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Welcome Message
Dear Staff,

Welcome to Taryam American Private School!
We are excited to have you as part of our
professional family. This handbook is designed
to guide you through the policies, procedures,
and expectations that define our shared
mission: to provide high-quality, student-
centered education in a safe, supportive, and
innovative environment.

This handbook is designed to provide
information and resources that will guide
parents and students throughout the school
year. The school has adopted all of the SPEA,
safety and American curriculum practices. As
you read through the handbook, should there
be any questions, please do not hesitate to give
us a call during working hours.
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Vision

gy

To create an outstanding and creative
educational environment which empowers
students to achieve their potential and to
become life-long learners and future leaders.
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Mission

Lol

Taryam American Private School prepares
students to wunderstand, contribute and
succeed in a rapidly changing society. We aim to
provide our students with a comprehensive
education that will equip them with the skills to
succeed in all personal, social and academic
endeavors and for admission and success in
leading academic institutions throughout the
world.
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Our Vision: To create an outstanding and creative educational environment which empowers students to
achieve their potential and to become life-long learners and future leaders.
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Values ol
1. Flexibility and adaptability. S e Byaallg D9yl L1
2. Initiative and self-direction. Gl dezgilly 8okl .2
3. Social and cross-cultural interaction. ol glasll L‘_,cw.?y\ Jeladl 3
4. Productivity and accountability wlally &Y 4
5. Citizenship and Responsibility. A g5aually Liblgall .5
6. Information and technology literacy. gl Alaglaall d8yaall .6
7. Critical thinking and problem solving. M all g WU pSatll 7
8. Creativity and innovation. Sl a8
Beliefs T2
1. We believe all students can learn and be | 059 edais 0 CIlb () dellasusly O o .1
successful. ==t

2. We believe the focus of all schools’ activities | o s dudall daidl puazr yamo O (055 .2
should be on students’ learning. el ol e iy
3. We believe that classroom instruction should | o, deulull Jgsmdll 3 Guoyid! O 55 .3

be engaging and challenging for all students. M)l ged Loy Ll 055 of
4. We believe high expectations yield high B ookl Al oldgll G ey 4
results. e

5.We Dbelieve that a safe, comfortable 3 &lge douyally 413l Al i 4e5 5

environment is conducive to student learning. Il

6. We believe that all individuals have value, .%bfgaagépeaﬂ LI 5 of e 6

worth, and dignity. sl b JULSI B o557

7. We believe children are our priority.

Our Vision: To create an outstanding and creative educational environment which empowers students to
achieve their potential and to become life-long learners and future leaders.
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Communication

Communication between staff, parents and the
administration are vital in supporting a
healthy relationship. The school has set up
parent-teacher conferences scheduled
throughout the year to support the
understanding of progress and educational
investment. Should parents wish to
communicate with a teacher, supervisor,
academic manager or the school Principal,
please phone the school secretary to make an
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appointment or send an e-mail to the desired qC Jdl sk
person directly.

Administrative Contacts:
Dr. Raed Abdalla Principal Principal@tapschool.ae 0568851010
Mrs. Amira Mohamed Vice principal Viceprincipal@tapschool.ae 0558251932
. Registration and .
Mrs. Dina farag students’ affairs admission@tapschool.ae 0505378888
Mrs. Rema Wafai Assistant Registration Reception@tapschool.ae 0505807724
Mrs. Eman Ali Accountant Accountant@tapschool.ae 0506503251
Mrs. Maha Adnan Accountant Accountant2@hotmail.com 0554091580
Mrs. Haneen Qandeel Safet.y coordinator/ safety@tapschool.ae 0506430857
Admin Secretary
Mrs. Shoruq Jamal IT Manager IT1@tapschool.ae 0554092154
Eng. Bashar Abdalla IT Support [T3@tapschool.ae 0506429704
Mrs. Ameera Haron School Nurs.e mainclinic@tapschool.ae 065216000
Primary + Girls
. . School Nurse -
Mrs. Hind Awni Boys clinicl@tapschool.ae 065216000
Mrs. Fatima Sulaiman School Nurse clinic2@tapschool.ae 065216000
Mrs. Maysaa AbdulRazik | Academic counselor academiccounselor@tapschool.ae 0564223967
Mrs. Ameera Galal Activities Coordinator Activity@tapschool.ae 0508228951

Our Vision: To create an outstanding and creative educational environment which empowers students to
achieve their potential and to become life-long learners and future leaders.
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Academics: Head of Departments (HOD)

Mr. Amin Nabeel

Head of Math Department

MathHOD@tapschool.ae

Mr. Tala’at

Head of English Department

EnglishHOD @tapschool.ae

Science HOD

Head of Science Department

ScienceHOD@tapschool.ae

Mrs. Nesreen

Head of Arabic A and Arabic B

ArabicHOD @tapschool.ae

Social Studies A

Head of Social Studies A

Social-A-HOD @tapschool.ae

Mrs. Sally

Head of Islamic A Department

Isalmic-A-HOD @tapschool.ae

Mrs. Rahaf AlMogeed

Head of IT Department

ICTHOD@tapschool.ae

Mrs. Reema AlSabagh

Head of French Department

FrenchHOD @tapschool.ae

Mrs. Nadine Ebrahim

Head of Business

BusinessHOD @tapschool.ae

Mrs. Doua AlBalawneh

Kindergarten Supervisor

kgsupervisor@tapschool.ae

Mrs. Rasha

Social B & Islamic B, PE & ART

Supervisors & Social workers:

Ms. Doua AlBalawneh | Kindergarten Supervisor kgsupervisor@tapschool.ae 0554537616
Ms. Zain Khanfar Primary Supervisor primarysupervisor@tapschool.ae 0559510413
Ms. Bara Sarhan Assistant primary supervisor | primarysupervisor2@tapschool.ae | 0556980014
Ms. Fadwa Sohail Girls Supervisor (9-12) girlssupervisor2@tapschool.ae 0505542829
Ms. Ruda Girls Supervisor (5-8) girlssupervisorl @tapschool.ae 0506438406
Mr. Mohammed Omar | Boys Supervisor (6-8) boyssupervisor@tapschool.ae 0553916746
Mr. Luay Al Halabi Boys supervisor (9-12) boyssupervisor2 @tapschool.ae 0554158056
Mr. Abd Elazim Boys social worker Socialworkerb@tapschool.ae 0508231695
Dr. Bayan Nawafleh \C/;viczlrsk::d Primary social girls.socialworker@tapschool.ae 0507362374
Mrs. Moza KG Social Worker moaza.aljassmi@tapschool.ae 0506431058

Our Vision: To create an outstanding and creative educational environment which empowers students to
achieve their potential and to become life-long learners and future leaders.
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Organizational Structure

School Principal

Vice Principal

Heads of Sections
Academic Coordinators

Teachers & Support Staff
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Code of Conduct
All staff are expected to:

Members

Uphold professional ethics.
Model respectful and responsible behavior.
Protect student confidentiality.

Abide by school and UAE Ministry of
Education regulations.
and

of the teaching profession

Administrators at TAPS are committed to the
principles of:
Dignity, Respect, Integrity, Empathy & Justice

Teachers honor the Principle of Dignity by
upholding the intrinsic worth of all people,
including self, students, colleagues and
parents.

Teachers honor the Principle of Respect by
having due regard for the feelings, rights and
traditions of all people and by developing
relationships that are based on mutual
respect and trust.

Teachers honor the Principle of Integrity by
acting impartially and responsibly and by
being honest, trustworthy and accountable
with regard to the obligations that concern
the profession.
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Our Vision: To create an outstanding and creative educational environment which empowers students to
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Teachers honor the Principle of Empathy by
being aware of the feelings and perspectives
of others and by being open-minded and
responding compassionately.

Teachers honor the Principle of Justice by
being fair and reasonable and committed to
the well-being of individuals, the community
and the common good.

Teachers and staff are expected to be role models
for our students and maintain high standards of
conduct. They should:

refrain from smoking on campus.

avoid public confrontations with parents
and students

avoid inappropriate touching of students
avoid using physical punishment of any kind

avoid eating or drinking (except water) in
the classroom when students are present

avoid using mobile phones in the classroom
for personal reasons, phones are to be
turned off during class sessions

refrain from chewing gum on campus.
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Our Vision: To create an outstanding and creative educational environment which empowers students to
achieve their potential and to become life-long learners and future leaders.
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Rules on the school premises

Teachers are:

not to exchange classes without the
permission of the section supervisor

to communicate in English language

to make sure desks and personal belongings
should stay neat throughout the academic
year

to have a positive attitude towards other
workers

not allowed to interrupt on-going classes. In
case of emergency, section supervisor has the
right to do so

not allowed to communicate with the parents
in any way without informing the supervisor

to keep relationships with colleagues,
students, and teachers within professional
limitations

must follow the school’s organizational chart
in reporting

expected to foster positive social behavior
and prevent negative ones among students

to carefully handle school belongings and
return to their source after usage, and
reported if lost
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Our Vision: To create an outstanding and creative educational environment which empowers students to
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Professional Expectations

e Arrive punctually and prepared for all
duties.

o Maintain a student-first approach.

o Collaborate with colleagues to ensure
consistency and alignment.

e Reflect on performance and seek

continuous improvement.
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Working Hours, Attendance and Leave
Policy:

v" Administrators: 7:10 a.m. to 3:40 p.m.

v' Teachers: 7:20 a.m. to 3:30 p.m.

v Supervisors and Social Workers: 6:50 a.m.

-3:40 p.m.

v' Staff are forbidden to seek permission during
working hours, except for the utmost
necessity, and this is done as follows:

A. send an email to HR (hr@tapschool.ae)
and (CC) the principal, vice principal,
supervisors, and the academic
coordinator.

B. receive an approval from personnel
with 24 hour period

v In case of an employee being absent from

work, the following steps should be taken:
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A. Send an HR
(hr@tapschool.ae) and (CC) the

email to the
principal, vice principal, supervisor,
and academic coordinator.

B. Send the email before 6:00 am on the
day of absence, preferably one day
before the day of absence so that the
supervisors can deal with the
consequences of this absence.

C. If the reason for the absence is
related to health issues, the school
nurse must also be placed in the (CC),
and after recovery, email the sick

leave report, certified by the Ministry

of Health to avoid deduction.

v All absences must be reported in advance to

the line manager, HR, and “cc” vice principal

and principal.

Attendance is tracked for performance

reviews.

Note (1): Teachers who have morning duty
should arrive at 7:10 am, and teachers who
have after school duty should stay until the last
student leave.

Note (2):

Working hours may change

according to the school’s requirements.

.
—
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Our Vision: To create an outstanding and creative educational environment which empowers students to
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The deduction policy will be as below table:

Lateness Times of being late Deduction

1-10 minutes Each 4 times/month Half-day
11-30 minutes Each 3 times/month Half-day
31-60 minutes Each 2 time/month Half-day
More than 1 hour Each 2 time / month Full day

Lesson Planning & Curriculum

Teachers must follow school-approved
curriculum maps and pacing guides.

Weekly lesson plans must be submitted
by Wednesday, and coordinators must
complete their review by Thursday each
week.

Differentiation strategies must be

included in all lesson plans.
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ssessment & Grading Policies

Formative and summative assessments
must align with the curriculum
standards and the academic
department’s assessment policy.

Grades should reflect  student
performance accurately and be updated
regularly in the SIS.

Feedback must be and

constructive.

timely
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Classroom Management

Follow Positive Behavior Policy.

Maintain a safe and inclusive learning
environment.

Document and report all incidents

through the proper channels.
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Communication Protocols

Use official communication platforms
(e.g., email, Paradigm).

Maintain professionalism in all written
and spoken interactions.

Parent communication should be
regular, clear, and approved by the line
manager.
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Professional Development

Staff are required to attend PD sessions
organized by the school.

Teachers must complete annual CPD
hours as per SPEA requirements.

Reflective practice and
collaboration are encouraged.

peer
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Health & Safety

Follow all school safety protocols and
report hazards immediately.

Participate in regular fire drills and
emergency preparedness training.

Monitor students’ well-being and report
concerns.

Ordering food from outside restaurants
is not allowed.
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Use of Technology

Use school devices and

responsibly.

systems

Integrate technology into teaching to
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Dress Code
"INl
o Staff must wear professional attire that Geall
reflects respect for the school’s culture |43 plisYl WSa (240 & sMDl p o
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Jeans, sneakers, or casual wear are not
permitted during school hours unless
otherwise stated.
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Our Vision: To create an outstanding and creative educational environment which empowers students to
achieve their potential and to become life-long learners and future leaders.
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Conflict Resolution

Conflicts should be resolved through
direct, respectful communication.

If needed, mediation will be facilitated by
a member of the SLT.

Staff must avoid
unprofessional discussions.

gossip or

tonholad! o B!
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Safeguarding & Child Protection

All staff are mandatory reporters of any
suspected abuse.

Regular training will be provided.

Maintain clear professional boundaries
at all times.
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Emergency Procedures

Fire and lockdown drills are conducted
each term.

All staff must be familiar with emergency
exits and evacuation plans.
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Our Vision: To create an outstanding and creative educational environment which empowers students to
achieve their potential and to become life-long learners and future leaders.
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School Calendar 2025-2026
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Taryam American Private School

TAPS Academic Calendar 2025-2026

August September
M iE W Th F S S M a8 W Th F S S
& 2 3 1 2 3 5 6 7 |4 sept Prophet Mohamed Birthday
4 5 6 7 8 9 10 8 9 10 11 12 13 14
18th August staff first Day 11 12 13 14 15 16 17 15 16 17 18 19 20 21
25th Aug school starts (G1-12) 22 23 24 22 23 24 25 26 27 28 |24 Sept //(Test 1 Term1 Exams)
26h AugSchool starts (PreKG+KG1+KG 26 27 28 29 30 31 29 30
Days of Teaching I I Days of Teaching I 17 I
October November
™M T w | Th F s | s | ™M T w | Th F S S
1 2 3 4 I 5 I 1 2
12th Oct/ Staff PD 6 2 8 9 10 11 3 4 5 6 7 8 9
13 14 15 16 17 18 19 10 11 12 I3 14 15 16 |10th Nov/ Test 2 (EoT1Exams)
20 21 22 23 24 25 26 17 18 19 20 2% 22 23
27 28 29 30 31 24 25 26 27 28 29 30
Days of Teaching 18 Days of Teaching 16
December January
w | ] F B B M T w | Th F S B
1st Dec Martyrs' Day 4 1 6 5 2 3 4
2nd&3rd Dec National Day 12 a3 14 5 [3 7 8 9 10 11 |SthJanuary 2nd Term Starts
Sth Dec Students' Vacation Starts 19 20 21 12 13 14 15 16 17 18
26 27 28 19 20 21 22 23 24 25 |21ST Jan/ (Testl Term 2 Exams)
26 27 28 29 30 31
Days of Teaching 1 Days of Teaching 16
February March
M T w | Th F s | s | M T w | Th F s s
1 ak
Sth Feb/ Staff PD 2 3 4 5 6 7 2 3 4 5 6 7 8
9. 10 11 12 13 14 15 9 10 11 12 13 14 15 |12th March Esra & Mirgj
16 17 18 19 20 21 22, 20 21 22 |19th March Eid AlFitir
25th Feb./ Test 2 (EoT2 Exams) 23 24 25 26 27 28 23 24 25 26 27 28 29 |23rd March/ 3rd Term Starts
[30]3] [ |
Days of Teaching I 16 I Days of Teaching 14
April May
M T W Th F S S M il W Th F S S
1 2 3 4 5 1 2 3
6 7 8 9 10 11 12 4 5 6 73 8 9 10 Q4th May AP Exams starts
15th April/ (Testl Term3 Exams) 13 14 | 15 i6 | 17 18 11 12 13 14 | 15 16 17
19th April/ Staff PD 20 21 22 23 24 25 26 18 19 20 21 22 23 24
27 28 29 30 l 25 26 _ 29 30 31 Q§27th May Eid Adha Holiday Starts
Days of Teaching 18 Days of Teaching 14
June July
M T W Th F S S M i W Th F S S
1stJune/Test 2 (EoT3 Exams) 1 2 3 4 5 6 7 I: 3 4 5 |2nd July Staff Last Working Day
8 9 10 A8l 12 13 14 6 7 8 9 10 11 12
15 16 17 18 19 20 21 13 14 15 16 17 18 19
22 23 24 25 26 27 28 20 21 22 23 24 25 26
30th June last day for students 29 30 27 28 29 30 31
Days of Teaching 18 Days of Teaching 2
Firstand lastworking day for teachers
Start and end of academic year for students {(Grades 1 to 12)
Start and end of academic year for students (KG1 & KG2)
Professional Development
Examination
School Breaks and Holidays (Spring, Winter, and Summer)
National, School and Religious holidays

Our Vision: To create an outstanding and creative educational environment which empowers students to achieve their potential

and to become life-long learners and future leaders.

Our Vision: To create an outstanding and creative educational environment which empowers students to
achieve their potential and to become life-long learners and future leaders.
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CLASS TIMINGS GRADES 1-12

//]/]] 2025-2026

Monday - Tuesday - Wednesday - Thursday

1-5A

5D to Grade 8

9-12

8:00 - 8:45 (1st period)

8:00 - 8:45 (1st period)

8:00 - 8:45 (15t Period)

8:45 - 9:30 (2nd period)

8:45 - 9:30 (2nd period)

8:45 - 9:30 (2nd Period)

9:30 - 10:00
(Break 1)

9:30- 10:15 (3t Period)

9:30- 10:15 (3r)

10:00 - 10:45 (3rd period)

10:15- 10:45 (Break 1)

10:15-11:00 (4t)

10:45 - 11:30 (4t period)

10:45- 11:30 (4 Period)

11:00-11:30
(Break 1)

11:30 - 12:10 (5th period)

11:30- 12:10 (5t Period)

11:30-12:10 (5th)

Break// 5 Minutes
12:10 - 12:55 (6t Period)

Break// 5 Minutes
12:10 - 12:55 (6t Period)

Break// 5 Minutes
12:10 - 12:55 (6th)

12:55 - 1:40 (7t Period)

12:55 - 1:40 (7t Period)

12:55 - 1:40 (7th)

1:40 - 2:20 (8t Period)

1:40 - 2:20 (8t Period)

1:40 - 2:20 (8t)

2:20 - 2:25 (Prayer Time)

2:20 - 2:25 (Prayer Time)

2:20 - 2:25 (Prayer Time)

Our Vision: To create an outstanding and creative educational environment which empowers students to
achieve their potential and to become life-long learners and future leaders.
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Classes Timings //// (Pre-KG, KG1, and KG2)
Period Monday - Tuesday - Wednesday - Thursday
1 8:00 -8:35
2 8:35-9:10
Break 1 9:10 -9:40
(Break 1)
3 9:40 - 10:20
4 10:20 - 10:55
5 10:55-11:30
Break 2 11:30 - 11:50
(Break 2)
6 11:50 - 12:25
7 12:25-1:00
School Administration

Our Vision: To create an outstanding and creative educational environment which empowers students to
achieve their potential and to become life-long learners and future leaders.
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