Student Planner Protocol - Secondary School

1. Form Tutor - Planner distribution and initial setup

Ensure each tutee has received a Student Planner at the start of the academic year
or on their first day at QIS.

Ensure that the use of the Student Planner and its different sections are explicitly
explained to tutees.

Check that tutees have filled in all the relevant information on Day 1, including on
the front cover.

Check that tutees and parents have signed the WS Home-QIS Agreement and ICT
Acceptable Use Agreement in the first week.

2. Subject teachers (and HODs) - Daily/weekly use in lessons

Ask students to have their Student Planner on their desk from the beginning of the
lesson.

Allocate 3-4 minutes at some point or at the end of the lesson for students to write
down homework (subject / task to complete / due date) or key reminders.

Write the homework on the whiteboard or display it clearly on a slide.
Check that all students have understood the homework tasks.

Check that all students have written the homework down correctly before
dismissing the class.

Encourage students to tick or cross off completed tasks.
Refer back to the Student Planner when discussing late or missing homework.

HODs -include the use of the Student Planner as part of your department meetings
and conduct some checks to ensure consistency.



e English department - ensure the reading logs are checked and discussed in class.
Refer to them in your conversations with parents.

3. Form Tutors (and HOPs) - Planner checks

e During Tutor Time, ask if any of your tutees have a note written down by their parents
for your attention.

Regularly reinforce the Student Planner expectations during tutor time.

Conduct random and scheduled Student Planner checks (at least once per week
during tutor time or CfL).

Follow up on incomplete or inconsistent Student Planner use with tutees.

e Plantime to discuss reading logs in Tutor Time and/or CfL.

Look out for tutees who would need support with organisation and plan to offer
explicit support for those tutees who face organisational difficulties.

Pair students with a buddy if necessary to model good Student Planner habits.

Liaise with parents and teachers to ensure consistent expectations.

Contact relevant HODs if you notice that there is a discrepancy in the use of the
Student Planner made in some subjects

Sign and date the planner weekly to acknowledge it has been checked.

Put a cross in the Parent’s Signature section if the signature is missing.

Reward good use of the planner (stamp, postcard, note in the planner, etc.).

Direct any of your tutees who has lost their planner to purchase one from the
Secondary Office, at the cost of QR 65. Please inform the parents over the phone.

HOPs - include the use and monitoring of the Student Planner as part of your
pastoral meetings and conduct some checks to ensure consistency.

4. All - Pastoral monitoring
¢ You may want to use the planner to record minor behaviour notes or reminders.

e Referto the WS Home-QIS Agreement, Core values, Learner Profile and/or ICT
Acceptable Use Agreement planner during behaviour or academic mentoring
conversations.



