to those required for cover. Details 
of work set and set lists must be emailed to the covering teachers in good time or, state where 
the Cover Work is stored – typically on your desk.  
 
It is also imperative that if you have duties on the day(s) you are not going to be in school that 
you make arrangements to swap them with another member of staff.  Once you have agreed 
the swap please let the Duty Team Leader or the Head of section know who will be covering 
you. 
 
Please note that absences during term time are only normally approved on an unpaid basis 
with the exception of the special cases with the limit of 10 days per year.  Please do NOT 
request time off on either the first or last day of the school term as this will never be 
authorised. 
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LEAVING DURING THE SCHOOL DAY 
 
Staff will continue to be signed in and out at the gate when leaving during the school day. This 
is necessary for Health and Safety reasons. You must request permission to leave the school 
from the Administration if you will be away for more than 20 minutes to ensure we are 
adequately staffed in case of an emergency. 
 
COVER 
 
Cover will be set by the Head of School, Deputy Headmaster, Headmistress or will be 
delegated to another member of the Administration. Please check your email each morning 
to check whether you have been used to help cover absent colleagues.   
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CPD AND PROFESSIONAL DEVELOPMENT 
 
The school invests in staff development each year with CIE (Cambridge International 

Examination), and encourages teachers to participate in training and INSET wherever possible.  
All other relevant INSET and professional development opportunities shall be considered on a 
case by case basis. 
 
All of our weekly Tuesday staff trainings will concentrate, wherever possible, on staff 
development with a particular focus on Learning & Teaching issues, sometimes within working 
groups, which will include the following topics:      
 

• Developing Learning-Focused students. 

• Assessment. 

• Classroom discipline. 

• Changes and developments in education and policy. 

• Sharing of good practice. 

• Working Groups. 

• Special Needs Education. 

• Child Safety. 

• Teaching, assessment and Learning. 

• Gifted & Talented. 
 
It is hoped that, wherever possible, staff will feel able and willing to run INSET sessions for 
other members of staff.   
 
 
CONTINUOUS PROFESSIONAL DEVELOPMENT POLICY 
 
Staff development at The British International School of Casablanca is based upon respecting 
and valuing all staff members and the contribution they make to the school.  It aims to provide 
support and encouragement at all times, to enable staff to cope with the challenges of 
innovation and change in the education sector. This policy provides the basis of a framework 
through which all staff will be supported and professionally developed. 

AIMS 

The British International School of Casablanca undertakes to provide an environment where 
all members of staff feel that both their professional and personal needs are taken into 
account and that they are valued.  Through reference to the Mission and Ethos Statements of 
the school and exemplary modeling from the Leadership team, it is hoped to create a sense 
of common purpose amongst the staff. It is our intention that all activities that members of 
staff share and undertake together in both professional and social settings will foster a 
creative, cohesive team working towards maximum student and professional achievement. 

APPROACH 

Our approach to the development of our staff gives appropriate recognition and praise for 
achievements and hard work.  We acknowledge that the educational experiences of the 
majority of our current staff will necessitate considerable hard work and change in classroom 
methodologies as they proceed through the planned staff development programme.   
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Such work and changes in pedagogical approaches will build on a teacher’s strengths, rather 
than dwell on weaknesses, thus developing confidence and self-esteem.  Essentially, our 
approach is based upon mutual respect on both a personal and professional level. 

Our plan for staff development will be reflected in our school improvement plan and is 
intrinsically linked to our staff Performance Management.  All member of staff are expected 
complete the CIE free online programme within one year of joining the school. 

Consultation with members of staff is seen as a key element for the success of the staff 
development programme.   

The main forums for consultation are through: 

•  The Senior Leadership team’s open-door policy. 

•  Regular section and whole staff meetings organised by the SLT. 

•  The development and implementation of performance management target setting. 

•  Informal discussion. 

Regular evaluation, primarily through lesson observation, follow-up discussion, and review are 
central features of this approach, and we hope to encourage our staff to become reflective 
practitioners.  We hope that all staff considers ways by which learning and teaching can be 
improved.  

We intend to achieve this through the following ways:  

• Careful elaboration of, and regular review of, job descriptions for clarity, update and 
transparency.  

• An appropriate induction programme for local- and international-hire staff. 

• Performance management reviews. 

• Internal training and workshops – through weekly staff meetings and staff training days 
during induction week. 

• External training and courses – conferences; seminars; on-line training with CIE. 

• Whole school in-service education and training (INSET) activities. 

• Mentoring – it is hoped that as the school continues to grow and more international 
staff are hired, peer mentoring between national and international staff will be 
possible. 

• Staff and governor training sessions. 

• Paired lesson observations. 

• Cross-curricular team-teaching opportunities. 

• Through financial support for staff wishing to pursue courses by distance-learning/on-
line courses, outside of the training offered by CIE. 

STAFF REVIEW  

 
Members of staff will be reviewed every year as part of a rolling programme of professional 
development. The aim of this process is to ensure, as far as possible, that members of staff 
have the opportunity to reach their potential and career goals. The review will also involve a 
formal meeting with the Headteacher after one year of contract in which each member of 
staff will have the opportunity to discuss his or her professional development as well as the 
school's own needs.  
 



The British International School of Casablanca  22 | P a g e  

PROCEDURE 

 

• Reviews will be conducted through sections and departments. The order of review will 
be decided by the Headmistress, in consultation with the Deputy Headmaster and 
Heads of School.  

• A timetable for the review of each department will be published with self-appraisal 
forms to be filled in. This will include deadlines and suggested times for meetings.  

• Self-appraisal for is to be completed by each teacher and will form the basis of the 
discussion between the teacher and the Head of Department/Line manager who will 
have also prepared a draft review of the form. The form remains confidential to the 
member of staff, the Head of Department/Line Manager and the Headmistress. 

• The Head of Department/Line Manager is to gather information about each teacher by 
observing at least one lessons per term, collecting a representative sample of marked 
work and looking at the teacher's mark book, collecting details of extra-curricular and 
house involvement from the relevant sources. 

• Where a member of staff teaches in more than one department, the head of the major 
department will conduct the review and collect information from the other 
departments as necessary. 

• The teacher and Head of Department/Line Manager will meet to discuss the review 
form and the information that has been gathered as part of the review process. The 
Head of department will summarise the discussion and any salient points arising from 
it. The form will be signed by both parties and sent to the Headmistress and the HR 
Officer. 

• During the review period, the Headmistress and Deputy Headmaster will observe the 
members of the department teaching.  

• The member of staff will meet the Headmistress or Deputy Headmaster. Part of the 
meeting will include a discussion of the future professional development of the 
member of staff. Aims for the following year will be agreed. 

 
 
Heads of Sections will review Heads of department and coordinators annually following the 
same procedure outlined above but with emphasis on management, organisation, and 
initiative, monitoring and evaluating their department. The Heads of sections will in turn be 
evaluated by the DH at the start of each academic year.  
 
 
NON-CONTACT TIME   
 
Non-contact periods should be used to: 
 

• Plan and prepare lessons including marking  & assessment of pupil work. 

• Meet with colleagues, observe staff and peers and feedback following observations 

• Individual CPD and training, including reading Professional Development material 
available in the Library. 

• Cover absent colleagues. 

• Report writing. 

• Organise displays. 

• Emails. 
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CAPABILITY AND GRIEVANCE PROCEDURE  
 
POLICY STATEMENT  

The British School of Casablanca will at all times endeavour to ensure that staff achieve and 
maintain a high standard of performance in their work. To this end the School will establish 
standards and monitor performance, and provide staff with appropriate training and support 
to meet those standards.   

SCOPE 

The Capability Policy is designed to provide support to members of staff who are under-
performing or not meeting the required standards for their role. 

However, if it becomes apparent that the poor performance is attributable to neglect or 
misconduct, the Disciplinary Procedures will be used. 

INFORMAL PROCEDURE 

Line-managers will normally be able to deal with concerns about poor performance in the 
course of the day-to-day working relationship with staff members who report to them. 
However, where these general discussions do not result in an improvement in work 
performance then an informal discussion will be held to explain the causes for concern and 
offer advice and guidance and to agree the means of improvement and how this will be 
monitored. 

Although this informal meeting does not form part of the formal Capability Procedure, it is 
important that at the end of this meeting, both parties should be clear about what has been 
discussed and what action has been agreed to resolve the matters. This meeting should be an 
informal, private one-to-one discussion, designed to offer advice and guidance. Both parties 
should keep a written record of the discussion and the actions proposed. 

FORMAL PROCEDURE 

Where the informal procedure fails to address the problems within a reasonable timescale a 
formal meeting will be convened.  There is right of accompaniment at all stages of the formal 
procedure.  

The staff member will be informed in writing by the Management of their continued concern 
and his/her intention to proceed to the formal stages of the Capability Procedure. The staff 
member will be given reasonable time to prepare for the meeting.  At the meeting, he or she 
will have the opportunity to state his or her views and explain any mitigating circumstances. 
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The formal procedure comprises three stages: - 

1. First performance review meeting 
2. Final performance review meeting 
3. Dismissal 

 
 
STAGE 1 – FIRST PERFORMANCE REVIEW MEETING   

The aim of this discussion will be to: 

• Explain clearly the required standard expected and where/how the staff member’s 
performance falls short of this standard. This may include issues of behaviour (where 
this relates to the staff member’s capability or competence) and attitude to work 
which are not sufficiently serious to be classified as misconduct. 

• Identify the cause(s) of the poor performance and determine what, if any, remedial 
action can be taken and what tangible support to put in place. 

• Obtain the staff member’s commitment to reaching the required standard. If however, 
the staff member feels the standard is unreasonable, then this should be discussed. In 
the event  that agreement cannot be reached, the manager reserves the right to decide 
the standard. In doing so, the manager should give consideration to the expected 
standards required of staff carrying out similar duties in the School. 

• Where training has been identified, the manager will make arrangements for this to 
take place. During this training period the manager will provide reasonable additional 
support to enable the staff member to reach the required standard. 

• Set a reasonable time period for the staff member to reach the standard and agree on 
a monitoring system during that period. A review date will be set to assess whether or 
not the required improvement in performance has taken place. The review will 
normally take place within 2 to 13 working weeks, depending on the circumstances of 
the case and the availability of training. 

• Issue the staff member with a First Written Warning under the Capability Procedure 
and explain to the staff member what will happen if the standard is not met. 

 
This decision will be confirmed to the staff member in writing within five working days of the 
meeting, or as soon as reasonably practicable outlining the content and outcome of the 
meeting, the review period and the standard to be achieved.  

However, this discussion may also: 

● Result in a decision that the established standards are not reasonably attainable, the 
standards will be reviewed. 

● Establish that the performance problems are related to the staff member’s personal 
life, the necessary counselling/support will be provided. 

● Establish that the performance problems are related to a medical condition, the staff 
member will be referred to an Occupational Health Advisor. 

● Lead to the decision that the poor performance emanates from a change in the 
organisation’s standards, those standards will be explained to the staff member and 
help will be offered to obtain conformity with the standards. 
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● Make it apparent that interpersonal relationships are related to the poor 
performance, then, wherever possible, steps will be taken to resolve this. 

 

Written details of this meeting will be copied to all parties. 

STAGE 2 - FINAL PERFORMANCE REVIEW MEETING  

If the staff member does not reach the level of performance required by the review date, the 
manager will arrange a Final Capability Review Meeting. When conducting this meeting, the 
Chairperson will review the targets and deadlines set at the First Capability Review Meeting 
and take account of any guidance and support provided to assist the staff member to meet 
the desired standard of performance.   

At the meeting the Chairperson (HR) will identify the shortfall between the staff member’s 
performance and the required standard, review the reasons for the staff members failing to 
meet the required standard of performance, re-iterate the required standard to be achieved, 
consider further support and training as appropriate and consider whether there are 
alternative vacancies which the staff member would be competent to fill. If there are, details 
will be brought to the staff member’s attention of vacancies at a similar or lower grade and 
staff members will be guaranteed an interview if they meet the minimum criteria outlined in 
the person specification. However, no appointment can be guaranteed. The staff member will 
be given full details in writing before being required to make a decision about accepting an 
offer. 

A further review date will be set to assess whether or not the required improvement in 
performance has taken place. The review will normally take place within 4 to 13 weeks 
depending on the circumstances of the case.  The staff member will then be issued with a Final 
Written Warning under the Capability Procedure and advised that failure to reach the required 
standard within the given timescale will lead to dismissal. 

The outcome of the meeting will then be confirmed in writing with the review period and 
standard to be achieved and advising the staff member of their right of appeal against the 
decision. 

 
STAGE 3 – DISMISSAL  

If the staff member does not reach the level of performance required by the review date, a 
further meeting will be arranged to consider the staff member’s continued employment and 
any alternatives to dismissal. The staff member will first be provided with written grounds for 
the meeting and given reasonable opportunity to prepare for the meeting and to present his 
or her case at the meeting.   

Transfer to an alternative job, with that job’s terms and conditions of employment, may be 
considered as an alternative to dismissal and with the agreement of the individual and the 
new manager. In such circumstances, the staff member may still appeal against the action 
taken. The School is not obliged to create a suitable alternative job. 

If there are no other suitable alternatives, it may be necessary to terminate the staff member’s 
employment. The outcome of the meeting will be confirmed to the staff member in writing 
also advising of their right of appeal. 
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CAPABILITY WARNING/DISMISSAL/DEMOTION APPEALS PROCEDURE  

In all cases staff members will have the right of appeal against the decision taken at every 
stage under the Capability Procedure which should be made in writing within 5 working days 
of the date of written confirmation of the penalty (or as soon as reasonably practicable). The 
appeal must be made in writing to the manager who is notified in the confirmation of warning 
letter, setting out the grounds for appeal.  The British International School of Casablanca will 
arrange an appeal hearing without unreasonable delay and appoint a manager to hear the 
appeal. This will normally be the manager of the manager who took the disciplinary/dismissal 
action (or another senior manager at a similar level) and who was not involved in the 
disciplinary/dismissal decision).  The staff member will again be given the opportunity to state 
their case and to be accompanied by a work colleague or representative if desired. 

There is no further right of appeal. 

RIGHT TO CURTAIL PROCEDURE  
 
Usually staff members will move through each stage of the procedure in turn, from the 
informal stage to the formal stage, except where there is a serious lack of competence, where 
movement into either the FIRST OR FINAL PERFORMANCE REVIEW would be appropriate 
depending on the seriousness of the issue (without recourse to any informal stage). Where 
there is gross incompetence, a staff member would be liable to summary dismissal without 
first entering into the FIRST AND FINAL PERFORMANCE REVIEW stages. 
 
 
GRIEVANCE PROCEDURE 
 
INFORMAL STAGE  

Normally we would expect grievances to be settled amicably through informal discussion 
between the parties concerned. However, where the matter has not been resolved to your 
satisfaction via the informal method, staff members may raise a formal grievance in 
accordance with the procedure set out below. 

FORMAL GRIEVANCE PROCEDURE  

If you have a grievance relating to your employment (other than in respect of disciplinary 
action taken by the British International School of Casablanca, in which case the disciplinary 
or capability appeals procedure applies) you should set out your complaint in writing and send 
it to your manager. 

Your line manager (or an appropriate alternative manager) will invite you to attend a grievance 
hearing at a reasonable time and place and within a reasonable time period, at which the 
alleged grievance can be discussed. You should make every effort to attend the meeting. You 
will be informed of the outcome in writing without unreasonable delay (depending on 
whether further investigation is required). You will have the right to be accompanied at the 
meeting by a work colleague or a trade union representative or official.  The rights of your 
companion are the same as those set out in the disciplinary procedure above. 
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If the grievance involves allegations of misconduct by other members of staff, the manager 
may adjourn the meeting to allow the matter to be referred for investigation under the 
disciplinary procedure. 

GRIEVANCE APPEAL  

If you are not satisfied with the decision, you will have the right to appeal against the outcome 
in writing addressed to the Headmistress, within five working days (or as soon as reasonably 
practicable), setting out the grounds for your appeal. 

The appeal hearing will held without delay at a time and place notified to you in advance. The 
appeal will be heard by the Headmistress or another senior manager who has not previously 
been involved in the case. You will have the right to be accompanied at the appeal hearing as 
described above.  

You should make every effort to attend the meeting. You will be informed of the outcome in 
writing without unreasonable delay (depending on whether further investigation is required) 

The appeal decision will be final. 

COLLECTIVE GREIVANCES 

Where a collective grievance is raised by more than one staff member, a spokesperson may 
be elected from among those raising the grievance, who will be assigned to deal with the 
matter.  Discretion will be exercised by management in following the most appropriate route. 

 
COMPLAINTS/GREIVANCES OF A MORE SERIOUS NATURE  

In circumstances where the complaint or grievance relates to the immediate manager, the 

staff member should approach the Headmistress or the Deputy Headmaster.   

On occasions involving sensitive allegations such as bullying, discrimination and harassment, 
staff may contact the Chairman and/or the Headmistress/ Director.  Bearing in mind that these 
allegations may be made informally, indirectly, or from non-standard sources they will be 
handled supportively, sensitively, and as far as possible in confidence. 

WITNESSES 

The staff member will have the right to call witnesses to the grievance hearing.  Requests for 
witnesses to attend must be made within a reasonable time prior to the hearing. 

EXTERNAL INVESTIGATORS  

In exceptional cases the British International School of Casablanca may exercise discretion to 
appoint external investigators, i.e. when it is determined that external expertise or an 
independent view is required. 
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CLASSROOM BEHAVIOUR 

  
Students are expected to abide by the school’s Code of Conduct which lays out precisely what 
is expected of them in terms of classroom etiquette and behaviour. The Code of Conduct is 
part of our Rewards & Sanctions policy covering general behaviour during school hours and 
should be posted in every classroom. Members of staff are advised to always follow these 
conditions to ensure that students know what is expected of them and that sanctions and 
rewards will be applied consistently and fairly by all staff. The procedure for referrals is 
contained in the Rewards & Sanctions policy. 
 
Any disruption to the learning process must not be tolerated and staff members have a duty 
to rectify and where necessary report any such incidences. 
 
CLASSROOM ETIQUETTE 
 
Staff members are requested to adhere to the following points of procedure: 
 

• Students should line up quietly outside the classroom to be admitted by the teacher.   

• The language of communication between all staff and students should be English 
(except during Foreign Language lessons). 

• Staff should monitor student’s uniform as the enter/leave the classroom.   

• Teachers should set an example by always arriving to class on time. 

• Repeated/excessive student lateness to class should not be tolerated. 

• Students should be instructed to put books and equipment including their planner on 
their desk as they enter. 

• Students are encouraged to write the Date, Title and Learning Objectives at the 
beginning of each lesson. Keywords should be on the board too. 

• Students should underline, highlight, and annotate written work as appropriate. 

• Student folders should be clearly labeled and indexed for ease of use. 

• Student books must not show any graffiti whatsoever. 

• Students should be reported for repeatedly not having correct basic equipment. 

• Students must not be allowed to shout out or disrupt others in class. 

• Only 1 student per class is to be excused to the toilet at any one time. 

• Students who need to go to the Infirmary should be sent with the Nurse’s pass. 

• Students must not absent themselves from class without teacher permission. 

• Students must be given adequate time to record homework in planners. 

• Staff must regularly monitor students’ presentation of workbooks. 

• Students disengaging from lessons should be challenged and reported if necessary. 

• Students must not refer to staff by their first names. 

• Students should be dismissed from the class by the teacher; it is not appropriate for 
students to leave automatically when the end of the lesson approaches. 

• Students should be dismissed in an orderly fashion at the end of the lesson. 

• Ample time should be given for students to record their homework. 

• At the end of the last lesson, students should place their upturned seat on their desk, 
unless they have a specific need for desks to be cleaned. 
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ROLES OF OTHER POSITIONS  
 
ROLE OF THE FORM TUTOR (SECONDARY) 
 

Form tutors will have an enhanced role as both pastoral and academic achievement mentors. 
This ‘dual role’ will include basic pastoral duties such as: 
 

• Promote the general progress and well-being of your students. 

• Accurate recording of attendance, lateness and absence from school. 

• Establishing and monitoring good relations within the form class. 

• Encouraging and facilitating the values we wish to instill through our school aims. 

• Developing responsibility roles and leadership roles within the school structures. 

• Monitoring correct and appropriate use of uniform and personal equipment. 

• Reinforcing the expectations of the school vis a vis behaviour, attendance, punctuality. 

• Following up all cases of absence from school and liaising with the school office. 

• Weekly monitoring of planners and occasional monitoring of student work-books. 

• Overview of student achievements throughout the year. 

• Liaising on a regular basis with parents regarding positive and negative referrals. 

• Preparation of assembly presentations. 

• Collating merits and informing Coordinators of certificates, awards etc… 

• Safeguard and promote the health and safety of the students in your care. Any sign of 
illness should be notified immediately to the school Administration/ School Nurse. 

• Communicate effectively and regularly with parents by using the Planner.  

• All teachers and teaching assistants should attend morning line-up on Monday and 
Friday and supervise their class and ensure a quiet and orderly delivery to the 
classroom at the end. 

 
The form tutor is also expected to undertake the following academic mentor role which 
includes: 
 

• Monitoring student achievements both in and out of the classroom. 

• Tackling underachievement by monitoring intervention measures from HOS. 

• Passing on important information regarding academic and pastoral issues. 

• Collecting and distributing letters, return forms etc. as required. 

• Overview of academic progress, achievements and report writing. 

• Individual interviews with students as appropriate. 

• Attend monthly Class Tutor meetings. 

• Liaise with parents regarding progress and achievements in and out of school. 

• Monitoring students behaviour reports. 
 
FORM TIME DUTIES  

 
Form tutors have 15 minutes at the start of Monday, Tuesday, Wednesday and Thursday to 
carry out the following tasks: 
 

• Register attendance by 08.00am, after which students report to the Section Office. 

• Mark as ´late´ if the student arrives after 8am. 

• Check planners on a regular weekly basis for correct use. 

• Check that students are wearing correct uniform and are smart in appearance. 

• Read out any notices and give out any letters. 
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• Remind students of forthcoming exams, tests, events and assemblies etc. 

• Check homework schedule and equipment (Primary and Secondary). 

• Discuss topical current affairs (Secondary). 

• Prepare Assembly presentations. 

• Discuss with individual students, any concerns which have arisen or which they may 
have. 

 
It is vital that students are engaged at form time and are prepared for the day ahead. It is not 
appropriate to leave them chatting idly or to wander in and out of the form room. It is the 
class tutor’s responsibility to ensure they are wearing the uniform correctly and that they 
leave the room in an orderly fashion and are focussed on their work. 
 
 
FORM CLASSES & PASTORAL RESPONSIBILTIES IN THE SECONDARY SCHOOL 2020 – 2021 
 
The Form Tutors allocated for this year are shown below.  Class teachers and tutors MUST 
collect their paper register from Reception each morning (or assign a member of their form 
group to collect it on their behalf).  It should be returned to the Secretary promptly at the end 
of registration.    
 

• Year 7: Ms A Coppola  

• Year 8: Mrs K Mouak   

• Year 9: Mr A Dev 

• Year 10: Mr P Brown / Ms A Marsden  

• Year 11: Ms C Hall 

• Year 12: Mrs L Walker  

• PPM: Mr A Vitale  
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STAFF DUTIES  
 

 
 
 
It is vital that all staff are on duty at their designated area on time and for the entire durations 
of the duty. We have a duty of care to our students so it is unacceptable for the staff to leave 
pupils unattended. Any incidents arising during a cover duty should be reported as soon as 
practicable to the relevant Coordinator or Pastoral leader. 
 
 
 
 
 
 

Start 
  

A: Gate. Receive students from their drop-off cars/school van and safely 
get them into school. Help the younger ones with their bag packs. Oversee 
the student’s patrol team on duty, provide basic information to parents if 
needed and direct more complex queries to the Administration office. 
Check Uniforms. No parents/visitors allowed in without a pass. Smile! 

Breaktime  
  

 
A: Playground. Please supervise ball games and prevent students from 
returning inside the building. Watch out for litter. Students to play safely 
under supervision.  

B: Dining room. Please, be active when supervising pupils at break and 
lunchtimes.  Any incidents should be dealt with by the teachers on duty 
and escalated as necessary to Coordinators and/or the Pastoral Leaders. 

Lunch 1 
  

 
A: Playground. Please supervise all games and prevent students from 
returning upstairs.  
 
B: Inside the Dining Room.  General behaviour and entry to dining room; 
putting rubbish in the bins; stop students leaving with food from the 
Dining Room; No running, careful carrying of tray.  Lining up/respecting 
the queues. Being polite and follow the NISC etiquette.  

A: Gate - Ensure that students are picked up by their respective families. 
Maintain order at the gate and keep students from going outside unless 
they are called up for pick up. Children to line up. 

After school  

 
A: Playground. Direct to the section secretary, the students whose 
transportation have not turned up.  
 
B: Whole School. Pupils to be dismissed in an orderly manner, no ball 
games. No loitering after school.  
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STAFF STRUCTURE 2020 – 2021  

Headmistress                                                                                          
Ms Patricia King  
Deputy Headmaster 
Mr Richard Udy  
Administration  
Bursar 
Office manager Mounia FASLY  
PA 
HR Maha Chiadli  
Nurse Samira El Asri 
SENCO Mrs Lesley Walker  
Examination Officer Adrian Scarlett 
Head of Schools Adrian Scarlett (Secondary) Sinead Costello (Primary)  
SLT Patricia King, Richard Udy, Adrian Scarlett, Sinead Costello 
Early Years           
Nursery: Anne Imisliou 
Reception : Katrina Munnelly  
Primary                                                                                                     
Year 1 : Kerry Harvey  
Year 2 : Hadeen Naserdine -Lucy Kay  
Year 3 : Jade Vitale  
Year 4 : Steven Zammit  
Year 5 : Sinead Costello – Stephen Lambert  
Year 6 : Hannah Cashel  
Library : Dounia El Majidi  
Computing Co-ordinator 
French : Esther Castro – Amina Saadi  
Arabic : Omar Kendi -Btissam  
PE : Mustapha Khalfi – Hicham Loksairy  
Music : Jorge castro  
Primary secretary :Mrs Meryem Alaoui  
Secondary/ Sixth Form                                                                                          
Art and Design :  
Humanities :  
Mathematics : Antonio Vitale -Natercia Martins  
Science : Paul Brown - Abbey Marsden  
French  :  
Pupil Progress manager: Antonio Vitale  
Science 
SENCO : Lesley Walker  
ICT :  Abdessamad Belangour  
Physical Education : Hicham  Loksairy  /Mustapha khalif  
English : Anna Coppora – Kate Mouak -Clair Hall  
French : Mounia Laraqui  
Arabic : Abdulrazak Mahdar  
Business Studies: Dev Daswami  
Music : Jorge Castro  

Secondary secretary Mrs Rasha Elkady  
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STAFF GUIDELINES  

      
PROFESSIONAL EXPECTATIONS  
 
The teaching staff at The British International School of Casablanca and all other adult staff 
have a responsibility to promote high standards of behaviour, both in their dealings with the 
children’s parents and with each other.  
 
It is essential that staff work together to fulfil the following aims: 
 

• Enhance the public image of the school. Each and every member of The British 
International School of Casablanca, whether part of the academic or the administrative 
staff, should be aware that he/she represents the school and our personal image is 
what makes up our school image. We need at all times, to be courteous, patient and 
diplomatic with parents when meeting them either inside or outside the school. 

• Create a positive teaching and learning environment.  

• Value each child and his/her achievements. 

• Maintain a school ethos based on kindness, respect and understanding of the needs of 
the others. 

• Ensure fair treatment for all, regardless of age, gender or ability. 

• Promote honesty, courtesy and concern for others. 

• Promote the system of continuous assessment, teaching methods and syllabus as used 
in the Cambridge International educational programmes we have subscribed to. 

• Lead by example and wear our badge, dress smartly, speak in English and avoid 
chewing at work. 

 
The Headmistress is responsible to the Chairman for the day to day running of the School. All 
members of the staff in school are responsible to her for all aspects of their work.  
 
CONFIDENTIALITY AND CONFIDENCES  
 
Teachers have access to confidential information about students. This includes confidential 
contents of the student’s home backgrounds and medical problems. Such information must 
never be revealed to other students, their parents or anyone outside the school. 
 
Students will sometimes ask to speak to a member of staff in confidence. In such a situation it 
is professionally sensible not to let the conversation develop until you have made certain 
ground rules clear to the students and that they understand that there are some matters 
which you will not be able to treat as confidential and will have to talk to another person about 
the issue. These include:  
 

• Any information which suggests that a breach of the law has been or is going to be 
committed. 

• Any information concerning physical danger of a student to themselves or to other 
students. 
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If you need to discuss what you have told a student with other members of staff, it is both 
sensible and courteous to persuade the student of the necessity of doing so before you do it. 
The student will not then feel that a confidence has been betrayed. 
Your response to confidences from students should be a blend of sympathy and critical 
detachment. Children and adults have been known to fabricate and exaggerate. The wise 
course when a student makes a complaint or an allegation against a colleague or another 
student is to agree to investigate the matter with the colleague or student involved and to 
avoid any remarks which might suggest that you are taking sides in the matter. Allegations 
must always be investigated, but it is important not to rush to a judgement. 
 
LOYALTY TO COLLEAGUES  
 
It can never be acceptable for teachers to permit or to encourage public discussion or criticism 
of colleagues by students. Teachers will sometimes hear such criticisms from their students 
and should bear in mind the recommendations in the preceding paragraph. 
 
The maintenance of discipline is an important form of loyalty to colleagues. Teachers who are 
selective in their enforcement of the School Guidelines and who avoid dealing with issues such 
as punctuality and dressing make the lives of other teachers more difficult. The enforcement 
of School Rules and ‘Code of Conduct’ is the responsibility of all teachers.  
 
 
PUNCTUALITY, APPEAREANCE, LANGUAGE AND BEHAVIOUR. 
 
Example is a powerful force. If we are on time for lessons, prompt and efficient in the marking 
and return of work and smart in our personal appearance there is a greater chance of students 
developing the same habits. The use of bad language in the presence of students should 
always be avoided. Relatively mild expletives have been known to provoke letters of complaint 
from parents – please choose your words carefully!! 
 
Dress is important and staff should always be suitably turned out. Male members of staff 
should wear collar and ties. Female staff members should avoid revealing or too short or 
transparent, clingy clothing. Denim jeans are not acceptable. Smart clothing should always be 
worn at parent’s conferences and information meetings. 
 
Teachers should never strike a student or even pretend to do so and no kind of physical 
response to bad behaviour (e.g. pulling a pupils hair or ear) is acceptable. In a situation where 
it may be necessary to restrain a student, such as breaking up a fight in the playground, great 
care should be taken not to injure the students involved. Every member of staff must 
undertake a Child Protection and Safeguarding Training at the beginning of their first term at 
The British International School of Casablanca.  
 
Teachers may not under any circumstances send students to get food from the canteen. Hot 
drinks may not be taken into classrooms or carried while on duty. It is important for staff to 
drink plenty of fluids during the day but staff may not drink during lesson time, unless it is 
water. 
 
Casablanca is a small community and staff should be aware that any wild or inappropriate 
behaviour of staff members during the evening, weekends and holidays may come to the 
attention of parents and the school.  
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DRESS CODE 
 
Teachers therefore are expected to dress smartly and modestly to school. Teachers may not 
wear denim jeans, leggings (unless covered up with a long top) or shorts.  Smart, appropriate 
office dress clothing which conveys a professional image is expected from all teachers. 
 
SMOKING  
 
As teachers are role models to their students, they must always set good examples and never 
do what they ask their students not to. Staff may not smoke anywhere on the school premises 
where students are allowed. They should not chew gum or behave in any other way which 
might encourage students to break school rules by copying them.  
 
USE OF MOBILE PHONES 
 
Mobiles should not be used in classrooms, corridors, and library or reception area. If you need 
to make an urgent call it should be at break times only. Ring tones should be placed on silent 
or vibrate during the school day. This applies to teachers and teaching assistants during lesson 
times, duties, and meetings. Senior leaders can use their phone for work related use only. 
 
PAYMENT OF SALARIES  
 
Payroll is done on the last day of the month by bank transfer for all staff. However, 
exceptionally, newly hired workers will receive some of their salary by cash. For procedural 
problems at banks, delays not exceeding 8 days may be observed.  
 
Any irregularities or claims for salary corrections should be submitted to the Human Resources 
Department within 4 working days from the day of pay. 
 
EMERGENCY PLANS  
 
In case of an emergency every class teacher should be responsible for his/her students. Every 
staff member must have a role to play concerning the safety of the children. 
 
RELATIONSHIP WITH STUDENTS  
 
It is important to establish clear behaviour management boundaries at the beginning of the 
year, both in and out of the classroom. Remember you are a teacher, advisor and counsellor 
not a friend. If students argue and answer back when you have made a decision they do not 
like, be firm and consistent and do not engage in non-productive arguments. If an incident 
occurs (fighting, using bad language) or if a student is persistently troublesome in his/her 
behaviour they should be referred to the Head of school and the Headmistress. 
 
PUNCTUALITY 
 
Teachers must be on time for their classes. Lateness is detrimental to classroom management 
and sets a negative example to students. If lateness is unavoidable, please inform the school 
so that a cover teacher can supervise the class.  
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STAFF TERMINATION OF EMPLOYMENT 
 
The School Director and the Chairman in consultation with the Headmistress is authorised by 
the Board of Governors to take all such action regarding the employment of the school’s 
personnel which is not the prerogative of the Board of Governors nor precluded by law or 
school policy. This includes but is not limited to the following actions: 
 

• To request the resignation (when sufficient reasons for such request exists) of or act 
on the resignation of an employee.  

• To reduce the number of employees.  

• To discipline an employee. 

• To suspend an employee prior to taking final action. 

• To terminate the contract of an employee. 

• To decide not to renew the contract of an employee. 
 
The Chairman and the Director in consultation with the Headmistress will report termination 
of employment under any of the conditions listed above to the Board of Governors in 
executive session of the next regularly scheduled meeting.  
 
All appeals will be to the Board. The Headmistress and Deputy Headmaster and any 
subsequent line managers have the responsibility to show proper reason for termination, 
including all documentation of performance reviews and/or specific reasons. 
 
The Board's decision is final. 
 
RESIGNATION 
 
The Chairman and Director in consultation with the Headmistress may accept and request 
resignations (when a sufficient reason for such request exists) from employees. In the case 
of an emergency, or in compliance with the conditions of employment termination as set 
forth in contract or according to labour law, an employee may request the termination of 
contract. 
 
STAFF CONFLICTS OF INTEREST  
 
Employees shall not at any time engage in any employment that would:  
 

• Affect their usefulness as employees in the school. 

• Make time and/or energy demands upon the individuals which could interfere 
with their effectiveness in performing their contractual duties. 

• Compromise or embarrass the school. 

• Adversely affect their employment status or professional standing. 

• In any way conflict with or violate professional ethics.  
 
Employees shall not engage in any other employment or in any private business during the 
hours required to fulfil assigned duties. 
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Employees shall not sell any books, supplies, musical instruments, or equipment to any 
student or to the parents or guardian of a student unless prior approval has been received 
from the head of school.  
 
Teaching staff shall not tutor for extra pay any student who is currently enrolled in any of 
their class sections. 
 
No administrator or supervisor shall be responsible for the supervision and/or evaluation of 
a relative. The leadership structure shall appoint an alternative staff member to do this, and 
a collective decision made where need be. 
 
Should parents ask teachers for tuition, teachers should seek authorisation and guidance 
from the school before providing lessons to any student. 
 
 
ADDITIONAL DUTIES 
 
ATTENDANCE 
 
Staff members are expected to be in school during the working day, Monday-Friday, which 
begins at 7.30am and may regularly extend to the conclusion of 6pm activities.  However, if 
staff have no designated afternoon commitments, they may leave campus from 4.30pm. 
 
Authorisation for absence during the working day should be sought from a member of SLT or 
the HR Director with as much notice as possible.  
 
ALL academic staff should make themselves available at the end of daily lessons to assist with 
parent pick-up. No member of the academic staff is to leave the school before all children are 
accounted for and should remain on-site until 4:30pm. 
 
Any additional duties that are given to the academic staff should be carried out efficiently and 
punctually. This would include any break duties or additional class supervision that may be 
required.  
 
All Teaching Assistants will be required to provide support to other specialist teachers during 
lessons. They are allowed to carry out any work required of them by their Class teachers during 
these lessons. 
 
MATERNITY AND PATERNITY LEAVE  
 
Teaching staff are entitled to maternity and paternity leave as outlined in the staff 
employment package details of which are obtainable from the HR Manager. 
 
SICK LEAVE  
 
This is guided by the Moroccan law which allows an employee to sick leave of absences when 
they fall ill.  Staff are entitled to 10 days full pay per Academic (upon providing Medical 
certificate and informing the HR Department) and then a further 20 days at ½ pay.  Statutory 
sick pay is then payable for any further days taken sick during the academic period. 
 
There is no entitlement for any paid sick leave during the first 3 months.  
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ANNUAL LEAVE 
 
Staff are entitled to all school holidays (including Moroccan National Holidays).  However, it is 
important to note that all staff are expected to attend The Planning Week and Professional 
Development Days (these are highlighted on page 40 of this document). 
 
 
STAFF BEREAVEMENT 
 
Anyone classed as an employee has the legal right to have time off from work if: 
 

• A 'dependent' dies, for example their partner, parent, child, or someone else who 
relied on them. 

• Their child is stillborn or dies under the age of 18. 
 
Whilst there is no legal right for paid leave, The British School of Casablanca will ensure 14 
days of full paid leave in order that staff can deal effectively with the unexpected issues of 
such an event.   

The amount of time a member of staff can take off will be under the guidance of the 
Headmistress after a period of consultation with the member of staff affected. 

MEDICAL INSURANCE   
 
Expatriate members of teaching staff are entitled to the school medical insurance scheme, 
details of which are obtainable from the HR Director. 90% of the costs are covered with the 
national health insurance cover. 
 
 
OFFICE AND REPROGRAPHICS  
 
There are photocopying machines in each section of the school. Laminating is also available. 
 
REPAIRS 
 
The Head of resources is in-charge of all repairs. Kindly email him with your request for repairs 
and copy the Head of section and Headmistress. 
 
PROCUREMENT PROCEDURES  
 
All procurement should be processed through the Head of resources at all times.  Anyone who 
needs to procure anything separately should always consult him.  The following basic rules 
will apply: 
 

• Identify the item required. 

• Consult with the Head of Resources 

• Get three different quotes. 

• Agree on the best priced quote (bearing in mind the quality). 

• The Head of resources will handle the request and get back to you. 
 

https://www.acas.org.uk/checking-your-employment-rights
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The goal is to provide guidance and assistance to BISC Departments that will ensure their 
purchase are spent in a manner that provides the best value to the school. Also, facilitating 
the acquisition of appropriate supplies; equipment and services for the School while 
maintaining open, fair, and competitive processes. It will also offer guidelines on the disposal 
of unserviceable, obsolete or surplus stores and equipment. 
 
BISC procurement policies and procedures have been instituted to foster achievement of this 
goal. It is the responsibility of every member of the BISC Staff to be aware of these policies 
and procedures, to abide by them and to assist the department in compliance. 
 
 
INDUCTION OF NEW STAFF  
 
INDUCTION OF NEW TEACHING STAFF - CHECKLIST 
 
A copy of this checklist is to be given to the new teacher and signed by them and the 
Professional Mentor on completion. 

 

The role of the Professional Mentor:  

 

• To ensure that the ground is prepared. 

• To be a communicative point of contact and information. 

• To give advice when requested. 

• To act as guide, particularly in the first half term of a new teacher’s employment. 

• To help ensure that each element of induction has taken place as detailed below: 

 
KEY  
HT: Headmistress 
DH: Deputy Headmaster 
PM: Professional Mentor 
HoS: Head of Section 
Adm: Administrator 
SC: School Counsellor 
DOS: Director of Studies 
HR: Human Resources Director 
DR: Resources Director 
 
Jobs to be done who to do/ask before starting teaching:  
 

● Job Description/Contract(s) in place HR. 
● Accommodation arranged, inc. details of inventory (inc. groceries for Expat 
 staff) passed to new staff DR. 
● Keys to relevant parts of teaching area Adm. 
● Mentor appointed DH. 
● Staff Handbook HT. 
● Professional Development Days explained PM. 
● Extracurricular programme explained. Expectations of commitment explained 
and discussed PM/DH. 
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If/when applicable: 

 

• Living in Casablanca (Morocco) – inc. shopping, banks, finance, tax, transport 
(purchasing vehicles), communications, travel and holidays PM/HR. 

• Tutor Responsibilities and allocation of tutees DH. 
 
During the first few days/week: 
  

● Tour of the school PM. 
● IT induction/training audit, accounts, school systems, exams, printing DHT. 
● Reprographics PM. 
● Staff Room and Catering PM. 
● General duties explained PM. 
● Rewards and Sanction system explained DHT. 
● Staff meeting and other meetings explained PM. 
● Weekly schedule explained PM. 
● Salary HR. 
● Medical Insurance and arrangements HR. 
● Calendar HT/DH. 
● Meet Head of the SEN DH. 
● Meet with DH for briefing on rules and regulations, discipline and Safeguarding 
 PM/DH. 
● Meet School Nurse PM.  
● Meet DH regarding his role PM/DH. 

 
Rest of first term: 
 

● Assessment and reporting briefing DH/HoS 
 

When an existing member of staff takes on a new role an appropriate induction programme 
will be put in place by the Deputy Headmaster and appropriate senior staff. 

 
PLANNING WEEK (AUGUST/SEPTEMBER)  
 
Teachers at The British International School of Casablanca will normally be expected to be 
present in school for the full week preceding the start of school. A programme will be 
published detailing timetables and expectations for this week. Various induction, training, 
departmental, planning, organisational and social meetings are likely to be scheduled. A 
programme will be published well in advance to all new and existing staff. 
 
PROFESSIONAL DEVELOPMENT DAYS 
 
In addition to Planning Week, teachers at the British International School will normally be 
expected to be present in school additional professional development days and Tuesday 
sessions through the school year. These are likely to be scheduled immediately prior to the 
start of a new term/half-term, or immediately following its conclusion. Plenty of notice will be 
given and this takes place during the staff meeting every Wednesday. 
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HANDOVERS  
 

As part of their work at BISC, a teacher leaving the organisation or moving to a new position 
within the organisation has a responsibility to ensure the continuity of the work they have 
previously undertaken. When you contract ends at the end of August you must make sure this 
is completed before leaving BISC. 
 
 
HANDOVER CHECKLIST  
 

• You should write a list detailing your daily, weekly, termly and yearly duties, important 
contacts you utilise in your work, relevant protocols/procedures, important dates and 
events (including plans already in place for forthcoming events), etc. 

• Try to put yourself in the shoes of the incoming employee. What information will help 
them hit the ground running and ensure they can pick up where you left off? Take your 
time with this task, completing it over several days. 

• Prioritise your list. Your list of duties and responsibilities will not be helpful for the 
upcoming employee if its content is in disorder and not prioritised. You should 
prioritise your list and break it down into major items and sub-items. Prioritised duties 
and roles will simplify the process and allow your new employee to avoid time wasting 
and misunderstanding. 

• As part of your handover documentation, provide paper and/or electronic copies of 
important documents, e.g., Schemes of Work, Planning documentation, Mark books, 
Departmental Handbooks and records, details of plans in place for forthcoming terms. 

 
From BISC perspective a leaving procedure helps to ensure that: 
 

• Line Managers understand their responsibilities and have a clear process/checklist to 
follow to ensure that people leave in a professional manner. 

• Staff understand what is expected from them. 

• Security of BISC’s assets, information and premises are maintained. 
 
An effective leaving process can reduce risks of loss of information and leaks in security while 
avoiding costs that can be incurred where equipment is not satisfactorily returned in good 
time and in working order. A well-managed leaving process helps to ensure that the transition 
is as smooth and stress-free as possible for the leaver, the Line Manager and the school. It can 
also offer substantial assistance to any successor who is in place. 
 
Where members of staff are transferring to different roles or different service areas within 
the organisation, it is good practice to follow the handover procedures outlined in this policy. 
 
 
RESPONSIBILITY FOR LEAVERS  
 
It is important to be clear about who takes responsibility for ensuring continuity of work in the 
event of the departure of a teacher. 
 
The Line Manager is responsible for: 
 

• Ensuring adequate handover of work tasks, allowing for continuity of teaching/work 

• Ensuring any BISC property is returned. 
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• Ensuring that BISC intellectual property is retained. 

• Ensuring that the security of BISC data is maintained. 

• Completing and signing the ‘Leavers Checklist’ and passing it on to the Headmistress 
or HR Director.  

• Ensuring the ‘Leaver’s Checklist’ is followed and completed, ideally at the start of the 
term preceding the employee’s end date but certainly within one half term of the 
employee’s departure, with appropriate notification to the leaving employee. 

 
The leaving employee is responsible for: 
 

• Working with their Line Manager to follow the ‘Leavers Checklist’,  completing any 
task and returning any items requested in good time. 

• Competing handover documentation for their successor – the ‘Handover  Checklist’. 

• Emailing and completing the ‘Leavers Checklist’ when requested to do so by their Line 
Manager. 

 
LEAVERS CHECKLIST 
 

• Handing over work to Line Manager/Successor. 

• Access to IT systems. 

• Organisational and personal information held by employee (electronic & paper). 

• Retaining assets belonging to BISC, including intellectual property. 

• Settlement of any fees, expenses or funds, including payroll adjustments. 
 
SCHOOL GUIDELINES – PROMOTING POSITIVE BEHAVIOUR 

 
PROMOTING POSITIVE BEHAVIOUR 
 
The British International School of Casablanca has a stringent recruitment policy. In order to 
achieve the best results, the school is committed to recruiting the best teachers possible both 
nationally and internationally. They are trained with the best methods possible to help our 
students’ learning and develop good behaviours and responsible attitudes. 
 
As reflective practitioners, our teachers and staff know how to recognise and reinforce good 
behaviour and attitudes.  This can include: 
 

• Looking for opportunities to give praise both to individuals and groups of students. 

• Awarding positive written comments, praise and certificates. 

• Using merit marks as motivational tools 

• Giving additional responsibilities. 

• Referring to the Form/Class Teacher/Section Coordinator/Headmistress for special 
praise. 

• Public recognition e.g. in Assembly or line-up. 

CLASSROOM MANAGEMENT BEHAVIOUR  

 
Good classroom behaviour is indispensable in helping students learn and achieve the best 
results. Our teachers have the responsibility to promote good classroom behaviours and lead 
by example.  
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They have expectations that must be met by their students. Under direct supervision of the 
teachers: 
 

• Students must line up quietly and enter teaching areas in an orderly fashion. 

• Staff should direct students to the seats they want them to occupy.  

• Routines for the distribution and collection of resources should be established.  

• Registers must be taken as soon as possible after the start of the lesson.  

• Any internal truancy must be reported to the school administration as soon as the 
register has been taken.  

• Students should raise their hands to attract the attention of the teacher or to answer 
questions if asked to.  

• Students should stand to greet visitors to the classroom.  

• Positive behaviour and progress should be rewarded. The atmosphere of the 
classroom must be built on mutual respect and promote teaching and learning.  

 
OUR GOLDEN RULES  
 
We have respect for everyone in the school. 
 

• We listen to other people’s point of view respectfully. 

• We seek to respect everyone’s emotional and physical dignity at all time. Any attitude 
that might come across as bullying is completely unacceptable and is always treated 
seriously. 

• We all seek to respect other people’s physical wellbeing and their property.  Weapons 
or valuable possessions should never be brought to school. 

• We expect our children to develop responsible social skills. Hence, we seek to 
communicate with them and around them in ways that reflect our standards. 

• We are not rude or cheeky to each other. 

• We do not shout at each other. 

• We do not use physical violence. 

We have respect for the learning of all.  
 
The British International School of Casablanca is committed to helping each child maximise its 
learning abilities and to pursue excellence through hard work, love for work well done, 
discipline, and perseverance.  
 

• We do our best to be at school on time and attend regularly. 

• We do our homework and carry our homework diary at all times. 

• We bring our equipment and remain on task for lessons. 
 
We have respect for school buildings. 
 
The British International School of Casablanca is proud of its wonderful infrastructure and the 
safe, secure environment it provides to our students. It reflects the spirit of excellence in all 
we do. It hopes to remain the best by preserving its structural heritage. Students, staff and 
parents are expected to show respect to school property at all times. 
 

• We do not drop litter.  

• We do not write on walls. 

• We do not damage the buildings or its contents. 
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• We never run in corridors or push doors dangerously. 
 
We have respect for our uniform. 
 

• We always wear our full school uniform. 

• The only jewellery we are allowed to wear is a single stud in each ear. 

• We do not wear outdoor clothing in lessons, unless it is very cold, and then clothing 
must coordinate with the colours of the school uniform. 

We represent our school with pride. 
 
The British International School of Casablanca has a social responsibility towards the wider 
community in which it is situated. Students’ behaviour out of school reflects the image of the 
school. As such we expect our students to behave well on journeys to and from school, and 
on school trips. Students could be rewarded or reprimanded for behaviours in and out of 
school.  
 
THE TEACHER AS AN EFFECTIVE ROLE MODEL AND TUTOR 
 
The British International School of Casablanca defines itself as a holistic institution in which 
teachers and staff do not only transmit knowledge, but also act as positive and influential role 
models to our children. 
Our staff body is well-prepared to be acting according to these principles. They are conscious 
of the fact that they serve as a model for students and can greatly assist their students to 
acquire positive values and attitudes by setting a personal example. 
Parents should refrain from saying or from doing anything that might compromise the respect 
that our students are expected to have for their teachers.  

DEALING WITH CHALLENGING BEHAVIOUR   

 
Coping with challenging behaviours in the context of learning is part of our teachers’ 
responsibilities. They will: 
 

• Discuss behaviour with student/s concerned, seek possible solutions and work out a 
possible reward system. 

• It may be quite difficult to get some students to talk about their difficulties.  If there is 
another member of staff to whom the student relates particularly well, the teacher 
can use this member of staff to try to elicit possible causes and explore avenues for 
solutions. 

• Teachers may refer students who are in need of special attention to the Learning 
Support teacher or Section Coordinators. 

• They will keep accurate behaviour records, noting incidents, dates, frequency, cause, 
action taken etc. 

• Use SIMS to record bad behaviour incidents, lack of homework detentions as well as 
merits. 

• Inform parents on class dojo (or other home/school communication platform)  if a child 
is a cause for concern. 
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REMOVAL OF STUDENTS FROM THE CLASSROOM  

 
In some cases, teachers can see to it that students are removed from the classroom: 
 

• The aim of withdrawal from the class of individual students is to allow teaching to 
continue for most students. It can take place in various ways and with varying 
degrees of seriousness. 

• A typical scheme might include arrangements whereby a student who disrupts 
teaching in a particular class can be put with his/her work into another classroom or 
in the Administrative office.    

• Arrangements can be made between neighbouring Staff or teachers to move 
students from one class to another. 

• At no time should students be placed in an unsupervised situation (e.g. outside 
classroom) or be sent to a lower class as a punishment. 

• Before removing arrangements can be made it must be authorised by the 
Headmistress or Deputy Headmaster, it is the teacher’s responsibility to explain why 
this would be beneficial. 

SANCTIONS  

 
Discipline and sanctions at the British International School of Casablanca are essentially 
formative. That is, students are sanctioned with an educative objective in view. Our teachers 
are active agents in helping our students understand the implications of their actions 
throughout every disciplinary procedure.  
 
They can do the following in order to achieve this: 
 

• In the case of minor disciplinary matters, teachers should take the initial action. 

• If a teacher feels their strategies are not adequate to support a student, the matter 
should be referred to the Class/Form teacher in the first instance, or the Key stage 
Coordinators/PPM. 

• The personnel above will work with the teacher to plan a course of action.  This may 
involve referral to the Headmistress, and parents will be informed. 

• Our ongoing partnership between parents and school is an essential tool that supports 
student development at all levels. Under the supervision of the Headmistress, our 
teachers are trained to tap on this partnership as an effective strategy in maintaining 
good and positive discipline in our school. 

 
The following methods of sanctions are possible at the British International School of 
Casablanca: 
 

• Verbal reprimand. 

• Verbal caution. 

• Loss of break or part of lunch time. 

• An after-school detention for more serious or repeat cases. 

• Deprivation of an activity. 

• Referral to the Head of Dept or Pastoral Leader as appropriate. 

• Referral to the Headmistress. 

• Report sheet on a daily/weekly/monthly. 
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• Written report to parents. 

• Consultation with parents. 

• Detention outside school hours e.g. at the weekend. 

• Restriction of mobility outside or inside school e.g. the student not taking part in 
planned school visit. 

• Internal suspension – working in the Administration office isolated from their peers. 

• Suspension for a determined number of days. 

• Exclusion. 
 
DETENTIONS  
 
The following procedures must be followed when awarding a detention to a student: 
 

• Individual members of staff can put students on detention for up to 1 hour – a 
detention notification slip must be sent to parents 24 hours in advance for them to be 
informed. 

• The PPM, Form Teacher, Head of School, Deputy Headmaster and Headmistress must 
also be informed of the detention by email and this must be logged on to SIMS 

• Teaching staff will have detention time allocated on various days. 

• A record must be written in the student planner and signed by the parent. 

OBSCENITY AND PROFANITY 

It is the responsibility of the group to safeguard decency, morality and to help our children 
grow into morally responsible boys and girls. As such, we uphold a strict rule on obscenity and 
profanity. 

Obscene materials including, but not limited to illustrations (drawings, painting, photographs, 
etc.) and oral or written materials (books, letters, poems, tapes, CDs, videos, etc.) which are 
commercially or student-produced are prohibited. The British International School of 
Casablanca is not responsible for the distribution or use of such material on campus. 

Profanity including, but not limited to, gestures, symbols, verbal, written, etc. is prohibited at 
school and all school-sponsored activities. 

RAISING CONCERNS  

Please remember that your line manager should be your first point of contact should you have 
any questions or concerns.  We operate an open-door policy however and encourage all staff 
and pupils to come by whenever they need to. The only time the Headmistress or Deputy 
Headmaster’s doors are closed is if they are meeting with a parent, child, or members of staff, 
but as our school grows this is becoming more and more frequent.  

If you wish to discuss something with the Headmistress or Deputy Headmaster, please do use 
the internal mail to book and appointment so you can discuss the matter in person at a 
mutually convenient time. Alternatively, the Administration Office Manager is able to access 
our calendars and will be able to book an appointment with one of us. 
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DISCIPLINARY RULES AND DISMISSAL PROCEDURE  
 
The purpose of the Disciplinary Procedure is to give staff members every opportunity to 
improve their standards of behaviour and conduct in order to correct any possible breaches 
of The British International School of Casablanca’s rules and/or codes of conduct.  The Staff 
Code of Conduct Policy 2020 – 2021 clearly outlines the school’s expectations in regards to 
staff behaviour/conduct and so should serve as a reference point to all employees.  
 
SCOPE 

The Disciplinary Procedure applies to all members of staff.  

During the probationary period (if applicable) The British International School of Casablanca 

may dismiss a staff member without going through the full disciplinary procedure, although, 

apart from cases of gross misconduct or serious shortfalls in performance or conduct, a 

warning will normally be given before dismissal is considered. 

Except in cases of gross misconduct, or during the probationary period, a staff member will 
not usually be dismissed for a first offence. 

THE BRITISH INTERNATIONAL SCHOOL OF CASABLANCA RULES 

The British International School of Casablanca has a Staff Code of Conduct Policy and this has 
additional rules or instructions or amend existing rules or instructions from time to time.   

Staff members are also provided with clear instructions about child protection (or 
“Safeguarding”) issues. 

Anyone suspected of breaking any of these rules or procedures will have their case addressed 
through the Disciplinary Procedure. 

PROCEDURE 
 
INFORMAL PROCEDURE 

It is recognised that most issues can be dealt with swiftly and effectively in an informal 
manner. This is the preferred method. However, there may be occasions where, either 
because the informal method has not brought about the desired result or when an alleged act 
of misconduct is of a more serious nature, a more formal procedure will be used. 

FORMAL DISCIPLINARY PROCEDURE  
 
The aim of the Disciplinary Procedure is to ensure fairness in the treatment of all disciplinary 
matters arising at BISC. The British International School of Casablanca will endeavour to deal 
with issues promptly and not unreasonably delay meetings, decisions, or confirmation of 
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those decisions. Full copies of the Policies i.e. for Teaching Staff and Non-Teaching Staff are 
available from the HR Director. 
 
INVESTIGATIONS  
 
BISC will carry out any necessary investigations of potential disciplinary matters without 
unreasonable delay to establish the facts of the case. In some cases this will require the 
holding of an investigatory meeting with the staff member before proceeding to any 
disciplinary hearing. In others, the investigatory stage will be the collation of evidence by the 
investigating officer for use at the disciplinary hearing.  

The staff member will be notified in writing that there will an investigation and also if they are 
to be suspended.  The SLT will appoint an Investigating Officer (not involved in the allegations) 
who will then carry out the investigation.   The Investigating Officer will then submit a report 
to the Headmistress who is to conduct the disciplinary hearing and who will decide if there is 
a case to answer. Only at the end of the investigation will it be decided whether a formal 
disciplinary hearing is appropriate. 

In exceptional cases the School may conduct a confidential investigation without advising the 
staff member.  This would apply where notification of the investigation may undermine the 
gathering of evidence e.g. accusations of embezzlement and incitement.  

DISCIPLINARY HEARING  

If there is a case to answer the staff member will be notified in writing of the allegation of 
misconduct made against them and the possible consequences to enable them to prepare to 
answer the case at a disciplinary hearing. The staff member will be provided with copies of 
any written evidence, including any witness statements. Although in some cases witness 
statements will be confidential and will not be disclosed in full. If the issue is serious, an 
indication that it could result in dismissal should be given.  

The staff member will be advised of the time, date and venue of the hearing and of their right 
to be accompanied at the hearing. Staff members, and their companions if relevant, should 
make every effort to attend the meeting, as should the senior manager hearing the case. 

At the meeting, the Headmistress and/or her nominee hearing the case will explain the 
complaint against the staff member and go through the evidence that has been gathered. The 
Headmistress and/or her nominee will be allowed to set out their case and answer any 
allegations that have been made. They will also be given a reasonable opportunity to ask 
questions, present evidence and call relevant witnesses. They will also be given an opportunity 
to raise points about any information provided by witnesses. Where BISC or a staff member 
intends to call relevant witnesses, they should give advance notice that they intend to do this. 

RIGHT TO BE ACCOMPANIED 

A staff member has a statutory right to be accompanied at a disciplinary hearing which could 
result in a formal warning, or some other disciplinary action being taken or the confirmation 
of a warning or some other disciplinary action (appeal hearing).  The staff member must act 
reasonably in exercising this right, depending on the circumstances of the case. It would not 
normally be reasonable for the staff member to insist on being accompanied by a companion 
whose presence would prejudice the hearing nor would it be reasonable for a staff member 
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to ask to be accompanied by a companion from a remote geographical location if someone 
suitable and willing was available on site. 

The chosen companion may be a work-colleague or an adviser. 

If the staff member’s chosen companion is not available at the time proposed for the hearing, 
then one may be asked to find an alternative companion. If this is not possible, then an 
alternative date may be proposed and again the staff member and the companion must make 
every effort to attend the meeting. In the interests of holding the disciplinary meeting within 
a reasonable timescale, if this leads to the meeting being postponed again, the British 
International School of Casablanca may have no option but to insist the staff member finds an 
alternative companion who can attend the meeting. 

RIGHTS OF THE COMPANION 

The companion should be allowed to address the hearing to put and sum up the staff 

member’s case, respond on behalf of the staff member to any views expressed at the 

meeting and confer with the staff member during the hearing.  The companion does not 

however have the right to answer questions on the staff member’s behalf, address the 

hearing if the staff member does not wish it or prevent the staff member from explaining 

their case. 

 
SUSPENSION 

In cases of potential gross misconduct, a staff member will be suspended with pay. In 
exceptional circumstances suspension without pay may be appropriate. 

Additionally, the British International School reserves the right to suspend a staff member on 
full pay at any stage of the formal Procedure if it is in the interests of the staff member, of 
other staff, or the School, or to promote fair and unhindered application of the procedure. 

 
OUTCOMES OF THE DISCIPLINARY PROCEDURE 
 
There are four possible outcomes of the Disciplinary Procedure: 
 

• Verbal warning 

• First written warning 

• Final written warning 

• Dismissal 
 
DECIDING ON APPROPRIATE ACTION  

After the meeting the senior member who heard the case will decide whether or not 
disciplinary, or any other action, is justified and inform the staff member accordingly in writing 
of the decision. When deciding on the appropriate level of sanction the senior member will 
consider the distinction between relatively minor disciplinary offences and more serious ones, 
reflect any earlier warnings which are still current at the time of the misconduct complained 
of and; wherever possible give the staff member the opportunity to improve their conduct to 
a satisfactory standard within a reasonable period of time. 
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Where misconduct is confirmed then it is likely that the staff member will be issued with a 
VERBAL WARNING for a first offence.  A further act of misconduct or failure to improve 
standards of behaviour within a set period would normally result in A FIRST WRITTEN 
WARNING. 

If the staff member’s first act of misconduct is sufficiently serious, it may be appropriate to 
move directly to a WRITTEN WARNING (either a FIRST or FINAL one).  This might arise in 
situations where the staff member’s actions have had, or are liable to have, a serious or 
harmful effect on the British International School of Casablanca.  The outcome of the meeting 
will be given to the staff member in writing, confirming the level of warning issued, the nature 
of the misconduct and the change in behaviour required.  

The staff member will also be warned that failure to improve behaviour or conduct may result 
in further disciplinary action being taken (which may include dismissal) and advised of the 
right of appeal. 

TIMESCALES FOR THE FORMAL RECORDING OF DISCIPLINARY ACTIONS 

These time limits are guidelines only.  Sometimes longer or shorter periods may be 
appropriate according to the particular circumstances of the case. The School will be at liberty 
to review the above time limits in accordance with good practice: 

• VERBAL WARNINGS will remain on the staff member’s personal file for a minimum of 
twelve months.  

• FIRST or FINAL WRITTEN WARNING will remain on the staff member’s personal file in 
perpetuity.  

 
 
DISMISSAL  

If, following the issue of a FINAL WRITTEN WARNING, the staff member fails to meet the 
required standard of conduct or commits a further act of misconduct within the timescale or 
if the staff member commits an act of gross misconduct, then he or she may face dismissal 
but only after other alternatives to dismissal have been considered (including suspension 
without pay, demotion, or transfer to another role, with the accompanying loss of seniority 
and reduction of salary). In such cases, the staff member will be provided with written reasons 
for dismissal, the date on which employment ended, and the right of appeal. 

In the case of gross misconduct dismissal will normally be without notice (or pay in lieu 
thereof) and all other teacher benefits will cease at the date of termination of employment. 

SACTIONS OTHER THAN DISMISSAL  

On occasions it may be sensible to consider sanctions other than dismissal including demotion 
and/or suspension without pay. The British International School of Casablanca reserves the 
right to take such action where necessary and appropriate. 
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EXAMPLES OF DISCIPLINARY OFFENCES 

MISCONDUCT  

The following list, which is not exhaustive, provides examples of offences, which are normally 
regarded as misconduct and could lead to action being taken under the formal disciplinary 
procedure: 

• Poor timekeeping/lateness. 

• Unauthorised absence or failure to notify BISC when absent. 

• Misuse of BISC property or equipment. 

• Failure to follow a reasonable management instruction. 

• Use of inappropriate language about or towards another member of staff or student. 

• Breaking specific rules or instructions. 

• Carelessness in handling BISC property or that belonging to another member of staff. 

• Breach of the Staff Code of Conduct or other failure to meet the required standards of 
behaviour. 

• Breach of BISC rules and procedures as from time to time in force. 

• Failure to meet the required standard of dress. 

Clearly, repeated breaches of BISC rules and procedures may lead to further warnings which 
could ultimately lead dismissal with notice. 

GROSS MISCONDUCT  

If a staff member is suspected or accused of an act of potential gross misconduct, he or she 
may be suspended with pay whilst an investigation is carried out. If on completion of the 
investigation and the disciplinary hearing, The British International School of Casablanca is 
satisfied that gross misconduct has occurred, the result will normally be summary dismissal 
without notice or pay in lieu of notice. 

The following are examples of the sort of offences that are normally regarded as gross 
misconduct. The list is not intended to be exhaustive: 

• Dishonesty, theft, or fraud (including the disposal of stolen goods) or accepting 
inducement. 

• Fighting, assault, bullying, physical abuse, serious verbal abuse, threatening behaviour, 
immoral behaviour. 

• Falsification of BISC records or systems. 

• Falsification of expenses. 

• Knowingly providing false or misleading information on your application form. 

• Knowingly working for BISC when not the legal right having to work. 

• Unauthorised possession of BISC, staff member or pupil’s property. 

• Gross negligence which causes (or could cause) unacceptable loss, damage or injury. 

• Wilful damage to BISC property or that belonging to another staff member or student. 

• Discrimination, serious harassment or victimisation of others. 

• Conduct bringing BISC into serious disrepute, including the inappropriate use of social 
networking sites, platforms, or Apps. 

• Conduct seriously detrimental to the work of BISC or of its clients or partners. 

• Serious insubordination, or blatant disregard of reasonable management instructions 
or requests. 
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• Flagrant disregard of health and safety provisions or other statutory requirements. 

• Harassment, serious discrimination, or victimisation. 

• Unauthorised disclosure of confidential information. 

• Sleeping on duty. 

• Abuse of BISC ’s Sick Pay Scheme. 

• Wilful or negligent corruption of computer data and or other serious breach. 

• Being under the influence of alcohol, intoxicants or illegal drugs during working hours. 

• Carrying out personal business during company time without prior written permission 
of the School. 

• Reproduction of BISC material, including computer software or confidential 
documentation without prior written permission of the Headmistress. 

• Unauthorised absence in certain situations. 

• Conduct whether at or outside BISC which fundamentally breaches the relationship of 
trust and confidence between you and BISC.  

• A criminal conviction that is incompatible with your continued employment with BISC. 
 
The above offences are in addition to any other gross misconduct offences referred to 
elsewhere in the Staff Handbook. This list does not include all those offences for which instant 
dismissal may be considered the appropriate penalty.  Nor does it exclude the possibility of 
the School taking any action in accordance with its rights and duties under criminal law. 

DISCIPLINARY DISMISSAL APPEALS PROCEDURE  

In all cases you will have the right to appeal a disciplinary decision taken against you. If you 
disagree with the decision or consider it unjust you should appeal in writing within five 
working days of the date of written confirmation of the penalty (or as soon as reasonably 
practicable). The appeal must be made in writing to the Line manager who is notified in the 
confirmation of warning letter, setting out the grounds for appeal.   

The British International School of Casablanca will arrange an appeal hearing without 
unreasonable delay and appoint an Investigating Officer to hear the appeal.  

The panel will normally consist of the Headmistress, another member of The SLT (or another 
senior manager at a similar level) and who was not involved in the initial disciplinary/dismissal 
decision) and a member of the Board.  The staff member will again be given the opportunity 
to state their case and to be accompanied by a work colleague or trade union representative 
or official if desired. 

 

There is no further right of appeal. 
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REVISION 
 
This staff handbook will be revised each academic year following the validation of the Board 
of Governors and appendixes may be added to this document when the need arises.  

 
 

…………………………………………………………………………………………………………………………………………. 
 

 
 

The British International School of Casablanca Operational Procedures and Staff Handbook 
 
I, the undersigned, attest that I have read and understood all the content of this operational 
procedures and Staff Handbook and will abide by it as an employee of The British International 
School of Casablanca. 
 
 
 
Employee         Employer 
 
 
Print Name:         Print Name: 
 
 
Signature:         Signature: 
 
 
 
Date:          Date: 
 


