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POLICY REVIEW PROCEDURE

STATEMENT OF AIM

The aim of the Policy Review Procedure at MEF International School is to ensure that all our policies
remain current, effective, and aligned with the evolving needs of our educational environment. This
procedure is designed to systematically evaluate and update our policies, ensuring they consistently
reflect the latest educational trends, technological advancements, and best practices in school
governance. By doing so, we aim to uphold our commitment to educational excellence, operational
effectiveness, and the continuous enhancement of our learning community.

RATIONALE

The rationale for this procedure stems from the recognition that the educational landscape is
continually evolving. Regular and systematic reviews of our policies are essential to adapt to changes
in educational standards, regulatory requirements, and technological innovations. This process
allows for the incorporation of valuable feedback from our diverse school community, including
teachers, students, parents, and administrative staff. By engaging in this dynamic review cycle, we
ensure that our policies are not only compliant with current standards but also resonate with the
practical realities and aspirations of our school community. This proactive approach to policy
management is crucial in maintaining the relevance and effectiveness of our educational offerings
and in fostering an environment that is conducive to learning, growth, and excellence.

PROCEDURE

At MEF International School, the review and updating of our policies are integral to maintaining
educational excellence and operational effectiveness. Our structured review process ensures that our
policies adapt to the evolving educational landscape and continue to meet the highest standards.

Review Cycle

Policies are reviewed on a regular 3-5 year cycle, balancing the need for consistency with
responsiveness to change. This cycle allows for timely updates in response to new educational trends,
technological advancements, and best practices.

Triggered Reviews
Beyond the regular cycle, reviews may be prompted by various factors, including significant regulatory
changes, technological innovations, feedback from the school community, outcomes of audits or
investigations, or updates in international educational standards.



Review of Existing Policies

Formation of Review Team: Each policy review is conducted by a team of teacher experts,
selected for their subject matter expertise and understanding of the school's educational and
operational context. This team is responsible for conducting a thorough analysis of the existing
policy and proposing revisions.

Stakeholder Consultation: The review process is inclusive, involving consultations with a diverse
group of stakeholders, including staff, students, and parents. This ensures that the policy
revisions consider multiple perspectives and the practical realities of school life.

Analysis and Revision: The teacher experts analyze all feedback, assess the policy's current
effectiveness, and make necessary amendments. This stage is crucial for aligning the policy
with current educational practices and the school's strategic goals.

Leadership Approval: Once the review team finalizes the revisions, the updated policy is
presented to the school's leadership, typically the Principal or Head of School, for final
approval. This step ensures that all changes align with the overall vision and direction of the
school.

Documentation and Transparency: The entire review process, from initial analysis to final
approval, is thoroughly documented. This documentation provides a transparent record of the
rationale behind changes and the consultative process involved.

Continuous Monitoring and Responsiveness: In addition to scheduled reviews, we continuously
monitor the effectiveness of our policies. This ongoing assessment allows us to identify and
swiftly address any emerging issues or areas for improvement, ensuring our policies remain
relevant and impactful.

Creation of New Policies
New policies at MEF International School can be initiated under the guidance of the School Principal,
following a procedure similar to that of policy review. The process for creating new policies includes:

Identification of Need: The need for a new policy may arise from changes in educational
practices, legal requirements, technological advancements, or as a response to identified gaps
in existing policy frameworks.

Drafting: A team of experts, typically comprising experienced educators and administrators, is
tasked with drafting the new policy. This team works closely with the School Principal to ensure
that the draft aligns with the school's vision and educational objectives.

Consultation and Feedback: The draft policy is then circulated among a wider group of
stakeholders for feedback. This step is crucial for ensuring that the policy is practical,
comprehensive, and addresses the needs of the entire school community.

Finalization and Approval: After incorporating feedback, the final draft is presented to the
School Principal and, if necessary, the school's governing board for approval.

Implementation and Communication: Once approved, the new policy is communicated to all
relevant parties and implemented across the school.

Documentation and Accessibility:

Documents are stored in the procedures folder on Google Drive, accessible to all teaching faculty and
administrators. Additionally, documents are backed up on a secure server with version control protocols
to ensure the latest versions are easily identifiable and accessible.
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