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Foreword 

As a teacher you are a member of a most important professionðprobably the most 

important profession.  Your goal is to help ensure the well being of the future through the 

children that you encounter in your day-to-day activities. 

Here in Thailand you may notice a high degree of respect for you as a teacher.  There 

is also an expectation that teachers will live up to very high standards. Please do your best to 

understand what these expectations and attitudes mean. Do not hesitate to speak to the Head 

of School about this or any other matter about which you may have questions or concerns. 
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Lanna International School Thailand 

Teacher Handbook 

A. General Information 

 

School Mission and Philosophy 

It is the goal of Lanna International School to prepare its students to be responsible 

world citizens who demonstrate a commitment to life-long learning and the application of that 

learning to the improvement of self and local and global communities. 

Lannaôs philosophy holds two things in balance:  the individual educational interests 

of the student and the studentôs life within the wider community.  We start from respect for 

each student and for the unique qualities, interests and talents which each student brings to 

our school community.  We are proud of our diverse student body.  As our students learn to 

respect and value those who are different, they also learn to value and respect themselves.  

We believe that it is vital for students, while at school, to learn to live alongside and respect 

those from other countries and cultures, thus learning to be responsible world citizens. 

 

Expected Schoolwide Learning Results (ESLRs) 

Lannaôs ñExpected Schoolwide Learning Resultsò are cross-curricular learning 

objectives which are pertinent to all classes taught at Lanna.  In planning lessons and 

activities, you should consider not only the curricular objectives of the course, but also these 

more global objectives. 

In every class at Lanna, our students will be: 

EXPLORERS & LEARNERS 

Å Think critically and creatively in solving problems, evaluating information and 

making decisions. 

Å Work individually and cooperatively in exploring and sharing ideas, setting 

priorities and reaching goals. 

Å Use a variety of appropriate resources, including information technology, to obtain 

information for academic and personal use. 

Å Participate in educational and extra-curricular activities within Lanna's culturally 

diverse school community. 

 COMMUNICATORS 

Å Communicate effectively and clearly, verbally and in writing, and be able to 

represent information and ideas visually. 

Å Become proficient users of spoken and written English for social and academic 

purposes and for self-expression. 

 GLOBAL CITIZENS 

Å Demonstrate awareness and sensitivity with respect to their own and others' 

cultures and abilities. 
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Å Become responsible global citizens, recognizing how the actions of 

individuals and society have consequences. 

 

CONFIDENT & HEALTHY INDIVIDUALS  

Å Demonstrate self-esteem, self-reliance and integrity grounded in knowledge and 

understanding of self and others. 

Å Value and appreciate the importance of nutrition, physical fitness, personal health 

and well-being. 

 

Accreditation 

Lanna International School is accredited by The Western Association of Schools and 

Colleges (WASC).  WASC is an American accreditation organization responsible for 

accrediting international schools in Asia, as well as schools in California and Hawaii.  Our 

first term of accreditation began in July 2002.  Our present term of accreditation runs through 

July 2010: we are expected to submit a ñSelf-Studyò document to WASC by January of 2010 

and we will be visited by an accreditation team in the spring. 

 Accreditation is affirmation by professional peer evaluators that  

¶ a school is what it says it is,  

¶ the school does what it does in accordance with criteria set by the academic 

community, and  

¶ the school is committed to continuous improvement.   

Accreditation requires continual self-evaluation, frequent reports, and periodic 

external review. 

 

CIPP 

The Cambridge International Primary Programme (CIPP) from University of 

Cambridge International Examinations (CIE) develops English, Mathematics and Science 

skills in young children across the world. It has been fully adopted at LIST and gives our 

students excellent preparation for Secondary education. 

Designed for children aged 5 ï 11, the Primary Programme provides learning 

objectives for each year of our studentôs primary education.   

Its step-by-step programme of learning takes children from the start of primary 

education to completion; before they move on to Secondary education.  

The Cambridge International Primary Programme helps both teachers and parents gain 

a greater understanding of individual studentsô abilities. We use the Primary Programme 

Progression Tests to assess students at the end of each year. These tests provide information 

to analyse studentsô achievements, strengths and weaknesses, and give teachers invaluable 

information to help guide education in the following year. 

In the final year of primary education, students at LIST take the Cambridge 

International Primary Achievement Test. All students completing the tests are issued with a 

Primary Certificate of Achievement by University of Cambridge International Examinations. 
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The Primary Programme is flexible and it fits in well alongside the English National 

Curriculum. It offers us expert guidance on how to develop our curriculum and how best to 

prepare our teaching to maximise studentsô learning. 

Further information about this and any other of the programmes offered by CIE may 

be found on its website www.cie.org.uk 

 

Cambridge Lower Secondary Programme 

The Cambridge Lower Secondary Programme is a framework for increasing 

educational success for students in Years 7 to 9. It has been adopted at LIST commencing 

academic year 2009/2010. 

This programme builds on the primary stage, and develops studentôs knowledge and 

skills in Mathematics, English and Science. The Lower Secondary Programme also provides 

us with a means of tracking student progress through the lower Secondary phase, with an 

integrated package of teaching, learning and assessment materials.  

At the ends of Years 7 and 8 students take the Progression Tests in Mathematics, 

English and Science. These are designed to allow teachers to follow the progress of their 

students over time and analyse performance within their classes and against an external 

benchmark. These Progression Tests lead on from the CIPP tests for Years 3, 4, 5, and 6. 

At the end of Lower Secondary (Year 9), students sit Cambridge Checkpoint tests 

which provide detailed feedback on studentsô strengths and weaknesses before they move into 

the 14-16/IGCSE/O Level stage.  

 

IGCSE 

The Secondary school curriculum at LIST is anchored by the International General 

Certificate of Secondary Education (IGCSE), an external examination program designed for 

14 to 16 year olds (Years 10 to 11) and based upon the British National Curriculum.  The 

IGCSE provides a very broad program of study in areas such as languages, social studies, 

science, mathematics, creative arts and vocational subjects. In each subject there is a balance 

between practical and theoretical knowledge but the emphasis in almost all subjects is skills 

related to that subject. The curriculum is designed so that students can use examples related to 

their own experiences and residence. The nature of the program is such that students of 

different abilities can follow it. Further it is designed for students whose first language may 

not be English. Students sit examinations at the end of the IGCSE course, usually year 11. 

These examinations are marked by experienced external examiners appointed by CIE 

(Cambridge International Examinations). 

 IGCSE is recognized internationally and it is evidence of ability to academics 

and employers throughout the world. The program prepares students for further academic 

courses which would be followed in years 12 and 13 at school. 

 CIE is a division of the University of Cambridge Local Examinations 

Syndicate which in turn is part of the University of Cambridge. UCLES has developed and 

promoted qualifications at a variety of levels for at least 150 years. CIE was set up in 1998 to 

administer the expansion of IGCSE and other international qualifications. 
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A and AS levels 

Cambridge International A Level is the world's most popular international 

examination for 17ï18 year olds. As one of the most recognised qualifications around the 

world, it is accepted as proof of academic ability for entry to universities worldwide. 

Cambridge International A Levels typically take two years to complete and offer a flexible 

course of study that gives students the freedom to select subjects that are right for them.  

There are five passing grades (AïE). Minimum matriculation requirements are at least 

two pass grades. Good A Level grades can be a key to admission for all the worldôs major 

anglophone universities. University course credit and advanced standing is often available in 

countries such as the USA and Canada, and good grades in carefully chosen A Level subjects 

can result in up to one full year of credit. Advanced Subsidiary (AS) Level represents the first 

half of a full A level course and gives students the opportunity of studying a broader range of 

subjects without committing to doing a full A Level. As with A Levels these enable students 

to apply successfully to universities throughout the world. 

 

The School Day 

 Lannaôs school day begins at 7:55 with the raising of the national flag and the singing 

of the national anthem.  Elementary students line up near the flagpole.  Secondary students 

assemble in their homerooms.  All students and staff in the vicinity should stand and maintain 

a respectful silence during the national anthem. 

 In the Secondary school, a bell rings at the end of each period.  The bell is the 

dismissal time. 

 

Secondary School Day (Years 7 to 13) 

 

Monday; Friday  Wednesday Tuesday; Thursday 

7.55 ï 8.00 Homeroom 7.55 ï 8.00 Homeroom 7.55 ï 8.00 Homeroom 

8.00 ï 8.40 Period 1 8.00 ï 8.40 Period 1 8.00 ï 8.40 Period 1 

8.40 ï 9.20 Period 2 8.40 ï 9.20 Period 2 8.40 ï 9.20 Period 2 

9.20 ï 10.00 Period 3 9.20 ï 10.00 Period 3 9.20 ï 10.00 Period 3 

10.00 ï 10.15 Morning  

Break 

10.00 ï 10.15 Morning  

Break 

10.00 ï 10.15 Morning  

Break 

10.15 ï 10.55 Period 4 10.15 ï 10.55 Period 4 10.15 ï 10.55 Period 4 

10.55 ï 11.35 Period 5 10.55 ï 11.35 Period 5 10.55 ï 11.35 Period 5 

11.35 ï 12.25 Lunch  

Break 

11.35 ï 12.25 Lunch  

Break 

11.35 ï 12.25 Lunch  

Break 

12.25 ï 1.05 Period 6 12.25 ï 1.05 Period 6 12.25 ï 1.05 Period 6 

1.05 ï 1.45 Period 7 1.05 ï 1.45 Period 7 1.05 ï 1.45 Period 7 

1.45 ï 1.55 Afternoon 

Break 

1.45 ï 2.25 

2.25 ï 2.35 

Period 8 

Afternoon 

1.45 ï 2.25 Period 8 

1.55 ï 2.35  Period 8  Break   

2.35 ï 3.15 Period 9 2.35 ï 3.15 Activities   
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Primary  School Day (Years 1 -6) 

 

Monday; Wednesday and 

Friday  

Tuesday; Thursday 

7.55 ï 8.00 Line Up 7.55 ï 8.00 Line Up 

8.05 ï 9.30 Block I 8.05 ï 9.30 Block I 

9.30 ï 9.50 Morning  

Break 

9.30 ï 9.50 Morning  

Break 

9.50 ï 11.20 Block II 9.50 ï 11.20 Block II 

11.20 ï 12.05 Lunch Break 11.20 ï 12.05 Lunch Break 

12.05 ï 2.35 Block III  12.05 ï 2.35 Block III  

2.35 ï 3.15 Activities   

 

Foundation Years School Day  

Monday-Friday  

7.55 ï 8.00 Line Up 

8.05 ï 9.00 Block I 

9.00 ï 9.30 Morning  

Break 

9.30 Snack 

9.50 ï 11.05 Block II 

11.05 ï 12.05 Lunch  

Break 

12.05 ï 2.25 Block III 

(including 

rest time) 

 

B.  Some Hints to Smooth the Way 

 

Your First Day 

¶ Meet your students at the classroom door. 

¶ Establish a method for learning student names quickly and accurately. 

¶ Share your expectations with your class (behaviour, homework, curriculum, 

assessment). 

¶ Plan to arrive at school early and leave late. 

¶ Be willing to ask and answer questions. 

¶ Pamper yourself when you get home after your first day. 

 

The First While 

¶ Learn where things are and how they operate. 

¶ Learn about school policies and directions. 
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C. Classification of Teachers 

 

Full -Time Teacher 

This may be a classroom teacher or subject teacher. According to the contract, full-

time teachers are hired for duty from 7:30 a.m. until 4:00 p.m.  The normal school year is 

about 180 pupil contact days, along with a number of additional work and professional days 

as set out in the calendar and/or the contract. Duties include but are not limited to supervision 

at breaks, lunch periods and at the beginning and end of the school day.  All full-time teachers 

participate in the after-school activities program. 

Part-Time Teacher 

A classroom teacher or subject teacher hired for less than the time described under 

full -time teacher is in this category.  Details would be set out in the contract or in an 

addendum to the contract. 

Assistant Teacher 

A teacher hired to assist the classroom teacher would fall into this category. An 

assistant teacher may be given other work or duties by the divisional Principal, the School 

Director, or the Head of School. 

Substitute Teacher 

A substitute teacher fills in for a teacher when the teacher is absent from the school, 

normally for more than a day or two.  The business office determines remuneration. 

D. Employment Matters/ Procedures. 

 

Required Documentation (for non-Thai passport holders) 

The teacher is required to secure a valid passport with non-immigrant óBô type visa 

before arriving in Thailand.  In order to assist the visa process, the school will provide a letter 

attesting that an employment contract is in place. 

The teacher is required to provide satisfactory proof of degrees, diplomas and teaching 

certificates prior to confirmation of a contract. 

Teacher Registration and Work Permit 

All teachers must be registered with the Thai authorities.  The school will assist in this 

process.  All needed documents and forms will be requested from you by LIST. 

In order to work in Thailand, foreign teachers must apply for a Thai teaching license 

and a work permit.  A work permit is also required for the visa extension.  Applications for 

these cannot be processed before the teacher arrives.  It must be pointed out that each 

application process can be quite lengthy.  

Thai Teaching Certification 

The Teacher Council of Thailand Law (Kurusapha) requires all foreign teachers to hold a 

Thai Teacher Certificate. For them to be eligible for this, they must attend a programme on 

Thai Language and Culture and Professional Ethics. The programme is being developed by 

the International Schools Association of Thailand for teachers working in international 
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schools. The 20 hour programme consists of 9 modules and it is delivered to all teachers 

during their first two years of employment. The Teacher Council of Thailand requires all 

international teachers currently working in Thailand to have undertaken the course before 

they can commence a third year teaching in Thailand 

Immigration  

As required by law, teachers are responsible for reporting to Thai Immigration every 

90 days. Teachers may complete a document authorizing the school to act on their behalf. Mr 

Pakorn has all the necessary information.  There are substantial fines for failure to report.  

When your 90 days is approaching, contact the LIST office regarding this matter.  The school 

office will try to keep track of the teachersô 90-day reporting dates, but ultimately it is the 

teachersô responsibility. 

Travel Out of Thailand 

Any teacher who travels outside of Thailand must secure a Re-entry Permit from 

Thai Immigration before leaving the country.  Please advise the school office of your 

travel plans well in advance of your departure date.  The school office will help you obtain the 

necessary Re-entry Permit.  If a teacher exits the country without a Re-entry Permit, 

permission to stay in Thailand and permission to work in Thailand both will lapse, thereby 

causing substantial expense for the teacher and school. 

LIST Flights Home Policy 

It is the policy of Lanna International School that: 

¶ Teaching staff are entitled to an economy class return flight between Chiang Mai and 

their home country* at the end of their second year of teaching at LIST (if they renew 

their contract), and each year thereafter (as long as their contract is renewed for a 

further year). 

¶ The school will only book and pay for flights to and from the teacher's home country, 

and these must fall within the summer vacation period. 

¶ Teachers cannot, without the express consent of the school director, book their own 

flights - the school will not pay for them. Teachers may, however, get quotations for 

flights. 

¶ Teachers who choose not to fly to their home country during the summer vacation will 

receive a payment of 30,000 Baht, or the cost of an economy class return flight to their 

home country ï whichever is less. Alternative travel arrangements (at other times or to 

other destinations) will not be made by the school. 

* 'home country' for the purpose of this policy is as stated in each teacher's contract. 

Pay Periods 

The school year runs from mid-August until mid-June (about 10 months).  Pay is 

deposited in the teacherôs bank account by the 28
th
 of each month (12 months of each year). 

Teachers should open a bank account at the Siam Commercial Bank prior to the first 

pay period.  The school office will assist with this during orientation. 

Thai Tax 

Teachers are required by law to pay income tax on all earnings.  Tax must be paid on 

salary, housing allowance, bonuses, airfares and all other money received from the school or 

paid by the school on behalf of the teacher.   
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The rate is based on an ascending percentage starting with a tax-free amount, and then 

moving to a 5% rate, etc.  The more money earned, the higher the rate of tax on the upper 

levels of income.   

The tax rates are based on the total amount of income in any given year.  A teacher 

who worked for another employer in Thailand before coming to LIST should secure a 

statement of income and tax paid from their previous employer to be given to the LIST 

business office.  If the office is not advised of previous employment, the teacher will likely 

have to make a substantial lump-sum tax payment when the tax return is filed (usually in 

March). 

Sick Leave and Approved Absences 

Up to ten days with full pay are allowed for legitimate absence from school during 

each academic  year.  These include sickness and approved absence based on prior written 

request to Head of School.   

Pay will  be deducted for absences (including sickness) beyond 10 days.   

In the case of sickness teaching staff will receive full pay minus the cost of a substitute 

teacher for each additional day of absence beyond the 10 fully paid days, up to a maximum of 

20 working days per academic year. The standard daily cost of a substitute teacher will be 

deducted regardless of whether a substitute teacher is used or not. There is no payment 

beyond these 30 paid and partially paid days. 

Since the actual number of workdays is usually fewer than 200, teachers should 

attempt to schedule all personal business outside of working days. 

Sick leave days do not accumulate from year to year. 

If you are sick, you should contact your Principal  between 7:00 and 7:30 a.m., or 

the evening before.  If you cannot reach your Principal , please contact the Head of 

School.  If you are unable to reach the Head of School, please call the school.  (school 

telephone:  053 806-230).   If you are sick more than one day, you should contact the 

Principal  each day. 

An absence due to illness of more than three days requires medical certification from a 

qualified physician. 

Compassionate Leave 

Compassionate days (e.g., bereavement) will be counted as sick leave days. 

Consideration will be given to requests for extra time in unusual circumstances. 

Maternity Leave 

Thirty calendar days with pay are allowed. 

Leave Without Pay 

All other leave will be treated as leave without pay.   

Accident Insurance for Teachers 

Details are available at the school office and on the staffroom notice board. 

Medical Coverage for Teachers 

Details are available at the school office and on the staffroom notice board.  In 

addition to the medical insurance provided by the school, the school self-insures for out 

patient visits, up to 4,000 baht per year. 
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E. Teacher Conditions of Service, Procedures etc. 

 

Ethics 

A teacher is generally held in high esteem in the Thai and international communities 

in Chiang Mai.  The communities expect that a teacherôs appearance, attitude, words and 

actions will accord with the respect given them. 

Some suggestions for maintaining the respect and privileged position we hold: 

TeacherðTeacher Relationships 

¶ At all times we should demonstrate a spirit of unity and harmony among all 

members of the LIST staffð(teachers, assistant teachers and administrators). 

¶ Faults or weaknesses of others should not be discussed with anyone except that 

teacher or the administrator. 

¶ There should be no interference with another teacher and student in terms of 

grading and discipline, unless there is a violation of the principles of our policies.  

Serious cases should be brought to the attention of the Head of School. 

¶ Teachers are encouraged to willingly share ideas and materials with other staff 

members, thus helping to build a strong school community. 

¶ We should accept group or administrative decisions graciously and abide by them. 

¶ Respect should be shown for the opinions of fellow staff members. 

¶ Salary and conditions of employment issues should be discussed with the Head of 

School first. 

TeacherðStudent Relationships 

¶ Gain respect from the students without sacrificing approachability.   

¶ The teacher is responsible for the student.  This implies a degree of authority, not 

equality, in the relationship. 

¶ Students at LIST address teachers as Mr., Ms, Miss or Mrs. in English followed by 

the first name.  ñAjarnò and ñKhun Khruò are words of respect for teachers in 

Thai. 

¶ Deal with potential discipline problems immediately.  Do not let a situation drift 

on or degenerate to a point where you feel stressed and reactive about it.  See the 

Head of School for advice on these matters. 

¶ Avoid discussing individual students with anyone other than the parents or those 

directly involved in the education of the student within the school community. 

¶ Do not discuss other teachers with parents or students. 

¶ Avoid any negative, belittling or insulting comments towards or about students. 

¶ Do not deduct grades for disciplinary infractions. 

¶ Learn to allow for individual emotional, physical and social differences. 

¶ Always maintain and demonstrate respect for the worth and dignity of each 

student. 
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¶ Help students to feel important by providing opportunities for them to achieve 

recognition for constructive behaviour and academic achievement. 

¶ Students need to learn study skills.  The teacher should be the best model and 

source for this skill. 

TeacherðParent/Community Relationships 

¶ Always show concern for the child. 

¶ Regularly communicate with families.  Regular communications should include 

homework diaries, and might include classroom newsletters, etc. 

¶ Build the confidence of others in you as a professional person. 

¶ Respect and listen to every parentôs opinion, even if you may disagree.  Work 
together for the good of the child. 

¶ Return calls and answer notes and email as soon as possible.  Please give careful 

consideration to what you are going to say, and approach each situation calmly. 

¶ Do not discuss internal school affairs with parents. 

¶ Be willing to contribute to local community activities, services, etc. even if they 

may not seem to relate directly to the school. 

¶ Always try to be courteous, appreciative, cheerful and respectful. 

Conferences with Parents and Guardians 

Remember that our parents and guardians care about their children and how they are 

doing in school.  Most parents are reasonable, respectful and cooperative when dealing with 

teachers. 

¶ Contact parents early in the year. 

¶ Invite both parents. 

¶ Prepare in advance in anticipation of possible questions. 

¶ Greet parents at the door. 

¶ Open on a positive noteðstart on strengths, show samples of work, then move to 

area(s) of need.  Be specific. 

¶ All ow enough time for conferences. 

¶ Avoid physical barriers (e.g. sitting behind a desk, uncomfortable chairs for 

parents). 

¶ Ask for parentsô opinions, listen and note even if they appear to be hostile or 
negative. 

¶ Be honest but discreet. 

¶ Do not discuss other teachers, other students or administration with parents. 

¶ Listen to requests and relay them to the appropriate person at a reasonable time. 

¶ Try not to be defensive. 

¶ Keep a log of all parent contacts (phone calls, visits, letters, etc.) for future 

reference. 
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¶ The Head of School determines admission to the school and placement in grades.  

The teacher does not. 

¶ A report should be written  on any formal conferences or meetings with parents, or 

important calls, etc.  The report should be submitted to the Head of School as 

soon as possible. 

Collaboration 

Teaching is a cooperative and collaborative undertaking.  Be willing to ask questions 

and to exchange ideas with other teachers. 

Dress Guidelines 

Dress should be appropriate to the job being done.  As we are professionals, we should 

dress in a professional manner.  This involves cleanliness, neatness, modesty and dignity.  

Dress slacks or cotton pants with a dress shirt (long- or short-sleeved) are appropriate for 

men.  Dressy sport shirts are also acceptable.  Shorts are appropriate only for P.E.  Footwear 

should be appropriate. We should try to avoid extremes in our appearance. 

Women should be aware that hemlines of dresses or skirts should be low enough and 

necklines high enough for modesty whether standing, sitting or bending. Shoulders should be 

covered.  Dress slacks are acceptable.  Footwear should be appropriate. 

Jeans and sandals are not considered appropriate.  Flip-flops are never appropriate. 

Remember that teachers provide a model for students.  It would be unrealistic to 

expect students to dress appropriately if teachers did not. 

Professional Responsibilities 

Teachers should attend the following meetings/events: 

 Staff meetings 

 Parent/teacher meetings 

 Graduation 

 Special events sponsored by the school 

 Meetings of their committees 

 Professional development activities 

Teachers should be prepared for any special meetings that may be called by the Head 

of School, the School Director, or their Principals. 

Teachers should support the schoolôs goals and objectives. 

Students must be supervised in the classroom at all times. 

Professional Development  

The school expects its teachers to continue their professional development while at the 

school.  The school encourages professional development through in-house PD programs and 

by supporting participation in outside PD activities.  Small ñpeer groupò meetings are 

scheduled each week, and professional development days are scheduled during the school 

year.  A professional development allowance is given as part of the contract renewal bonus. 

If you become aware of professional development activities which might interest other 

teachers, please post them on the PD boards in the staff room and Elementary resource room. 
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A 10,000 Baht bonus is intended to encourage teachers in their 3
rd

, 5
th
, etcé years of 

teaching to take part in some form of professional development that is beneficial both for the 

teacher and the school.  The bonus is available for use only during the year that it is issued 

(i.e. It may not be used during 4
th
, 6

th
, etcé years).  The bonuses do not accrue if left unused. 

Any use of the bonus money must be approved by Mr Roy prior to any final 

confirmation of payment.  A brief written proposal will suffice.  If more information is 

needed, a meeting will be arranged. 

Uses of 10,000 Baht Professional Development Bonus 

Conferences 

¶ The bonus may be used to attend any P.D. conference that is approved by Mr 

Roy.  These conferences may be outside the set P.D. focus for that school year, 

but they must have some connection with programs offered at the school.  

Conferences that are on topics that are not beneficial to the school are likely to 

be rejected. 

¶ If the cost of the conference is within the B10,000 and it has been approved by 

Mr Roy, it will not be rejected due to cost. 

¶ If the cost is above that of the bonus, it will be at the discretion of Mr Roy 

whether or not to provide money from the P.D. budget to cover the remainder 

of the cost.  Any conference that uses money from the schoolôs P.D. budget is 

subject to the P.D. focus for that year.  The conference may be rejected due to 

budget restrictions or because it is not in line with the schoolôs P.D. focus.  

Teachers are welcome to pay the remainder out of pocket to avoid any 

budgetary or focus-related restrictions. 

 

Online Courses 

¶ The bonus may be used to cover the cost of P.D. related online courses.  

Similar to the restrictions for conferences, the course must be beneficial to 

both the teacher and the school and be relevant to current or future programs 

offered by the school. 

¶ Examples include IGCSE Coursework Certification, CIPP related courses, 

etcé 

 

Published Materials and Website Subscriptions 

¶ P.D. related books and magazine or website subscriptions may be purchased 

with the bonus money, once approval has been given by Mr Roy.   

¶ All printed materials are considered to be the property of Lanna School and 

should remain at school after an initial period so that they are available to all 

staff.  

 

Use for Recertification of Teaching Credentials 

¶ The P.D. bonus may be used to meet recertification requirements for teachers 

who hold American teaching certificates or teaching certificates from other 

countries that require periodic recertification. The bonus can be used to aid 

those teachers who have particular requirements placed on them by the state in 

which they are certified. These uses may fall outside any set P.D. focuses or 

present school programmes, but can make the recertification process easier and 

less costly and so could allow some teachers to remain at the school longer, 

rather than having to return to the U.S. to renew their certification. 
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Supervision and Duties 

The Head of School will assign supervision duties to teachers.  These duties are as 

important as the regular classroom teaching assignments.  Please learn the nature and 

requirements of these duties and carry them out efficiently and regularly. 

If you are not able to perform a scheduled duty, it is your responsibility to find a 

substitute for the duty that you will miss (trading with a colleague with the same duty on a 

different day is the best).  Please inform your Principal when this occurs, so that they know 

who will be responsible for covering your duty. 

Supervision of groups of children requires alertness to all areas for which you are 

responsible.  Playground supervisors, for example, should be circulating and looking for 

any signs of problem or distress for all students.  Too much attention to socializing with 

individuals can result in neglect of others in need of your attention.  Playground 

supervisors should not be eating lunch while on duty.  Arrangements should be made 

with the kitchen for an early or late lunch. 

Report any unusual circumstances or happenings to the Head of School as soon as 

possible.  In the event of an accident/incident involving a student, please complete an 

accident/incident report form, available from the school nurse. 

All teachers are considered to be on duty at all times while at school.  The safety and 

well being of all of our students is of primary importance. 

 

Duty Descriptions 

Before school 

¶ 1 ï Meets and greets children and parents upon arrival, opens car doors, etc.  

¶ 2 ï  Walks around playground area to care for children that have arrived. 

 

Foundation Yearsô Break 

¶ Both teachers will share coverage of the playground and dome area.  Foundation 

Yearsô children are not allowed into the main building, except for toilet use (if unable 

to use the toilet themselves they should be taken to the nurse). They are also not 

allowed to buy snacks from the snack shop. 

Elementary Break 

¶ 1 ï  Responsible for the area playground area that is near the main gate entrance.  The 

gate should remain closed when not in use.  Elementary students should only be 

allowed to enter the elementary building with the permission of their teacher or to see 

Ms. Lucy.   

¶ 2 ï This teacher will cover the area in front of the entrance into the main building and 

the playground. Students are allowed into the building for use of the library, toilet and 

shop. Students are not permitted to play in the hallway. 

¶ 3 -  Responsible for the field and basketball area.  Please be sure that students do not 

disturb the classrooms or play in the toilets.  Also watch that Elementary students do 

not go out through the side gate. 

Secondary Breaks 

¶ This teacher should monitor the main building and the entire playground area. They 

should be available for any problems that may arise during the break.  Students should 

not be in any of the classrooms or hallways.  When the end of the break nears, remind 

students to be on their way to their next classes. 
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Elementary Lunch 

The dinner ladies are responsible for serving lunch to the students, teachers on duty 

may encourage students to eat healthily and responsibly. 

¶ 1 ï Will monitor the Foundation Years dining area and leave the area when most 

Foundation Years children are finished with lunch, they will then continue duty 

outside at the main gate (as Elementary break number 1). 

¶ 2 ï Will  monitor the Year 1 and 2 dining area and will then walk the children outside 

when a majority of children have finished their lunch; they then continue duty outside 

near the front entrance of the main building (as Elementary break number 2). 

¶ 3 -  Will start near the front entrance to the main building and take responsibility for 

the field and basketball area once duty number 2 comes out.  Please be sure that 

students do not disturb the classrooms or play in the toilets.  Also watch that 

Elementary students do not go out through the side gate. 

4 ï Will relieve the teacher at the gate (number 1) 

5 ï Will relieve the teacher at the main door (number 2) 

6 ï Will relieve the teacher at the basketball area (number 3) 

Library Supervision 

¶ Teachers are responsible for keeping order in the library.  Students should play quietly 

and should not abuse the computer rules. Remind students to clear up before the lunch 

ends. 

Computer Room Supervision 

¶ Teachers should ensure that students are using computers in an appropriate way and 

that they are not abusing the computer rules. 

Secondary Lunch 

¶ Same responsibilities as with the Secondary break. 

After school pick-up 

¶ Elementary Children sit on the bench for their parents to pick them up at the end of the 

day.  Both teachers on duty are responsible for watching the front gate and only 

allowing Elementary students to leave when a parent/guardian has arrived to pick 

them up.  Elementary students are not permitted to go back to their classroom or to 

buy food from the vendors on their own. 

Duty teachers are on duty at the end of the school day from 2.25-2.40 on Tuesdays and 

 Thursdays and 3.15-3.30pm Mondays, Wednesdays and Fridays. Duty teachers will 

 send all elementary students who have not been picked up, to the resource room, at the 

 end of duty times. 

 

Late Pick ups 

Parents that pick students up late should collect their children from the resource room. 

Students of teachers that work at Lanna may wait in the resource room until they have 

finished work. 

Serious Air Pollution/Wet Weather Procedures 

Flags displayed at the main gate indicate if students may play outdoors or need to 

remain indoors:  a Red Flag to stay in; a Green Flag can play outside.  Elementary students 

are not permitted to buy snacks on Red flag days.  
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Duty numbers are as follows. Number 1- To take Foundation Years to the Nursery 

class after they have eaten lunch to watch a DVD (number 4 to take over at 11.40). Number 2 

to go to Year 2 class for board games; you will need to send some students to the resource 

room in order to fetch the games (Number 5 to take over at 11.40). Number 3 go to the Year 3 

class; students have the option of drawing or chatting etc. (Number 6 to take over at 11.40). 

Four more duties per lunchtime will be added in order to safely accommodate the 

students with proper supervision. A timetable will be drawn up showing this duty at the start 

of each year. 

We will be going on the previous dayôs pollution levels until we get the update at 

around 11am.  This means if we are indoors the previous day staff on morning duty take the 

initiative and usher the students indoors as soon as they go on duty. Foundation Years and 

Year 1 should be sent to the upstairs AV room (Duty person number 2 should go to this 

room). Year 2-6 students should be sent to the library or the lunchroom. Secondary students 

go straight to their homeroom.  In the morning the duty person numbered 1 should stay on the 

gate to direct the students indoors. A copy of these instructions will be left under the pollution 

level board for staff to check if needed. At the end of the day students may be dismissed as 

normal. Foundation Years students will be picked up from inside the nursery class. 

PE classes will be conducted inside and fieldtrips will be cancelled or postponed at these 

times. The school encourages students to wear masks during times of serious air pollution, 

especially those who suffer from asthma.  Ms Lucy will carry spare masks for any student 

who wishes to obtain them. 

Teacher Arrival and Departure 

Teachers are expected to arrive by 7:30 a.m. each school morning. Teachers should 

check their mailboxes every day for communications from the Head of School, the office, etc. 

On scheduled teacher workdays we may arrive for 8:30 a.m.  Please be sure to sign in and out 

each day on the teacher register located in the teachersô lounge.  Your signature is required for 

each month. 

Teachers are contractually obligated to remain until 4:00 p.m.  In practice teachers 

may normally leave after their duties are concluded and their students are safely on their way 

home.  Bear in mind, however, that after-school committees, PD, accreditation and self-study 

activities, etc., are a part of your duties.  Early departure or late arrival should be cleared in 

advance with the Head of School.  Should you need to leave campus during the school day for 

a brief errand, please sign out and back in on the register in the teachersô resource room in the 

Elementary building. 

Scheduled absences 

All teachers should plan to be at school for all teacher work days shown on the school 

calendar.  When you expect to be absent, be sure to leave appropriate work for the cover 

teacher to set. Make every effort to leave the following:  

¶ your class schedule for the day/days absent; 

¶ a class register and seating plan for each class; 

¶ your studentsô schedules (for Elementary only); 

¶ clear and appropriate lesson plans; 

¶ details of any special classroom rules; 

¶ locations of materials used for the class(es); 

¶ any special needs that apply to students in your class(es). 
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Unscheduled absences 

Each teacher should prepare an emergency folder to be used by the substitute teacher 

covering an unscheduled absence.  The folder should include everything the teacher will need 

for one day. 

Cover for Absent Teachers 

Whenever possible, a substitute teacher will provide cover for absent colleagues. 

However this is often impossible, and cover must be provided internally.  A schedule of 

substitute duty times is prepared for Secondary teachers.   

After -School Activities 

After-school activities, including sports activities, are offered to all students in Years 1 

to 6 from 2:35 to 3:15p.m on Mondays, Wednesdays and Fridays.  Teachers are expected to 

participate in the after-school activities program by offering up to two activities each week.  

Secondary after-school activities, including sports activities, are offered to all students 

in Years 7 to 13 from 2:35 to 3:15p.m on Wednesdays only.   

 

F. Classroom Duties and Procedures 

 

These are to be conducted in a professional manner at all times.  Be prepared.  Be on 

time.  Be fair, firm and consistent as well as welcoming and positive. 

Take attendance at the beginning of each day (homeroom) and promptly send it to the 

registrar for follow-up. 

Students arriving late for classes should produce a note explaining why he/she is late. 

Any student who does not have a note should be accepted into the class but record the late 

arrival , ask for reasons, and report in writing to the Head of School your concerns about the 

student who has come late without an acceptable reason. Any teacher who keeps a student late 

should send a note to the studentôs next teacher explaining why the student is late. Please 

ensure that a time is given on this note.  

For Years 7-13 particularly, take attendance by period and compare to the attendance 

list posted on the bulletin boards.   

Keep doors and windows closed when air conditioners are in operation.  Help in 

keeping our classrooms neat and usable for now and for the future.  Report maintenance needs 

as they arise. (See below.) 

Each teaching room should have a copy of the schoolôs Mission Statement, ESLRs, 

and Emergency Procedures/Map locating fire extinguishers. In Elementary school classrooms, 

a class schedule showing the times each subject is taught should be displayed.  A copy of this 

schedule should go to the Head of School.  The Secondary school timetable should be 

displayed in each Secondary classroom 

Classroom Management 

¶ Know school guidelines for discipline procedures. 

¶ Be fair, positive and consistent. 

¶ Keep your classroom orderly and tidy. 

¶ Get to know your students. 
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¶ Begin class on time and in a business-like manner. 

¶ Dismiss your class at the conclusion of the class. 

¶ Make learning relevant to the studentsô lives. 

¶ Praise good work.  Do not threaten or use sarcasm. 

¶ Avoid arguing with students. 

¶ Let the students know that you care. 

¶ Treat students with respect and expect respect in return. 

¶ Keep your voice at a normal level. 

¶ Use standard, grammatical English with all students. 

¶ If you make a mistake, donôt be afraid to admit it or to laugh occasionally at a 
personal foible. 

¶ Grade assignments and return them as soon as possible. 

¶ Give reasonable assignments. 

¶ Keep the rules simple. 

¶ Expect the unexpected. 

¶ Keep accurate and detailed documentation of incidents that may require 

administrative intervention or follow-up. 

Lesson Plans 

Written lesson plans should be prepared in advance. These should be available for 

your Principal or the Head of School to view at any time.  Valid lesson plans should be 

prepared for supply teachers to follow whenever a teacher expects to be absent. 

Homework 

Homework is to be assigned in accordance with the homework guidelines in the 

Parent-Student Handbook. All homework should be a meaningful learning activity.  Students 

are issued with Homework Diaries and these should be used to record homework set. 

Teachers are responsible to grade, record and return homework in a timely fashion i.e. 

within one week in most cases. 

Adequate home study time must be given prior to major tests/examinations in lieu of 

homework assignments.  Please remember that Secondary school students will be receiving 

homework assignments from other teachers. 

Assignments 

Assignments should be fair and consistent with the ability of the students.  Guided 

peer-evaluation and self-evaluation should form a part of the process, especially in Year 7 and 

above.  Assignments should be meaningful to the studentsô level of interest and ability, as 

well as to the curriculum.  You should differentiate in assigned work, just as instruction is 

differentiated. 

Late Assignments and Make-Up Work  

Assignments should be completed, even if they are late.  An appropriate penalty 

should be the consequence of late work.  Extended deadlines for acceptable reasons should be 

allowed. Students who fail a semester course in High School may be considered for make-up 
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work to complete the course and receive a Pass / Credit.  Please discuss any students who are 

failing with the Head of School and the Secondary Principal prior to the report time. 

Marking Codes Used at LIST 

Marking Codes are displayed in all classrooms and need to be used consistently by all 

teachers when marking written work. The following codes are introduced gradually through 

Elementary School and then fully utilised, as appropriate, throughout the Secondary school. 

General Codes requiring action from the student: 

 

 

General Codes requiring the student to write out the instruction in full and then take 

action to correct the problem (note that codes are written in circles): 
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Subject specific codes (those that are in circles require the instruction to be written out in full 

by the student before remedial action is taken): 

 

 

 

 

Grading for CIPP  

Teachers administering the CIPP progression tests may mark the tests without accreditation. 

Teachers should follow the mark schemes closely to ensure consistency across the elementary 

school. Teachers need accreditation by Cambridge to mark the CIPP Achievement tests that 

are administered to all Year 6 students in English, Mathematics and Science. 

 

Grading at IGCSE, AS and A level 

All teachers should keep accurate and sufficient records to substantiate student 

performance and grades.  Students and parents have a right to know how grades have been 

calculated. 

Because of the incompatibility between the British IGCSE and A/AS level grades and 

the LIST grading system (based upon USA standards), a conversion is used. After marking 

work to Cambridge International Examinations (CIE) standards, using the appropriate 

marking schemes published by CIE,  and assigning it an IGCSE or A/AS level grade, this is 

converted to the LIST grade using the table below: 

 

 

 

 

 


