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                                                                    Mission Statement 

 

 Grammar school believe that every child matters and that learning should be fun, innovative, purposeful and challenging.  

School’s Mission 

We are committed to delivering innovative and inspirational teaching that develops confident learners by: 

-  Encouraging students to take ownership of their learning 

-Developing teaching strategies that are innovative, engaging and fun. 

-  Preparing our students for the challenges ahead and make them ready for life as global citizens 

-  Enabling our students to become critical, independent thinkers who embrace lifelong learning 

-  Ensuring that equal opportunity exists to empower our students to achieve their personal best 

-  Promoting a positive and respectful partnership with students, teachers, parents and the wider community 

-  Working closely with the school owners and Board of Governors to ensure resources are available to support teac hing and learning 

 

 

11.Employee Code of Conduct 

 

11.1Code of Conduct  

 

The ATHENA organization expects its employees to perform their duties to the best of their 

ability and to conduct themselves in a manner which will reflect commendably on the 

Company.   

Managers are responsible and accountable for informing the employees in their teams about 

the employee code of conduct, relevant policies and procedures.  

The employees are responsible and accountable for their performance and behavior. They are 

expected to undertake their duties and behave in a manner that is consistent with the 

provisions of the employee code of conduct. They should promote a positive, safe and healthy 

environment in the conduct of their work.  

Employees should take all possible care when using ATHENA property, goods, intellectual 

property and services and ensure they are used efficiently, carefully and honestly. Unless 

permission has been granted by the employee’s manager, ATHENA resources are not to be used 

for private purposes.  

Employees have an obligation to ensure that professional information is secured against loss, 

misuse, unauthorized access, modification or disclosure.  



Employees need to be aware of their record keeping responsibilities and are reminded that 

there is a legal requirement to adhere to proper records management practices and 

procedures. All employees must therefore ensure that ATHENA documents are not placed in 

unofficial or private filing systems but place such documents in official files.  

Employees must not access information which they are not authorized to use and must not 

allow any other person access for any reason. Employees have an obligation to maintain the 

security and confidentiality of the information systems over which they have responsibility or 

control and that are owned or used by agreement.  

If an employee becomes aware of the potential for conflict of interest, they must notify their 

manager who will inform HR department immediately.  

 

 

 

11.2Work System: 

 

 All employees must strive to enhance the school’s reputation:  

 

 Teachers are contracted to teach a minimum of 27 periods of 40 / 45 minutes duration 

per week.  

 Teachers are requested to check in and out for their daily attendance. Teachers will be 

held accountable for non-registration. 

 Teachers are obliged to speak English / Arabic language in the school.   

 Collecting donations for charities is not permitted in the school without the Principal ’s 

approval.  

 Respect for colleagues and for all is required.  

 Supervision of students is mandatory in the morning assembly and during breaks. 

Exceptions require the principal’s written approval). 

 All teachers are expected to complete other official duties which assigned by the 

principal from time to time.  

 Supervision at the bus parking areas should be according to a timetable.  

 Smoking is strictly prohibited.  

 Personal telephone calls, except in an emergency, are not permitted.  

 Mobile phones are not allowed inside the classrooms or during private lessons or in the 

hallways.  

 Teachers’ timetables and programs are determined by the school administration 

 All training courses and workshops provided by the school are free of charge 

 Attendance at school meetings is required and punctuality is appreciated.  

 All teachers must attend the meetings conducted by the heads of departments or the 

administrator and follow the instruction given. 

 Teachers are requested to adhere to the exams and grading system set by the school. 

 

11.3 Usage of Company Assets: 

 



 Responsible usage of company assets is expected from all Employees 

 Company assets shall solely be used for Company purposes. 

 Employees shall not use the office phones for making personal calls. 

 Any employee who becomes aware of the deliberate misuse, damage or theft of school 

assets should report the same to their manager immediately. 

 

 

11.4 Use of Alcohol and Drugs: 

 

 In accordance with UAE law, the company has zero tolerance on the misuse of alcohol 

or alcohol consumption or drug usage at work.  Breach of any local laws may result in 

immediate dismissal.  

  

 Employees shall refrain from reporting to work under the influence of alcohol/ drugs. 

 Employees shall not consume alcohol/ non- medically prescribed drugs while on duty, 

on or outside the school’s property.  

 

 

11.5 Harassment & Discrimination: 

 

 Employees shall be responsible for treating other employees of the firm, its suppliers 

customers etc. with respect and dignity. 

 Employees shall be responsible for creating a workplace free of discrimination or 

harassment based on race, color, religion, age, sex, pregnancy, physical or mental 

disability, national origin, ancestry, medical condition, marital status, gender identity, 

gender expression, genetic information, or any other non-job-related factor. Employees 

shall also refrain from conduct in public that could reasonably be construed as sexual in 

nature. 

 Any act from the employees against the above policy shall be construed as a serious 

offence leading to termination. 

 Acts or threats of physical violence, intimidation, harassment or coercion, stalking, 

sabotage, and similar activities shall not be tolerated. Employees who engage in acts or 

threats of violence may be terminated. 

 

 

 

 

11.6 Social Media:  

 

 Employees are not authorized to divulge or advertise information of Athena Group 

or any of its school’s without prior approval. 

Reference to social media activity here shall include but not be limited to: 



o Posts on social networking sites (not limited to such as Facebook, Twitter, 

and LinkedIn), 

o Blogs and other online journals, 

o Chat rooms and other internet sites, 

o Posts of video or audio on media-sharing sites, not limited to such as 

YouTube and Instagram. 

o Employees shall refrain from interrupting their work to attend to social 

media activity during working hours unless authorized to do so by the 

Management. 

 Employees shall not use the official email account provided by Athena Group when 

setting up or participating in external social media channels. 

 Employees shall be responsible for ensuring that their social media activity is subject to 

Athena Group policy regarding confidentiality, company Information and external 

communication. 

 Employees shall not post content about Athena Group, management, co- workers, 

shareholders, customers, suppliers, or competitors  that may adversely affect the firm 

and its business. 

 Employees shall not use Athena Group logo, trademark or proprietary graphics in a way 

that suggests that you are representing Athena Group, unless authorized to do so. 

 Employees should be conscious of the religious and cultural sensitivities and rules of the 

country while posting messages, photos on social media. 

 

11.7 External Communication: 

 

 Only authorized employees shall have the mandate to communicate with the media. 

Any act of communicating directly with the media without requisite approvals shall be 

construed as a serious offence leading to termination. 

 Currently, only corporate communications department is authorized to communicate 

with the media with the Athena Board approvals. 

 Any request for information on the Firm or its projects that may have an impact on the 

market should be forwarded to corporate communication department. 

 

11.8 Confidentiality: 

 

 Employees shall be responsible to maintain confidentiality of the firm’s business and any 

information about the business. Firm related matters shall not be discussed outside the 

normal and necessary course of work. Further, employees shall keep all matters 

pertaining to compensation, benefits, allowances and incentives confidential. 

 Employees shall be informed at all times on matters which might be considered 

sensitive in preserving the firm’s reputation. 

 The firm is committed to ensuring the confidentiality of all employees reporting 

concerns on any notice breaches of code of conduct by fellow employees. 

  



11.9 Conflict of Interest: 

 Employees should avoid any financial involvement or undertaking that could directly or 

indirectly compromise or undermine the performance of their duties or the ATHENA 

objectives or activities.  

 This conflict extends to any business undertaking in which employees and their 

immediate family or the employee are acting in direct competition with the ATHENA 

activities or interests for personal gain.  

 A conflict of interest may arise where an employee makes or participates in decisions 

affecting another person with whom they have a personal relationship e.g. relative, 

spouse, close friend or personal associate.  

 In cases where a conflict may arise, employees must advise their manager and wherever 

possible, employees should avoid dealing with people under such circumstances.  

 

11.10 Gifts and other benefits: 

 

 Employees should not accept a gift, secret commission or a benefit from a person or 

organization outside ATHENA if the intent of the gift or the benefit is to induce the 

employee to waive or reduce requirements or to extend a financial or other benefit to a 

person or other organization outside ATHENA to the detriment of ATHENA interests.  

 As a general rule, no employee should accept a gift or benefit if it could be seen as 

intended or likely to cause that person to perform their job in a particular way, which 

the person would not normally do or deviate from the proper or usual course of duty. 

All gifts or benefits, for whatever reason, should be notified to your line manager so he 

or she can maintain an up to date register of gifts.  

 No employee shall improperly influence or interest any person to obtain promotion, 

transfer or other advantage.  

 While employees can contribute to public debate on social issues there are some 

circumstances in which public comment is inappropriate. Public comment by employees 

should be cleared in advance with the HR Department. Employees should not imply that 

the comment, although made in a private capacity, is in some way an official comment 

by ATHENA.  

 Employees are responsible to carry out and comply with the ATHENA policies and 

procedures.   

 Harassment is unacceptable behavior.  

 All products, literary, computer programs, material in written or other format, 

inventions and improvements in relation to such matters, together with all copyright 

and intellectual property created, authored, developed or produced by the employee 

for the purpose of, or in the course of, the employee’s employment will remain the 

property of ATHENA and will not be used by the employee for personal ends.  

 Upon termination of employment the employee will return all correspondence, 

documents, data, information and equipment, including copies thereof, belonging to the 

employer that may be in the employee’s possession. 

 



            11.11 Smoking  

 

 Smoking is prohibited inside the School premises / compound including the parking lot.  

 

            11.12 Timekeeping  

 

 Employees who are unable to attend work must notify their Manager no later than 7:30 

am on the day in question and justify their absence. You need to ensure that you can 

always be located and contacted easily when out of the office – whether on a business 

or personal trip or away for any other reason.   

 

 11.13 Personal Grooming / Appearance: 

 

To comply with the corporate environment, it is the policy of the company that each 

employee’s dress, grooming and personal hygiene should be appropriate 

 

Monitoring and Review 

 

This policy has been discussed and agreed by the Grammar School staff and leadership team for 

implementation. 

 

 

Signed:         Date: August, 2020 

Nikke Alley 

Policy review date: August, 2021 
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