Kuwait 10/9/2015

Dear Parents,

I, Ms. Ahlam Khatab Al Mutawaa, School Director, am pleased to welcome you and take this opportunity to
introduce myself and the school administration, who provide an academic and educational atmosphere for our
students.

| am a Kuwaiti national and have a Bachelor's degree in Law, a Master’s in Education, Supervision and
Administration, and a Curriculum and School Management Diploma. PHD in Self-Development. | have been the
director of Arab American Bilingual Academy since 1997, when Mr. Mubarak Al Mutawa, Attorney at Law,
established the school for the purpose of merging the Arab Civilization and the English language.

| believe that in order to impart a good education, cooperation between school and home is extremely important.
Therefore, Saturday lam an Educational Consultant, and from Sunday till Thursday | am doing Administrative work
and meeting with students. | receive parents in my office on Wednesday , every week in order to deal with the
educational, psychological and behavioral / progress of my students. These appointments are to be coordinated
with Ms. Neveen, my executive secretary (Ext. 106).

Any financial issues must be discussed with the Accounts Department, and any student’s problems with our
specialists.

| would appreciate your support with the following:

At home please make sure your child does their homework.

Help your child get organized for school, perhaps the night before.

Make sure your child has enough sleep.

Breakfast is important if your child is to be an efficient learner.

Pack healthy lunch including a drink-the best is milk, or juice, fruit and sandwich. Please no chocolate, or

candy. Also make sure your child brings a snack-fruits are best.

6. Keep toys and the mobile at home. Things brought to school may get broken or lost. Otherwise will be
forfeited to the end of the year.

7. Schoolis not responsible for the loss of books where each student has his/her own safe.

8. Prayeris mandatory in school; please comply with the appropriate dress code for prayer (ablutions and
slippers).

9. Please make arrangements to have your child picked up on time at the end of the school day. Teachers
are available only for 30 minutes after the last bell.

10. In case if there is a family or health problem, inform the nurse and the specialist.

11. Trips and activities are an integral part of promoting confidence and pollamong students; students should
participate in all school activities as these are also given participation grades.

12. The students must comply with the school uniform.

13. Student’s Tardiness to the morning assembly affects participation & behavior points.

14. The quizzes will be scheduled weekly for each subject as follows:
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Sunday Monday Tuesday Wednesday Thursday
Arabic, Social English Islamic, French Science Math
Studies,
Computer




Technical Issues:

If there are any questions in the following matters, please refer to the heads of the departments, as given in the

chart below. Please refer to the Director only as a final resort.
e Technical matters relating to the scientific subjects.
e Academic weakness among students.
e Teacher performance, or any query related to the teacher.

Subject Class Teacher Name Date / Time
ENGLISH- MATH — SCIENCE Pre KG - KG 2 Ms.Asmaa + Maria Thursday (1:15 -2:00 pm)
ENGLISH Gr.1-5 Ms. Maria Tuesday (10:30 —12:00 pm)
ENGLISH Gr.6-8 Ms. Stephanie Thursday (10:00-10:30 pm)
ENGLISH Gr.9-12 Ms.Asha Thursday (10:00-10:30 pm)
SCIENCE Gr.l-4 Ms.Mussarat Thursday (1:15 -2:00 pm)
SCIENCE Gr.5-8 Ms.Rasha Thursday (1:15 -2:00 pm)
SCIENCE Gr.9-12 MS. HOREYA & Ms.Mussarat Thursday (1:15 -2:00 pm)
Chemistry 10 Ms. Mussarat Thursday (1:15 -2:00 pm)
Physics 11 Ms. Horeya +Hana Thursday (1:15 -2:00 pm)
MATH Gr.1-4 Ms. Rasha Thursday (1:15 -2:00 pm)
MATH Gr.5-8 Ms. Wafa + Abeer Refaat . Thursday (1:15 -2:00 pm)
MATH Gr.9-12 Ms.Eman.M Thursday (1:15 -2:00 pm)
ARABIC KG-8 Ms. FAKHREYAH Thursday (1:15 -2:00 pm)
ARABIC 9-12 MS. NOOR Thursday (1:15 -2:00 pm)
ISLAMIC 1-5 Ms. ROLA Wednesday (1:15 -2:00 pm)
ISLAMIC 6-9 Mr. FUAD Thursday (10:00 — 10:30 am)
ISLAMIC 10-12 Mr. ISMAEEL Sunday (9:45-11:15am)
SOCIAL STUDIES 1-10 Ms. MALAK Wednesday (1:15- 2:00 pm)
P.E 1-12(Boys) Mr. SALAH Thursday (1:15 -2:00 pm)
P.E 1-12 (Girls) Ms. RASHA Thursday (12:30 -1:00 pm)
COMPUTER 1-5 Mr.Anas+ Mr. Hammad Thursday (11:30-12:00 pm)
COMPUTER 6-12 Mr. Anas Thursday (12:30 -1:00 pm)
ISLAMIC WORLD HISTORY 11-12 Ms.Asha Thursday (1:15 -2:00 pm)
SPECIAL NEED S/N Mr. AHMED Thursday (1:15 -2:00 pm)




Behavior & Discipline:

If there is any inquiry about the students in the following matters, please refer to:

Psychologist: Ms. Rand (Bachelor in Psychology) from KG —Gr.8 & Ms. Hanan (Bachelor in
Psychology)and Mr.Salah from Gr.9 — 12 boys, Ms. Doaa and Ms.Mai (Bachelor in Psychology) from
Gr.9—-12 girls .

e Students' behavior: Ms. Maha will be maintaining a record of the students' behavior,
suspension, absentees and tardiness. In the beginning of October the student must take his/her
password to access his/her record and parents should the progress of the students through
email.

e She will also ensuring that students are in school uniform.

e Parents must ensure that their son/daughter abide by the school rules and regulations and
review the disciplinary list, which includes the school uniform.

Medical excuse and additional material:

See Ms. Noor Rohy, Supervisor Administration (Bachelor in Arabic Language) extension: 107, in the
following matters:

e If you request a medical paper (Note that the Director has the right to refuse the medical
excuse, due her knowledge of the student's conduct and behavior within the school).

e Inquiry about the school schedule.

e Inquiry about the grade 12 GPA.

e |f your want to register for additional subjects in order to raise your child's academic level, you
must have approval from the Director.

e |f the parents wish to meet the supervisor, the meeting should be at the end of the school day.

Homework System:

Ms. Maha, during the school day, is responsible for: entering the study plan, homework and exams
schedule according to the PIN for each student for all subjects.

e Mr. Foad will be responsible for following the year book, students photograph, graduation and
International day for all grades, except high school.
Public Relations Ms. Hanan Rajeh (104):

e General supervision.

School Nurse (105): (Maintenance & Health)

e Suggestion on air conditioners or any technical problem.

e Activities, concerts, and trips.

e Ifthere are any special health cases, please inform Ms. Fatma, the school nurse.
e Heath files for new students should be handed over to the nurse Fatma.

e QOverseeing the cleanliness of school facilities.



Educational Guide Ms. Salwa Ghanayem (118):

e Link with universities and registration for SAT-TOFEL,

e Arranging trips (international — scientific)

e School volunteer activities: If you wish to participate in any volunteer activity.

e Organizing the grade 12 graduation ceremony.

e School Accreditation.

e Ifthereis any question regarding the inclusion students, (students need, curriculum, and follow
up concerning scores).

e |f your son/daughter has an educational or psychological problem, refer to Ms. Salwa, with the
coordinator and the specialist, and then inform the Director.

Registration and transferring:

e For new students registration please see Ms. Roba for grades KG — 5 extension (121).

e Fornew students & special need registration please see Ms. Rana for grades 6,7,& 8 (ext. 115).

e For new students registration please see Ms. Amal for grades 9,10,11 &12. (ext.102)

e Transfer students to and from AABA, and complete the registration procedures please see Ms.
Fatma Herzallah.

e Old certificates and replacement please see Ms. Fatma Herzallah and Ms. Maha.

Special Needs Department:

e Any inquiry or complaint relating to the special needs students please see Mr. Ahmed Al
Bustanje and then inform the Director.

e Fortransportation issue, contact Mr.Alaa (mobile : 22842007 )& Mr.Hamad (mobile: 66790508),
for registration, and more information, complain.......

Account Department:

e For financial matters of tuition, books or school uniform, please see the accountant Ms. Yasmin.

e For bus registration, please see the accountant, Ms. Yasmin.

e |If youfeel that your son/daughtersuffers from slow learning, please see Mr. Ahmed Al Bustanje.

e The school website is: www.aaba.edu.kw, & Jordan branchis: www.uca.edu.jo you can enter the
student program and through it communication between the school, parents, and students. For
the user name and password for your son/daughter, please see Ms. Maha Nimer.

e You can contact the school thorough the following email, admin@aaba.edu.kw.

e Attachments: (School Calendar, Discipline List and School Mission and Vision).

e For Bus registration, or any compliant see Mr. Alaa : 55842007 & Mr.Hamad: 66790508

Thank you for your cooperation,

The School Director,
Ms. Ahlam Khatab
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