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1 IB, 2016 IB Publications: http://www.ibo.org/programmes/profile/  
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IB Mission 

The International Baccalaureate® aims to develop inquiring, knowledgeable and caring young people 

who help to create a better and more peaceful world through intercultural understanding and 

respect. To this end the organization works with schools, governments and international 

organizations to develop challenging programmes of international education and rigorous 

assessment. These programmes encourage students across the world to become active, 

compassionate and lifelong learners who understand that other people, with their differences, can 

also be right. 

 

2020 IB Programme Standards and Practices Framework 
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Our Vision 

Being an influential educational institution that empowers passionate future leaders who positively 

impact the world 

Our Mission 

We strive for excellence in education through providing personalized learning that incorporates 

innovative instructional strategies and actively engages the school community in learners' 

experiences that are applied within diverse environments while taking pride in our own culture and 

preserving it. 

Our Values 

The acronym I-RESPECT was developed to outline the eight values that will guide our actions and 

dealings while preserving our unique culture at Mashrek International School 

• Integrity 
• Resilience 
• Equity 
• Selflessness 
• Passion 
• Excellence 
• Compassion 
• Team Spirit 

 
 

Learning Principles  
 

Our learning principles are inspired by psychology’s ‘Top 20’ list and the practices of high-quality 

teaching and learning which aim to provide learners with conceptual understanding, knowledge, 

skills and attitudes to promote life-long learning while maximizing learners’ potential and empower 

them to take ownership of their own learning in a supportive and inclusive environment.1 

 

 
2 American Educational Research Association, American Psychological Association, & National Council on 

Measurement in Education. (2014). Standards for educational and psychological testing. Washington, DC: American 

Educational Research Association. 
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Rules for IB World Schools 
 

Rule 5.8 - It is the practice of the IB to make its programmes available to all students enrolled at IB 

World Schools. No student will be excluded by the IB on the grounds of race, nationality or national 

origin, ethnicity, culture, gender, age, religious affiliation, political beliefs, disability, or any other 

personal characteristic as prohibited by law. Schools must implement their duties under these rules 

in a manner that enables this practice to be upheld.2 
3Rule 5.9 - It is the school’s responsibility to determine whether it can enroll a candidate with 

learning support requirements into the programme. 

Abstract of Policy 

At Mashrek International School, we believe that promoting inclusivity and valuing diversity are key 

to engaging our community of learners and maximizing their potential to become their best self.  

As it is our aim to encourage our learners to become global citizens in a diverse world, it is important 

for our community to understand and respect the unique qualities of all individuals. This is done by 

ensuring that they all have access to a variety of personalized opportunities that cater for their 

academic needs while supporting their social and emotional well-being through a broad, balanced, 

and equitable curriculum.  

Therefore, all teachers are responsible for supporting learners’ diverse cultural and linguistic 

backgrounds and differentiating for all learner variability.  

Furthermore, through our Well-Being Programme and our holistic approach to well-being, the well-

being team members and well-being mentors are responsible for promoting the social and emotional 

well-being of all students. This is due to our belief that all students, no matter their diverse 

personalities, abilities and backgrounds, feel that they are comfortable, valued, and heard. 

Rights and Responsibilities of an Inclusive Mashrek Community 

The Mashrek Community members constantly work together to ensure that they are learning and 

reflecting on new ways to improve inclusion across the school, and view inclusion as a journey. Each 

member has rights and responsibilities to help make this journey successful.  

 
2 Rules for IB World Schools; International Baccalaureate Organization (UK) Ltd Peterson House, Malthouse Avenue, 
Cardiff Gate Cardiff, Wales CF23 8GL; June 2020 (2) 
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Rights 

Roles and Responsibilities  

School 

Leadership 
Teachers Students Parents 

 

 

All learners 

have the right 

to learn in an 

environment 

that provides 

equity. 

- Adopt and 

practice the 

belief of 

applying 

inclusion in the 

learning 

community. 

 

- Help all 

learners feel 

included, secure, 

and respected in 

voicing their 

individuality. 

 

- Involve parents 

and guardians in 

the learning 

experience. 

 

 

-Link diversity 

through multi-

sensory tools 

and teaching 

materials. 

 

- Understand 

student 

differences 

and learning 

styles. 

 

- Model 

appropriate 

behaviors in 

terms of 

tolerance and 

resilience. 

 

- Provide 

students with 

opportunities 

to practice 

their agency 

by giving them 

voice, choice 

and 

ownership.  

 

- Include other 

students in different 

learning 

engagements and 

activities. 

- Are tolerant and 

respectful to all 

students. 

- Show a sense of 

empathy by 

understanding 

others’ feelings. 

- Learn to be aware of 

how body language 

can send messages of 

inclusion or 

exclusion. 

- Resolve conflict 

through dialogue. 

- Take responsibility 

and are held 

accountable for their 

own choices and 

actions. 

- Show empathy by 

understanding 

learning variability 

to help their child 

apply what he/she 

learns. 

 

- Provide accurate 

information and 

data about their 

child’s history and 

needs. 

 

- Support their 

children in their 

academic 

development. 

Members of the 

whole-school 

community 

have the right 

to share their 

own cultural 

traditions while 

- Provide 

opportunities 

for the whole-

school 

community to 

model, develop 

and embrace 

- Model and 

encourage 

perspective-

taking skills. 

- Ensure that 

learners 

- Treat everyone with 

respect, including 

those who speak a 

different language, 

come from a different 

country or have a 

- Encourage their 

child to freely 

express and 

embrace his/her 

identity and take 

http://www.mashrek.edu.jo/
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Supporting an Inclusive School Environment  

 

 

 

 

 

 

Stage Coordinators and Reference Teachers 

PYP, MYP and DP coordinators, in collaboration with single-subject reference teachers collaborate 

with teachers to develop and implement differentiation across all subjects to cater for student 

individualized needs. Additionally, when needed, individualized action plans are implemented to 

assist students in achieving academic goals.   
 

Ethraa’ Department for Learning Support  
 

Ethraa’’ department helps students overcome various challenges and/or strengthen existing skills.  

Special education teachers work as part of a team including general education teachers, counselors, 

and parents, and adapt, plan and present lessons to meet each student’s needs.  
 

Ethraa’’ Department works to develop students’ performance in accordance, and alignment, with the 
special educational needs/Inclusive education. Ethraa’ Department aims to: 

• Identify and remove barriers by increasing access and engagement in learning for all students. 

valuing their 

own 

backgrounds 

and listen to 

other’s 

perspectives 

without making 

judgements. 

international-

mindedness and 

cultural 

awareness. 

-Appreciate and 

hear different 

cultural 

perspectives. 

 

cultivate 

healthy and 

positive 

relationships 

based on 

mutual-

respect and 

tolerance.  

 

different learning 

need or belief. 

- Include others in 

group games in the 

playground and in 

social activities. 

 

pride in his/her 

own culture.  

 

- Encourage their 

child to respect 

peer differences 

and 

backgrounds.  

Learning Support Staff 

Coordinators and 

Reference Teachers  

Ethraa’ Teachers Well-being Team 
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• Facilitate the involvement of the whole school community to develop a culture of collaboration, 

mutual respect, support and problem solving 

Ethraa’ Department offers different services that can be tailored to individually meet each student’s 

learning style. Services are based on continuous, comprehensive and supportive programs 

implemented by a specialized and cooperative team of varied expertise. The team’s duties involve 

the analysis and evaluation of the different aspects of the child’s wellbeing including the physical, 

motor, sensory, linguistic, emotional and social aspects. The program supports students academically 

in the fields of Languages (Arabic and English), Mathematics, and Science and/or by providing 

Occupational/Speech services 

The Well-being Team & Social-Emotional Support  

The Well-Being Department4 was established in 2022 with the aim of supporting the Mashrek 

community in learning about preventing ill-being and promoting well-being. Well-Being mentors are 

assigned to all students to assist them in learning the necessary skills to increase their self-awareness 

and regulation, build healthy relationships with others, increase their motivation, and develop a 

sense of agency and improve their overall well-being. Through a whole-school approach to well-

being, we aim to ensure that barriers to success are minimized.  

When needed, and based on referrals, group and one-on-one sessions are led by the school 

counselor with the goal of increasing students' self-awareness, self-esteem, self-efficacy, self-

confidence, and overall well-being. Additionally, individualized action plans are developed for 

students in need of additional social-emotional assistance and support.  

The ALT members, Well-Being Coordinator, Ethraa’ Coordinator along with the Well-Being 

department members, Class well-being mentors, and Safeguarding Officers work collaboratively 

within their division with students and families to ensure that the safety and well-being of all 

students are continuously supported, and that social-emotional skills explicitly taught and promoted.  

At Mashrek, we apply a MTSS (Multi-tiered Systems of Support) 5 approach in our Well-Being 

Programme to: 

• PROMOTE: The well-being of all students is promoted, and they are provided with the necessary 

skills to grow into self-directed and motivated life-long learners who are satisfied with their life and 

aspire to achieve purpose and meaning. 

• PREVENT: All students and their parents are provided with opportunities to prevent different 

issues that may pose a threat to the well-being of children  

and adolescents through age-appropriate awareness sessions and evidence-based safeguarding 

programs. 

 

 
4 Mashrek International School’s Well-Being Department Policy 
5 The Multi-Tiered System of Supports (MTSS) is a framework that helps educators identify students’ academic, 
behavioral, and social-emotional strengths and challenges and provide differentiated support for students based on their 
needs. 

http://www.mashrek.edu.jo/
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• INTERVENE: Through timely support for those in need using positive behavior management 

strategies, cognitive behavioral and restorative practices as outlined in our Code of Conduct. 

  

• INVOLVE: The school community is continuously included in learning about improving well-being 

through a variety of relevant awareness sessions, sharing practices PD sessions and opportunities to 

promote their agency and feel involved in the decision-making process.   

 

Collaboration with Government Authorities (Ministry of Education)   

At Mashrek, we review and follow Ministry of Education regulations and rules to support learners 

with special education needs. The school identifies all of its legal requirements and outlines the 

school’s structure and processes for compliance. It has the act that emphasizes inclusivity and 

equality of access, including provision for persons with disabilities or other special educational needs 

and sets out the rights of parents to send their children to a school of their choice. It includes the 

intention that children with special needs should be educated, wherever possible, in an inclusive 

environment.  

Connections to Other IB Policies  

Inclusion and Admission  

During the admission process, applicants will need to provide complete documentation of their 

academic history before registration. Families need to disclose evaluation reports that inform if a 

learner is to receive additional services or support in class. Parents should agree on the school’s 

regulations before enrolling their child/ren and promise to show commitment. 

Inclusion and Integrity 

At Mashrek, all community members believe that we should act with integrity and academic integrity 

at all times. School communicates with parents, teachers and learners to maximize each student’s 

potential.  To develop the learners’ skills to meet the academic honesty standards, they will be 

provided explicit instruction on how to paraphrase and provide proper citation when submitting 

tasks and research papers where all teachers share the responsible of teaching about and enforcing 

academic integrity during the learning process (teaching about plagiarism, copyrights, citation etc.). 

To ensure that anti-plagiarism requirements for tasks are met, students are provided with an 

individualized task-specific checklist.  

Inclusion and Language 

A language profile should be designed according to each student’s individual abilities. 

Translanguaging is a part of inclusion where all students’ needs are taken into consideration and 

levelled during language acquisition lessons accordingly. Students with identified learning difficulties 

are granted inclusive access arrangements (e.g. additional time, assistive technology, etc.) as 

required by their Individualized Education Program. 

http://www.mashrek.edu.jo/
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Inclusion and Assessment  

Ethraa’ Access to Assessment Arrangement in Primary and Middle School 
 

In Mashrek, all students included in the PYP and MYP inclusion program should undergo modified 

assessments that cater to their needs. Homeroom teachers and single-subject teachers in 

collaboration with Ethraa’ teachers design assessments based on their students’ potentials.   

Additionally, assessments are ongoing to reflect students’ understanding and development and 

directly input individual action plans. Different assessment methods and tools are used to meet a 

variety of student learning styles.  

Students with identified learning difficulties are allowed inclusive access arrangements and 

reasonable adjustments (e.g.: additional time, reader, writer, use of assistive technology, breaks etc.) 

for all assessments in one or more subjects throughout the year, as appropriate to their needs. 

Ethraa’ Access to Assessment Arrangement in Senior School 

In Senior School, Ethraa’ Department aims to ensure that student’s different learning styles are 

well accommodated for in alignment with the IB policy for access to assessment policy. 

According to the received official reports, Ethraa’ provides the recommendation to the Head of 

School and Coordinators with the assessment accommodation entitled to every student. This can 

include but not exclusively only: the provision of Extra Time, Reader, Prompter, Rest breaks as 

well as the use of Assistive Technology as an alternative to writing.  

Furthermore, the Head of Ethraa’ conducts meetings and awareness sessions where tips and 

strategies are shared to the teacher staff to help students in their classroom. Individual meetings 

are also assignment between the subject teacher and the student as a remedial plan to reteach 

important concepts in a different manner.  

DP External Assessment Access Arrangements  

In the DP particularly, the procedure for identifying assessment arrangements and granting them 

follows the IB Access and Inclusion Policy requirements which are thoroughly described in the 

students’ Individualized Education Program, IEP. Students referred by teachers first undergo 

observation by the Ethraa’ department team who in turn share their recommendations to the Senior 

School office on whether parents must be contacted to follow through. Contacted parents are then 

referred to local authorized access arrangement centers which are responsible for providing official 

recommendations. In turn, these requests are sent to the IBIS for final approval. Accordingly, 

students will be provided with individualized access plans. 
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Learning Support through the Ethraa’ Department 

Philosophy and Ethraa’ Statement 

 
Being true believers of inclusion and the integration of all students with additional learning needs, 

Ethraa’ Department adapts and seeks solutions to overcome barriers in learning or strengthen 

existing skills a student might have. Ethraa’ coordinates, cooperates and collaborate with the entire 

school community in order to provide quality services and learning experiences with the utmost 

gentleness, kindness and empathy.  

As quality is the essence of our being, Ethraa’ Department aims to flexibly adapt and adjust the school 

environment to ensure that all students receive equity in learning to maximize their potential.  

 
Ethraa’ Department works to develop students’ performance in accordance, and alignment, with 
the special educational needs/Inclusive education 6. Ethraa’  Department aims to:  
 

• Identify and remove barriers by increasing access and engagement in learning for all students. 
 

• Facilitate the involvement of the whole school community to develop a culture of collaboration, 
mutual respect, support and problem solving. 
 

Ethraa’ Department offers different services that can be tailored to individually meet each student’s 

learning style. Services are based on continuous, comprehensive and supportive programs implemented 

by a specialized and cooperative team of varied expertise. The team’s duties involve the analysis and 

evaluation of the different aspects of the child’s wellbeing including the physical, motor, sensory, 

linguistic, emotional, and social aspects. The program supports students academically in the fields of 

Languages (Arabic and English), Mathematics, and Science and/or by providing Occupational/Speech 

services.  

 
Thus, the department intends to: 

 

• Build self-esteem and affirm identity 

• Value prior knowledge 

• Encourage the internalization of skills and concepts through scaffolding 

• Extend areas of learning  
 

 
 Ethraa’ department helps students overcome various challenges and/or strengthen existing skills.  

Special education teachers work as part of a team including general education teachers, counselors 

and parents, and adapt, plan and present lessons to meet each student’s needs.  

 

 
6 Learning diversity and inclusion in IB Programmes; International Baccalaureate Organization (UK) Ltd 

Peterson House, Malthouse Avenue, Cardiff Gate; January 2016(1) 
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Organizational Structure of Ethraa’ Department 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

School Principal

Special Education 
Teachers

Occupational 
Therapist

Speech and Language 
Pathalogist

Head of Ethraa’ 
Department

PYP Ethraa’ 
Coordinator
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Who Can Ethraa’ Offer the Service to? 

A student can receive the Ethraa’ service and is eligible of such service if his/ her learning difficulties 

and current cognitive skills hinder his/her ability to learn in the same way other children of the same 

age group would.  

 

Ethraa’ Team collaborates with general education teachers to accommodate the requirements of 

students with special needs by providing strategies, recommendations and assistance in showing 

general education teachers on how to work with them. Such approach is also aligned with the IB 

policies of granting student with assessment access requirements.  

Ethraa’ Department can cater for students who have be classified as a mild to moderate case by 

standardized and official reports.  

Types of learning variability that Mashrek students can have: 

1) Learning disabilities/ difficulties: difficulties in attaining the basic skills due to a 

processing problem 

 

2) Specific Learning Difficulties: a disability in one or more of the areas responsible for 

learning a subject or skill. E.g. Dyslexia, Dysgraphia, Dyscalculia, Auditory/ Visual 

Perception processing disorder… etc. 

 

3) Sensory or Physical need: An auditory, visual or physical impairment that might affect 

the way the student expresses himself or his/her ability to understand what others are 

saying. It might affect their daily living and working. 

 

4) Medical and Health Condition: a health condition or medical treatment that might 

influence the student’s education. 

 

5) Social, emotional and behavioral difficulties: patterns of behavior that have an inverse 

effect on the student’s academic achievement and social relationships.  

 

6) Possible characteristics of students which may require an acceleration or special 

strengthening of skills: 

A. High critical thinking skills 

B. Above average academic level in some or all subjects 

C. Pace of understanding and completion of task 

D. Ability to comprehend large pieces of information 

 

http://www.mashrek.edu.jo/
mailto:info@mashrek.edu.jo


 
 

Inclusion Policy                                                                      Policy Reference: ACA-TL-1.5 

Mashrek International School             Last Reviewed: October 2022 

www.mashrek.edu.jo  

info@mashrek.edu.jo 

Amman, Jordan 

15 

In some cases, if the child’s needs cannot be met, the recommendation by the school would be 

channeled in providing parents with the appropriate advice whether their child can continue 

receiving their education in this IB school.   

Services of the Ethraa’ Department  
 

Ethraa’ Department comprises of well qualified specialists and teachers who work in developing 

educational and therapy plans that cater for every student’s individual needs. The roles and 

responsibilities of the involved multidisciplinary team are clearly communicated to ensure the 

maximum quality of teaching and learning7. Ethraa’ can provide some or all of the below 

mentioned services depending on the classification of the student. 

 
1. Academic and Skill Based Support Services: 

 
Upon the recommendation of Ethraa’ Department and after the student has been referred for 

eligibility, it is possible that the concerns or recognized abilities and challenges that are exhibited 

by the student may be assisted with a careful implementation of a cooperative plan between the 

general teachers and parents. This plan can be controlled with simple classroom interventions 

and or remedial or intensive teaching. This process is supervised by Ethraa’ Department and re-

evaluated after an agreed period of time to ensure that the intervention process is still successful. 

  
2. Occupational Therapy: 

Through a specialized therapist, this school-based program focuses on helping students who 

have a sensory, physical or cognitive disability, develop or improve the necessary skills needed 

for daily living and working. Areas of evaluation may include: gross motor skills; fine motor skills; 

sensorimotor skills and performance; visual-motor and perceptual skill performance; 

independent physical daily living skills; environmental/ therapeutic adaptions; adaptive 

behavioural responses. 

3. Speech and Language Therapy: 

Through a speech and language pathologist, this school-based program provides treatment, 

support and care for students who have speech and language disorders by improving their 

language development and communication.  

4. Learning Mentor Program:  

A Learning Mentor is a teacher specialist (paraprofessional), whose sole responsibility is to 

support and guide a student whose overall abilities and learning variabilities hinder him/her 

from working alone. The Learning Mentor works intensively and extensively with the child to 

help him/her interact with others, and are experts in helping the student focus, communicate, 

 
7 Appendix 4 

http://www.mashrek.edu.jo/
mailto:info@mashrek.edu.jo


 
 

Inclusion Policy                                                                      Policy Reference: ACA-TL-1.5 

Mashrek International School             Last Reviewed: October 2022 

www.mashrek.edu.jo  

info@mashrek.edu.jo 

Amman, Jordan 

16 

participate in class, socialize, show courtesy to others and reach independency 

accordingly within the classroom and around the school campus.   

In other words, the learning mentor helps the student to realize their abilities, uniqueness, and 

potential, while assisting the classroom teacher to do the same. In some cases, the Learning 

Mentor is hired directly by the parents to work with their child yet will abide by the 

responsibilities of the Learning Mentor Program in school.  

 

Standard Procedure for Ethraa’ Services 
 

There is a well implemented process that the school applies, aiming to discover any challenges or 

accelerated abilities that the student may exhibit during his/ her years in Mashrek. The exhibited 

challenges and abilities are ongoing academic issues that will need special educational assistance. 

In addition, when student reach the higher grades and ready for external assessments (E-

Assessments or Diploma), Ethraa’ Department prepares all necessary documents to apply 

assessment access requirements abiding by the IB’s “Candidates with access to assessment 

requirements” policy8. 

 

➢ Upon admission to the school, if the student has an assessment report, it is the 

responsibility of the department to cater for his/her needs by developing an IEP 

(Individualized Educational Plan) or BP (Behavioral Plan) and is automatically enrolled to 

Ethraa’ Department. 

 

➢ In the case where the student is already in school, the process of whether the student will 

be receiving Ethraa’’ services or not is described in the chart shown on the following page. 

 

  

 
8 Appendix 1 
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An individualized educational plan is created and implemented which exclusively caters for the referred student’s 

needs. The IEP is supported by bi-weekly or monthly plan to check for student’s progress. Amendments to the 

plan are done in case the progress does not meet the time frame or measurable goals. 

Recognition   

A child has a learning or behavior issue  

Head of School is informed and an intervention plan is developed; plan is tried at this point  

 

Referral and Case Evaluation 

Subject teachers fill in the referral forms and the student is referred to Head of Ethraa’. A special education 

specialist observes the student. With the consent of parent the student will be further evaluated using a variety 

of assessment tools and strategies. (Outsource help is also considered) 

 

Enrolment to Ethraa’ Service 

The Ethraa’ team will determine if the student is eligible to receive special educational services. The student must 

have learning difficulties or other challenges that impacts their educational performance in school. 

Intervention is unsuccessful 

Move to Referral 

Intervention is successful 

Process stops 

Learning difficulty is detected which impacts 

educational performance. Services to be provided 

are determined. 

No signs of special educational needs 

Process stops. Student is referred to intervention 

with recommendations from Ethraa’ Department. 
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PHASE ONE: Recognition 

All students acquire knowledge in different ways. However, there are children who have unique 

needs that are atypical for their age. It is during this time that the subject teacher detects ongoing 

academic issues with learning that need assistance. If it is still unclear whether the student actually 

requires special help or not, the Head of School is informed. 

An intervention plan is created between the teacher, the academic supervisor and Head of School. 

Along with the counselor, the developed action plan leads to possible solutions to help the 

student. This includes the implementation of alternative educational strategies and remedial 

techniques to provide academic or social assistance prior to going further with the special 

education process. In most cases, improvement is shown and intervention is monitored for a 

specific period of time.  

However, if such issues are still visible despite the end of the action plan, the Head of School will 

refer the student to Ethraa’ Department (Phase Two). 

PHASE TWO: Referral and Case Evaluation 

If, after 2 to 4 weeks from the implementation of the plans, the student continues to experience 

the issues in both languages and/or Math, the subject or homeroom teachers will be asked to fill 

one of the Ethraa’’s referral forms9. The form will be included in the student’s file.  The file 

contains all remedial interventions that took place prior to the student’s referral to Ethraa’. Such 

interventions are hence evaluated in order to choose the appropriate plan.  

Depending on Head of Ethraa’ recommendation, special educators who are qualified to conduct 

informal observations, screening and some achievement assessments are also included in the 

evaluation process. Results are reported and shared with the Head of Ethraa’ in order to decide 

whether further testing is required. In some cases, the department will recommend further 

action and interventions to be taken. In these cases, subject teachers will be responsible for 

assisting the student in order to help him/ her reach their potential. This process is supervised by 

Ethraa’ department and re-evaluated in a timely manner to ensure that the student is benefiting 

from such an intervention.  

 

In other cases, parents’ approval for further one-on one in-house assessments will be required. 

The student might undergo 

• Academic Assessments (Arabic, English and Math) 

• Cognitive Assessments 

• Filling checklists of the academic and social aspects 

 

This report will include the results of the academic, cognitive, behavioral and social assessments 

as well as the recommendations concerning the student’s current performance. Afterwards, 
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depending on the results, cases that need to be diagnosed are referred to external specialized 

centers. 

 

PHASE THREE: Enrollment to Ethraa’ Department  
 

After data is collected from all concerned parties (whether the parents, Ethraa’’ Special 
educators or external centers) and the student has received a battery of formal assessments, the 
decision to whether the student will receive specialized services will take place. The student is 
considered eligible to receive support from Ethraa’ Department if  
 
1) The learning difficulties and/or other challenges hinder the student’s ability to learn in the 

same way other children of the same age would. 
 
2) The student needs special education service in order to receive full and appropriate access 

to the school’s curriculum. 
 

A meeting is held with the student’s parents in order to discuss the department’s 

recommendations and the type of service entitled for the student. Such recommendations are 

presented in a written document to be signed by all concerned parties. Accordingly, a signed copy 

will be sent to the accounting department to finalize the extra tuition fees. 

The student’s individualized educational plan is then developed. It exclusively caters for the 

student’s individual needs. The IEP describes the services that will be provided to the student 

and will include: 

• Student profile: background information including strengths and weaknesses 

• Dates of initiation 

• Benchmarks and measurable goals 

• How goals are measured 

• How assessments will be modified (depending on grade level) 

• Related services such as OT, Speech or specific program10 

• A behavior intervention plan (if needed) 

 
This is supported with short-term action plans that are evaluated regularly. They act like 

supplementary plans to the student’s IEP which can be amended and altered during the course 

of action if necessary.  

Progress reports are also prepared per term in order to give comprehensive feedback on the 

student’s performance. If improvement is faster than expected a decision from Ethraa’’ 

Department to stop special needs services could take place.  For example, to clarify this point, 

students who developed the ability to speak without problems and will no longer need to 

continue receiving speech therapy. 

It is important to note that the IEP can be amended and altered during the course of action if 

needed.  
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In case parents wish not to take such service, parents sign their agreement to take the responsibility 

of him/ her only receiving instruction from the class teachers. 

 

Appendices 

1. Access to Assessment Arrangements 

2. Referral Forms 

3. Occupational Therapy and Speech Therapy Procedure  

4. Roles and Responsibilities of Ethraa’ Team 
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1. Access to Assessment Arrangements 

In reference to the IB Policy, Candidates with Assessments Access Requirement, kindly note that the 

procedure that Mashrek International School follows to request for accommodation during the 

external exams abides by the regulations as mentioned by the following excerpt. 

“1.7 The inclusive assessment arrangements requested for a candidate must be his or her usual way 

of working during his or her course of study. Only in very exceptional and unusual cases, will the IB 

authorize a request for inclusive assessment arrangements that are not the usual way of working and 

that have been put in place to support the candidate only in the last six months of study or 

thereafter, just prior to the examinations.” (International Baccalaureate, Candidates with assessment 

access requirements, P.4) 

Therefore, please be acknowledged of the following:  

1) All requests for inclusive assessment arrangements must be submitted six months prior to 

examination date. Date of Evaluation of received reports should be submitted 1 year prior to 

submission date. 

 

2) Two forms of supporting documentation are required to be uploaded to the online 

application “Request for Inclusive Arrangements”: 

 

a) A Psychological, psycho-educational or medical report as recommended by Head of 

Ethraa’ (learning support) containing standard scores aligned with the learning 

support requirements. 

 

b) Educational evidence based on: 

 - Teacher observation 

 - Sample of work (past 3-4 years) 

- Evidence of access in previous school / year or grades 

 

3) Deadline for submitting the required reports is usually communicated via email to parents. 
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2. Referral Forms  
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3. Occupational Therapy and Speech Therapy Procedure  

Step 1:  

Recognized problem by teachers or parents  

Step 2: 

 Filling a referral form by teachers or receiving and email from parents  

Step 3: 

 Student is pulled out for a screening session which lasts 45 minutes after taking parents approval  

Step 4:  

A screening report will be sent to the department head respectively 

Step 5: 

A meeting with the parents is set to discuss findings and required intervention. Intervention can be 

either one-one sessions with given tips for parents and homeroom teachers, or it can be only tips 

with follow up by the therapists depending on the student’s needs  

Step 6:  

Choosing intervention method:  

• If the student is registered in Ethraa’ Department, he/she can receive 1-3 sessions according 

to his/her needs based on the therapist’s screening outcomes and judgment   

(Recommendations to receive therapy by external centers will be given)  

• If the student is not registered in Ethraa’ Department, yet has a report from outside and has a 

severe problem, she/he will receive 1 session per week in addition to tips  

(Recommendations to receive therapy by external centers will be given)  

• If the student was not registered in Ethraa’ and doesn’t have a report, yet still needs 

therapeutic intervention tips will be provided for parents and teachers with 

recommendations to receive therapy services outside the school, if necessary   

• The service for non-Ethraa’ students is usually limited to a specific time frame of maximum 8 

weeks. Afterwards, an evaluation of the plan takes place where the recommendation to be 

either sharing strategies to be conducted by class teachers and/or therapy to cease and to 

receiving therapy by external centers. 

Step 7:  

Intervention starts, and regular follow up with parents and teachers will be done. Students who 

receive therapy services will have written IEPs and progress reports. 

 

 

 

 

 

 

http://www.mashrek.edu.jo/
mailto:info@mashrek.edu.jo


 
 

Inclusion Policy                                                                      Policy Reference: ACA-TL-1.5 

Mashrek International School             Last Reviewed: October 2022 

www.mashrek.edu.jo  

info@mashrek.edu.jo 

Amman, Jordan 

25 

Roles and Responsibilities of Ethraa’ Department Members 

Responsibilities of the Head of Ethraa’ Department: 

• Maintains and enhances the profile of Learning Support throughout the school, particularly 

with the academic departments. 

• Leads and develops the implementation of policy and practices of Special Educational needs. 

• Arranges and leads departmental meetings and briefings as necessary. 

• Provides guidance to members of the department on the choice of appropriate teaching and 
learning methods, and to ensure regular peer observation occurs. 

• Communicates regularly and clearly with parents as necessary. 

• Leads the screening process, in-house assessments and identification of students with 

undiagnosed learning difficulties. 

• Establishes clear policies for assessing, recording and reporting on student  

• Uses data effectively to identify students who are underachieving in the subject and create 

plans of action with target setting achievement and using these to set targets for further 

improvement. 

• Ensures the development of student’s literacy, numeracy and information communication 
technology skills through the subject where relevant. 

• Ensures effective curriculum coverage, continuity and progression in the subject for all 
students by modifying and updating Schemes of Work. 

• Ensures effective development of students’ individual learning skills. 

• Organizes the writing and distribution of appropriate IEPs for all students that require them. 

• Oversees the establishment of short, medium and long term plans for the development and 
resourcing for the student which contribute to whole-school aims, policies and practices and 
identify realistic targets for the development of the subject. 

• Monitors and supports overall progress of students with special needs and learning challenges 

• Prepares internal and external reports as necessary: provide full information and comments for 
records and monitoring students in accordance with agreed departmental and school policies. 

• Oversees Access Arrangements for exams in conjunction with the IB policy for access to 
assessment. 

• Conducts the admissions interview and/or provide final recommendation for new student 
admissions. 

 
Head of Ethraa’ can also support specific students in up to 25 lessons taking into consideration the 
above-mentioned responsibilities. 
 

Responsibilities of the PYP Ethraa’ Coordinator: 

• Reads and devise plans from received official SEN reports.  

• Provides the Classroom teacher with the Ethraa’ students’ names, explaining their cases 

and meet on bi-weekly manner  

• Coordinates with the class/subject teacher on how to deal with and encourage the SEN 

students.  

• Participates in the regular meetings of the Ethraa’ Department to discuss the unit plans and 

the assessments of students.  
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• Coordinates with the Counseling Department regarding behavioral cases for the referral of 

students.  

• Prepares for the regular meetings with Ethraa’ teachers to discuss students’ cases and 

offers recommendations to ease the working process.  

• Creates behavioral/ educational plan for students in KG and grade 1 students 

• Conducts screening for early years (academic and social behavior) as well as screening as 

part of the referral process (Follow up the procedures and diagnosis for the referral of 

students.)  

• Provides constructive feedback for IEPs, progress reports and short-term plans 

• Supervises the Learning Mentor Program in terms of:  

o Action plans  

o Collaboration between external LM and school  

o Regular meetings to discuss cases  

o Bi-weekly meeting with home room teachers  

o Revising logs and action plans 

 
PYP Ethraa’ Coordinator can also support specific students in up to 25 lessons taking into 
consideration the above-mentioned responsibilities. 
 

Responsibilities of Ethraa’ Support Teachers: 

It is expected form Ethraa’ teachers to serve and support up to 32 lessons in 3-4 small group students 

or in one-to-one manner. Such responsibilities can be distributed among the different Schools in 

Mashrek taking into consideration the following responsibilities: 
 

Teaching and Learning 

o Prepares an IEP that is suitable for the student’s academic, and social needs 

o Prepares short term action plans that is reviewed on bi-weekly manner 

o Sets specific, time-related targets for each child and liaising with parents and 
education professionals 

o Assists the student to focus within the classroom 

o Helps the student to participate adequately inside the classroom 

o Prepares and adjusts teaching materials through manipulatives and differentiated 
instructions 

o  Adapts the National Curriculum and conventional teaching methods to meet 
individual needs 

o Assigns homework for the students 
o Helps students to cope with and overcome problems that arise because of 

impairments or learning difficulties 
o Makes use of special facilities and/or equipment such as the gym, music room and 

science labs 
o Develops and fosters the appropriate skills and social abilities to enable the optimum 

development of students 
o Uses audio-visual materials and computers to stimulate interest and learning 
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Documentation and Reporting System: 

o Assessing and recording children's needs and progress 

o Updating the e portfolio for every student receiving support including the 

communication that took place with parents 

o Maintaining the records of students' progress, writing IEPs and action plans 

Communication:  

o Collaborating with the classroom teacher to define appropriate activities for the  

o Liaises with other professionals such as the counselor, occupational and speech and 

language therapists.  

o Attends periodical meetings of the department.  

 

Responsibilities of the Learning Mentor: 

Accompanies and works closely with the student from the beginning of the school day until its end 

from Sunday until Thursday, starting 7:30 am until 3:00 pm. The Learning Mentor also cooperates 

with Ethraa’ Department team members, Head of School, and class/subject teachers 

 
Responsibilities Concerning the Student  

 
o Prepares an IEP that is suitable for the student’s academic, psychological, and social 

needs.  

o Implements IEP according to a variety of effective learning methods and strategies. 

o Prepares short term action plans that is reviewed on bi-weekly manner. 

o Modifies the content of the material in parallel with the IEP and the student’s 
capabilities.  

o Assists the student to focus within the classroom.  

o Develops and uses educational tools that suit the capabilities of the student.  

o Helps the student to participate adequately inside the classroom.  

o Encourages student to ask for teacher/peers help when needed.  

o Assists the student to share his/her own interests with peers.  

o Develops the student’s communication proficiency by providing the training for 
effective communication skills and encouraging taking dialogue initiative.  

o Helps the student to respond properly towards his peers in the social situation.  

o Develops the student’s concept of independence inside and outside the classroom.  

o Supervises the student within the school and provides a safe environment.  

o Encourages the development of the student’s personality and raises self-esteem.  

o Facilitates positive interactions between the student and peers.  

o Assists in the development of emotional growth of the student.  

o Assists the student to participate in programs and activities both inside and outside 
the classroom.  

o Promotes positive interaction among students with special needs and other students.  
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Documentation and Reporting:  
 

o Keeps records to show the academic progress of the student.  

o Implements diagnostic tests on the student (basic Arabic Language & Mathematical 
skills).  

o Determines the current performance level of the student by identifying strengths and 
limitations.  

o Writes a diagnostic and/ or progress reports indicating the type of difficulty 
experienced by the student and the recommendations through action plans.  

o Effectively coordinates with the class/subject teacher whenever necessary.  

o Assesses student’s abilities in ways that suit his/her academic, social and emotional 
needs.  

o Oversees the evaluation of the student in all subjects.  

o Follows-up on homework and classwork assignments.  

o Attends periodical meetings of the department.  
 

Responsibilities of the Occupational Therapist & Speech and Language 

Pathologist: 

• Observes, Plans and develops therapeutic goals and/or accommodations for:  
o students with reports 

o teachers’ referral  

o screening period especially for early years 

• Provides the appropriate recommendation to the type of service the students will receive 

• Shares strategies with teachers and parents, as well as providing the appropriate 

accommodations to cater for the student’s abilities in the classroom 

• Follows up on the development of the targeted skills through one-on-one sessions and inside 

the classroom to ensure that the skills are generalized in different settings by collaborating 

with teachers and specialists 

• Evaluates the targeted skills and modify the goals where necessary 

• Carries out documentation responsibilities including updating and maintaining records of 
students' progress 

• Attends periodical meetings of the department 
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