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INTRODUCTION 
 

The intent of this handbook is to provide our new and returning faculty with information regarding the 
practices, procedures, principles, and policies of employment at Lincoln Community School. While 
such handbooks rarely make for exciting reading, the content is the basis for what and how we do 
things at this school and serve as a foundational document in your understanding of school culture 
and expectations.   
 
It is an expectation that all teachers will read this handbook thoroughly and more than once. Teachers 
who are returning to LCS will find new information and updated information in a number of areas, and 
it is critical that returning faculty not assume that everything is the same with the handbook from last 
year.  
 
Understanding and knowledge of the content of this document will make you a more effective teacher 
and advocate. Should you have any questions as you read through these pages, please do not hesitate 
to write them down and raise them at orientation or with the administration later. We will highlight 
several sections of the handbook during orientation and in staff meetings in the first semester. If you 
find or perceive any inconsistencies between this and any of our other guiding documents, please 
inform administration so that we can address them right away. Any suggestions or changes that you 
feel would improve the effectiveness of this booklet for future editions and revisions are most welcome. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Nea Onnim No Sua A, Ohu 
“He who does not know can know, by learning.”
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SECTION ONE:  WHAT WE ARE STRIVING FOR 
AND WHAT WE EXPECT 

1.1   LCS Mission  
 
Learn, Lead, Connect 
When we learn we grow 
When we Lead we serve 
When we connect we thrive 
 
1.2. Our Core Values: How We Go About Things 
 

 Don’t just tell me how it’s done. Let me try. 
 Whatever happens, it’s what you do next that 

matters. 
 Be kind: it opens doors and minds. 
 The more we do together, the more we 

achieve. 

1.3 Our vision for 2025-2030 

We’re going to be the most exciting learning 
environment in Africa, where everyone knows 
how to get to where they want to be. It’s a place 
where learning is joyful, designed by students 
and teachers together, and takes you further 
than you thought you could go. 
 

1.4 Educational Beliefs (Board Policy 3.102) 
 

In support of our Mission and Aims, the LCS community 
holds the following educational beliefs: 
 

● Student learning is the focus of our 
organization, yet the faculty and staff will also 
be active learners in this community.  

● A safe, respectful and supportive environment 
is essential for each individual to pursue 
personally challenging goals. 

● The curriculum and instructional strategies will 
inspire and motivate students to learn. 

● Students have individual talents and qualities 
that must be discovered and developed. 

● Students achieve their best when they build on 
prior understanding and skills, and have 
opportunities to apply their learning to issues of 
personal and global significance. 

● Continual goal-setting and reflection is 
essential to achieve personal and community 
growth. 

● Appreciation of cultural diversity is essential to 
promoting international understanding and 
responsible citizenship. 

● The education of each student is a 
responsibility shared by students, parents and 
educators. 

1.5 Educational Aims Board Policy (3.103) 
 
The overarching aim of our program is to develop the 
knowledge, skills and dispositions necessary for our 
students to respond successfully to future challenges in 
other schools, in post-secondary education, and in an 
interdependent, multicultural environment.  
 
Recognizing that we are educating children for a rapidly 
changing world in the 21st century, we strive to develop 
students who are: 
 

● critical, analytical, innovative thinkers and 
problem-solvers; 

● equipped with the technological skills needed 
to function effectively in an increasingly 
complex world; 

● effective communicators, capable of 
expressing themselves in multiple languages 
and media, as well as interpreting the 
messages of the world around them; 

● aware of the physical, historical, cultural, and 
environmental forces that have shaped our 
world, with an ability to apply this knowledge to 
better comprehend the present and anticipate 
the future; 

● collaborative team members with the ability to 
work within a team or to exercise leadership 
effectively and appropriately; 

● motivated, curious learners with the capacity 
for personal autonomy, a desire for personal 
excellence and the initiative to seek self-
improvement; 

● self-confident, resourceful, and resilient 
contributors to democratic society; 

● physically and emotionally healthy, capable of 
utilizing the resources available to deal with the 
demands of an active life; 
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● ethical community members with high 
standards and clear values that are not 
dependent upon a controlled environment; 

● responsible decision-makers who anticipate 
the consequences of their actions;  

● aware of, and sensitive to, the variety of 
perspectives through which others see the 
world. 

 

1.6 IB Program  
 
LCS is an IB World School that offers the Primary 
Years, Middle Years and Diploma Program.  The LCS 
community, staff, students, parents are committed to 
demonstrating in action the IB Learner Profile as 
essential to the values of our school and community. 
 
The aim of all IB programs is to develop internationally 
minded people who, recognizing their common 
humanity and shared guardianship of the planet help to 
create a better and more peaceful world.  LCS has 
developed a Lincoln Learner Profile reflective of the 
ten IB learning profile attributes as well as the IB’s 
Approaches to Learning skills.  

1.7 LCS Supervision and Evaluation Standards  
 
The following standards are used to guide professional 
growth activities, and provide the framework for teacher 
evaluation.  

● Personal guidance and support for each and 

every student. 

● Effective planning and preparation including 

on-going curriculum mapping, unit plan 

development and systematic program review, 

● Engaging & purposeful classroom environment 

● Appropriately differentiated instruction 

● Assessment practices to inform instruction and 

improve student and faculty learning. 

● Accountability for student learning 

● Commitment to professional responsibilities 

● Participation/leadership in extra and co-

curricular activities 

● Effective and ongoing communication with 

parents consistent with the communication 

plan of the school. 

● Commitment to an implementation of the 

actions, decisions and practices that achieve 

the vision of the school. 

1.8 Code of Conduct: A Philosophy of Integrity  
 

LCS is an academic institution dedicated to pursuing 
growth through knowledge. The rigorous pursuit of 
knowledge in our community is a pursuit of honest 
excellence; it must be a personal journey spirited by 
sincere, committed effort.  Integrity develops and 
excellence is achieved when all accomplishments 
occur within a climate of honesty, trust, fairness, 
respect, and responsibility.  Maintaining these shared 
values is the responsibility of each member of the LCS 
community and to that effect this philosophy of integrity 
represents an effort to establish professional behaviors 
by which LCS Employees should conduct themselves.   

As an LCS Employee, I will   
● Foster respect, patience, integrity, courtesy, 

dignity and consideration regardless of age, 
sex, race, religion, or nationality.   

● Hold a belief and commitment that all children 
can learn and all children learn differently. 

● Develop confidences where needed and 
refrain from divulging information received in 
confidence except in situations where there is 
a professional need to know. 

● Treat LCS property with care and respect. 
● Use positive reinforcement when working with 

children and/or youth. 
● Contribute to the improvement of the school’s 

program through the appropriate 
administrative channels. 

● Avoid situations within and outside the 
professional context which could call into 
question my fitness to perform duties. 

● Not accept or give gifts to students without the 
prior knowledge of parents.   

● Not accept gifts from students or parents with 
value in excess of 50.00 USD (BOT policy 
6.804). 

● Abide by and respect all the laws of Ghana. 
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● Abide by and respect LCS policies, 
procedures and contractual obligations.          

● Inform line supervisor prior to undertaking 
additional paid private work outside the 
school. 

1.9 Child Protection at LCS 
 
Child abuse and neglect are concerns throughout the 
world.  Child abuse and neglect are violations of a 
child’s human rights and are obstacles to the child’s 
education as well as to their physical, emotional, and 
spiritual development.  Lincoln Community School 
endorses the UN Convention on the Rights of the Child, 
of which our host country, Ghana, is a signatory.   
Therefore, LCS Employees will interact with students in 
ways that support their learning and ensure the safety 
of all through adhering to LCS Child Protection Policy.   
 
As an LCS Employee, I will abide by the LCS Child 
Protection Policy and to that effect I will: 
 

● Avoid situations where possible in which I am 
alone with a child in an enclosed area. 

● Use designated adult washrooms on campus 
and respect the privacy of students in 
situations such as toileting, showering and 
changing clothes. 

● Comply with the mandatory reporting 
regulations of School and report suspected 
child abuse.  

● Cooperate fully in any investigation of abuse of 
children and/or youth.  

● Avoid any covert or overt sexual contact with 
students.  Kissing or sexual gestures towards 
students or other staff and workers is 
prohibited. 

● Not share sexual jokes (or comments of a 
sexual nature) or make inappropriate 
references to physical punishment or forms of 
humiliation and intimidation.       

● Not have in my possession any pornographic 
or inappropriate sexual-in-nature material.   

● Not smoke, use tobacco products, be under the 
influence of alcohol or illegal drugs at any time 
on campus or with students.  

● Always contact a parent or guardian if a child 
needs a ride home. It is the responsibility of the 

caregiver to decide on transportation for their 
child. 

● Communicate with students through the 
schools approved channels of communication. 
Text messaging, email, Facebook, Twitter or 
similar forms of electronic or social media may 
only be permitted for activities strictly involving 
school business.  
 

SECTION TWO: THE CONTRACT / SALARY 

2.1 Contract Renewal 

Initial contracts are for a minimum of two years. The 
decision to renew this contract must be agreeable to 
both the Teacher and the School, with that decision 
being made no later than the first Monday in 
November in the final year of this contract.  The 
deadline for decision on teachers on probation may be 
extended.   

2.2 Salary 
 
75% of a Teacher’s annual salary is paid in US dollars 
and the remaining 25% paid in the local currency.  The 
School will pay the tax on the Teacher’s basic salary. 
As this is a benefit, the Teacher is responsible for 
paying the tax on the tax relief benefit. Therefore, 
monthly the School will deduct from salary the tax on 
the Teacher’s behalf and make the payment to the 
Inland Revenue office in Ghanaian.  
 
2.2.1 Salary Payment Procedure 

Monthly salaries are paid on the 20th day of each month, 
by direct deposit into both overseas and local accounts. 
The salaries for June and July of each year are paid on 
the last working day of the school year in June. 
 
The Business Office will assist new teachers in opening 
a local Cedi account into which the cedi component of 
the salary will be paid.  On arrival in Ghana new 
teachers should provide the Office with details of their 
bank account overseas if they would like the dollar 
component of their salary to be deposited there.  
 
2.2.2 Calculation of Gross Salary 
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Gross Salary is calculated by adding Basic Salary and 
any applicable Training-Based Bonuses.  This amount 
is paid in 12 equal installments.  
 
The Basic Scale represents separately the minimum 
qualifications of a Bachelor’s Degree plus Teacher 
Certification/Qualification and a relevant master’s 
degree plus Teacher Certification/Qualifications.    
 
Placement on the scale at the time of joining LCS will 
be the Head of School’s decision, based on the 
teacher’s number of years of prior relevant experience. 
 
Relevant experience will normally be interpreted to 
mean years of work in a comparable position in 
education — i.e., in a classroom or instructional role 
similar to what would be expected or found at LCS.   
 
In the event that a teacher is hired without certification, 
his/her starting salary will be one step below what it 
would have been if certified.  The teacher must be on a 
plan to obtain certification within four years, and may 
only progress three steps on the scale without it.  

 
The teacher will normally move up one step for each 
year at LCS 
 
There are two situations in which a teacher would not 
automatically move to the next step each year, and may 
be retained on his/her current step for the following 
year:   
 

1. When a teacher is officially on Probation for job 
performance and his/her contract-renewal 
status has been in question at any point during 
the year or  

2. When an uncertified teacher has not obtained 
certification within four years of starting at LCS.   

 
2.2.3 Supplemental Bonuses  

Teachers can receive a one-time supplement to their 
basic salary for holding qualifications, experience or 
essential training that is deemed to be desirable by the 
school at the time of hiring. Examples of such 
qualifications, trainings, or experience might include IB 
training, National Board Certification, TEFL or other 
ELL or training to support students with learning needs. 

 
The maximum supplement is $2000, (which could be 
an IB supplement plus one other or two non-IB 
certificates) and is at the discretion of the Head of 
School at the time of hiring.  
 

SECTION THREE: BENEFITS 
 

For the purpose of contractual benefits all dependents 
have to be declared at the time of hiring or when the 
status of the teacher changes during the course of a 
contract. An eligible dependent is defined as follows: 
 
Spouse: The employee's spouse by marriage or under 
any other formal union recognized by law. A marriage 
certificate will be required as proof of marriage. (See 
further information on spousal benefits below) 
 
Child - Natural/ legally adopted child under the age 18 
who accompany parent to post.  
 
Summary of Benefits 

● Annual economy airfare to/from home of 
record for teacher and approved dependents 

● Relocation payment of ($2000 for single 
teacher; $3,000 for couples; $500 for each 
child )  

● School provides housing aligned with family 
size 

●  Medical insurance annually for teacher and 
approved dependents.  Dependents have to 
accompany the teacher or administrator to the 
post to qualify for medical coverage.   

● Both LCS and the Teacher will contribute to a 
retirement plan in accordance with the laws of 
Ghana. Please see section on retirement 
benefits below for further details   

● Overseas hire allowance: An additional 
allowance to subsidize overseas travel costs 
incurred by the teacher during the school year.  

● Non- Repatriation bonus: After the initial two-
year contract, a teacher receives $6,000 Non- 
Repatriation bonus when signing a two-year 
contract.  A $3,000 bonus will be paid for a one-
year contract extension. (The teacher will 
repay the non-repatriation bonus in the event 
that they do not complete their contract term). 
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Non –repatriation bonus is subject to local 
taxes. 

● Children of overseas hire teachers can apply to 
be enrolled at the school subject to the school’s 
quota on children’s places.  All children must 
meet the school’s enrollment requirements.   

● Sick days: 10 school days of paid sick leave. 

(Can be carried forward to 40 school days 

maximum) 

● Personal days: 3 school days (Cannot be rolled 
over to the next school year) 

● Compassionate leave: 5 school days. (Cannot 
be rolled over to the next school year.) 

● Recruitment leave: 3 school days. These can 
be added to personal days for a total of 6 
school days. 

● Maternity leave: 12 weeks paid leave 
● Adoption leave:  12 weeks paid leave 

 
*A teacher is required to pay tax on benefits which 
is deducted monthly. Total tax paid by teacher for 
salary and benefits will fall in the range of 5% to 8% 
of gross annual income. 

3.1 Benefits for non-teaching spouse 
 
In the event that LCS hires a teacher with a non-
teaching spouse, spousal benefits will include: 

● Airfare at beginning and end of spouse’s initial 
two-year contract and airfare for annual home 
leave. 

● Medical Insurance 
● The relocation payment equal to that of a 

teaching couple 

3.2 Changes in family status while employed 
 

The underlying principle is that teachers are initially 
contracted with the Head of School’s full understanding 
of the teachers’ family status and all the potential costs 
that go along with that. In the event that a teacher’s 
status changes, no additional partner/spousal benefits 
will be forthcoming while the existing contract is in 
effect, although new-children’s benefits would take 
effect immediately  
 
At the time of deciding whether to renew the contract of 
a teacher whose status has changed, the decision will 

be similar to that when someone is initially hired- ie., 
the total financial cost will be factored into the decision. 
Specific scenarios:   

 
a) Partners: In the event that the person who gets 

married receives a renewed contract, he/she 
would be entitled to benefits as apply to the 
teacher initially hired with a trailing spouse. 

b) Children: Children born to the teachers/couple 
during the teacher’s employment will be 
entitled to the same benefits as children who 
arrived when the family was hired: relocation 
benefits, medical benefits. The expectation is 
that the news of enlarged family would be 
discussed as early as possible with the Head 
of School. These benefits may also apply to 
children who are adopted during the contract 
period,  

c) Teaching couples: In the event that one partner 
of an employed teaching couple decides not to 
renew his/her contract, the school is under no 
obligation to continue the contract of the 
partner.  In such circumstance, the school will 
review the contract of the remaining teaching 
partner and make a decision to renew their 
contract based on the best interests of the 
school.    

3.3 Flights 
 

The school is responsible for the payment of flights for 
arrival, departure and annual home leave for the 
teacher and eligible dependents. Teachers should 
adhere to the procedures in place for assessing these 
benefits.   
 
3.3.1 Flights for Arrival 

The Human Resources Director will introduce the 
teacher to the school’s travel agent FROSCH Travel to 
assist teacher in booking their flight. The flight provision 
is for a one way economy class air transportation from 
teacher’s home of record to Accra, Ghana via the most 
direct route. Flights should only be arranged through 
FROSCH Travel in Washington.  
 
3.3.2 Flights for Departure  
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Flights at the conclusion of contract with LCS will follow 
the same procedure as flights for the summer home 
leave and the allowance is also based on a one-way 
flight to teacher’s home of record.    
 
3.3.3 Flights for Annual Summer Leave ( Home 
Leave) 

By mid-March the Human Resources Director will 
inform teachers of the amount of their flight 
reimbursement based on quotations from travel agents. 
Quotes are based on a departure date a week after the 
final instructional day of the school year and returning 
a week before school resumes. This represents the 
maximum amount that a teacher will be reimbursed 
with. 
 
3.3.4 Making Travel Arrangements for Summer Leave 
(Home Leave) 

Teachers can arrange their own flights (a round trip) 
with the travel agents suggested by the school or their 
own agent. A Teacher whose ticket cost is higher 
because of the choice of airline, dates chosen or 
stopovers is responsible for the difference in air fare.  
 
Teachers may pay for their ticket and submit their ticket 
for reimbursement or alternatively submit an invoice 
based on the approved quotation, to the HRD who will 
process the payment of the invoice to the travel agent 
The HRD will forward the approved request to the 
business office for payment. In the event that the 
teacher requests that their flight allowance to be paid in 
cash, this amount will be subject to Ghanaian income 
tax. 

3.4   Relocation Payment 
 
The school will assist the teacher with relocation 
expenses at both the beginning of the initial contract 
and at the end of the final contract.  Relocation amounts 
are as follows:  

● A single teacher - $2,000.  
● A teaching couple/teacher with dependent 

spouse /partner- $3,000.  
● Approved dependent children accompanying 

teacher - $500 per child 
 

For arriving teachers, the allowance will normally be 
paid together with the teacher’s first paycheck in 
August. For departing teachers, the allowance will be 
paid in May. There is no requirement for the teacher to 
submit receipts for this payment.  

3.5 Shipping 
 
Arrangement of shipping of personal belongings and 
the payment for the services of the shipping agent is 
the responsibility of the Teacher. The HR Director 
provides advisory support to the teacher and family 
where applicable. If a teacher chooses to ship personal 
effects to Ghana, they should opt for a contract for door-
to-door service. On arrival, the teacher will need to 
provide the shipping agent with the paper work 
(including passport) to make it easier for shipping agent 
to arrange the clearance the shipment to the teacher’s 
apartment.  Packing materials and their weight 
contribute significantly to the gross weight of the 
shipment and can become important factors in 
determining the final cost.  It is advisable to insure your 
goods, so remember to take insurance costs into 
consideration.  More shipping information is detailed in 
the Transition and Departure handbooks.  

3.6 Housing 
 

Housing provided by LCS is based on the teacher’s 
needs as identified at the time of hiring (e.g. single 
teacher, teaching couple, couple with children, etc).  
All decisions about allocation of housing units are made 
by the Head of School in consultation with Human 
Resources Director (HRD) and Director of Finance and 
Business (DBF) based on information from the teacher. 
. Returning staff may request to move from their current 
unit. 
 
Based on available units, teachers will be assigned 
units according to the following priorities: 
 

a) Needs of the School.   
b) Faculty with children  
c) Faculty with longevity at the School 

 
3.6.1   Housing “Swaps” 

If, after housing has been allocated, two employees 
wish to ‘swap’ housing units, they may request to do so, 
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through the Head of School.  LCS will not assist with 
moving in such a case, unless the ‘swap’ is requested 
by the school to facilitate better utilization of housing.  
 

3.6.2 Unexpected Availability of Housing Units 

If, during the course of the year, a housing unit 
becomes available (for any reason) it may be offered to 
other teachers who are interested. If more than one 
person is interested, priority will be given according to 
factors specific to the particular circumstance. 
 
3.6.3 Continuing Teacher Housing 

Returning teacher requests will be processed in the 
context of all needs, including new teacher’s needs and 
preferences. It may not be prudent to put an Accra-
experienced teacher (perhaps with a car already) into 
an apartment near the school, if we have incoming 
teachers who would feel more comfortable being closer 
in their first year. 
 
In some cases unit availability may result in anomalies. 
For instance, if a teacher was placed in a unit larger 
than what would normally be allocated a move or 
change may be required in subsequent years if the 
larger unit is needed and a more appropriate one is 
available.  In such a situation, the school will assist with 
packing and moving. 
 
3.6.4 Housing Agreement 

All employees living in school housing are required to 
sign a Housing Agreement on occupancy.   
 
3.6.5 House Guests 

It is normal for overseas teachers to have family or 
friends visit during the period of their contract. As a 
courtesy, teachers are asked to inform the Human 
Resource Director whenever they plan to have guests 
in the case of any unexpected situations (health care 
needs, emergency situation) that may arise.  
 
3.6.6 Domestic / House-Help 

The school does not provide accommodation for house 
helpers/domestic help. When a teacher hires a house 

help, the teacher must ensure that the house help has 
his/her own accommodation.  
 
In addition, the teacher must ensure that the hired help 
has formal photographic identification which could be in 
the form of a voters ID and passport  
 
3.6.7 Manager Responsible for Housing Issues 

The Facilities Manager is responsible for all housing 
maintenance.  There is a process to submit requests for 
repairs, which the Facilities Manager monitors. He will 
keep the teacher informed of progress on housing 
maintenance requests. The process for requesting 
repairs and facilities guide can be found in the “Housing 
Matters” guide book in your apartment.  
 
 
3.6.8 Yard Maintenance 

It is the responsibility of Teachers to maintain the yard 
and/or garden where one exists. A part time gardener 
can be hired.  
 
3.6.8 Garbage Collection 

The school will provide dustbins and bears the cost of 
collection. 
 
3.6.9 Generators  

The school provides generators to be used in the event 
of city power failure. Security guards are trained to 
switch them on/off and perform basic maintenance on 
them such as fueling and oiling.  Bigger problems 
should be reported to the school. 
 
Generators provide back backup service and they 
cannot be run for long periods of time.  If the power is 
out of a period of time, the school will advise teachers 
of the schedule when the power is off and on. This 
schedule is likely to differ among the various housing 
units the school uses. 
 
3.6.10 Washing Machines 

School washing machines are intended only for the use 
of the teacher. If a teacher wishes to let the 
housekeeper use the machine for personal laundry, it 
should be for a limited number of loads per week. The 
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reason we recommend limiting the number of loads is 
to ensure that housekeepers are aware that the 
washing machine is for their personal use only and not 
for the laundry of guards, friends or family. 
 
 
3.6.11 Housing Maintenance 

All breakages or faults in the apartment must be 
reported to the Facilities Manager/Housing Supervisor 
immediately. All faults should be reported by 
completing the housing maintenance request form 
except for emergencies like no water supply and 
electricity which should be reported on the phone in the 
first instance and followed by completing the housing 
maintenance request form.  It is the teacher’s 
responsibility to ensure access to the apartment for 
repairs.  
 
On weekends all faults or repair requests should be 
made in the morning where possible to allow for timely 
assistance to be provided.  

 
Notify the facilities team as soon as possible when a 
gas cylinder needs to be refilled. The teacher should 
not wait until both cylinders run out.  

 
All security concerns should be reported to Facilities 
Manager. 

3.6.12 Damages 

Breakages and damages caused as a result of the 
teacher’s usage of household items are the 
responsibility of the teacher. 
 
3.6.13 Changes of locks  

Locks are changed by the facilities department every 
time there is a new occupancy ie when a teacher 
occupies a new apartment for the first time. The cost 
incurred in subsequent requests for changes in locks 
as a result of missing keys or when teacher feels his 
/her security has been breached as a result of giving 
their keys to other people will be borne by the teacher.  
 
3.6.14 Guard Service 

The school provides a night and day guard for each 
housing unit. If a teacher has any concerns with the 

guard posted to their apartment, the teacher should 
inform the Facilities Manager as soon as possible.  
 

3.6.15 Utilities 

Utilities provided by the school includes gas, electricity 
and water up to a reasonable limit for most consumers. 
Teachers are expected to conserve energy in their 
homes.   The teacher should instruct their 
household to conserve as well.  A utilities cap for 
each household will be communicated on arrival 
  
3.6.16 Internet Service 

The school provides temporary internet access for new 
teachers on arrival. Teachers are responsible for 
setting up and paying for their own internet. The HRD 
can provide guidance for this process if required. 
 

3.7 Medical Insurance 
 
The school provides you with good-quality medical 
insurance through TieCare . 
 
3.7.1 Getting Enrolled with TIECARE 

The Human Resource Director will enroll teachers and 
approved dependents accompanying the teacher to 
TieCare. Insurance coverage will begin from August 1st 
to July 31st of each school year. 
 
A current version of the insurance policy will be 
provided to teachers at the beginning of the school 
year. Teachers who are US and Canadian citizens are 
enrolled in a Worldwide Plan. Teachers from all other 
countries are enrolled in the International Plus Plan. 
Questions concerning insurance should the directed to 
the Human Resource Director.  
 
3.7.2 Tie Care Medical Insurance  

Worldwide Coverage- Medical treatment can be 
received anywhere in the world without any 
geographical limitations. There is a $100 annual 
deductible per individual. Family deductible is 3 times 
the deductible for an individual. 
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International Plus Coverage – Medical treatment 
anywhere in the world with emergency coverage only in 
the US and Canada. There is a $100 annual deductible 
per individual. Family deductible is 3 times the 
deductible for an individual. 
 
Summary of Benefits 

 $2,000,000 annual benefit maximum -. 

 No lifetime benefit maximum - complete 
peace of mind even for long-term needs. 

 Full coverage for preexisting conditions 
(certain exemptions in the case of HIV and 
Sexually transmitted diseases) - eliminates 
concern over existing medical conditions.  

 Emergency medical air transportation - 
provides for air evacuation when necessary, 
with an accompanying adult if medically 
advisable. Destination determined by TieCare 

 Coverage for Dependents – The school will 
pay the premium for dependents inclusive of 
spouse where identified in the contract.  

 Prescription drugs – are subject to a 20% co-
payment outside of the United States 

 HIV coverage including AIDS treatment - 
excludes coverage as a pre-existing condition. 

 Well baby care - covers up to 9 visits and up 
to 24 months for immunizations. 

 Emergency Room Treatment - covers 
standard emergency room expenses. 

 Acupuncture / homeopathy - annual 
coverage of $500. 

 Addictive Conditions – includes treatment 
program for drug and alcohol abuse. 

 
* Other benefits are contained in the Tie Care benefits 
schedule. Available on arrival  
 
3.7.3 Insurance Options for Departing Teachers 

For LCS teachers who are departing employment at the 
end of a school year, TieCare insurance coverage 
ceases at midnight of July 31 of that school year. 
 
For those interested, TieCare International provides 
continuation coverage. 
 
Extension insurance can be purchased for 1, 2, or 3 
months. The base rate is the school’s group rate but is 

adjusted up if members spend a majority of their time 
in the US or Canada. 
 
The extension coverage is the same medical insurance 
as you have with the school with the $100 deductible 
the extension does not include wellness, dental, or 
vision. Please request for full conditions prior to signing 
up.  
 
3.7.4 Individual Insurance  

At any time, expatriate educators can apply for 
comprehensive individual health insurance, renewable 
each year, until age 70. The member can choose 
different deductibles and co-payments and design a 
plan for individual needs and budgets. Also, at any time 
during an international career, life and disability 
insurances are available to the individual from TieCare 
International. 

3.8   Professional Development  
 
The purpose of Professional Development is to:  

● Support teachers in the pursuit of continued 
training.  

● Maintain a culture of continuous improvement.  
● Ensure that instructional practices at LCS are 

based on current research, best practice, and 
available data on student performance.  

● Support teacher’s teaching needs as identified 
through the teacher performance evaluation 
and assessment process 

 
3.8.1 New Teachers 

For the first two-year contract, teachers apply for 
funding to attend professional development activities 
that support the school programs. In the second and 
subsequent contracts, teachers are eligible for 
contractual PD. 
 
3.8.2 PD Funding for Continuing Teachers in Third 
Year 

In the second and subsequent contracts, teachers are 
eligible for reimbursable contractual PD.    
Each teacher is entitled to be reimbursed up to an 
amount of $1800/ year for the purposes of professional 
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development. Unused funds may be carried forward up 
to the equivalent of $3,600. 
 
 
 
 
3.8.3 Guiding Principles for Professional Development  

The Teacher may incur up to $1,800 annually in 
reasonable expenses directly related to professional 
growth. 
 
The professional development allowance may be used 
for fulfilling training needs related to a teacher’s primary 
role in the school (current or anticipated grade or 
subject area) or to fulfilling school goals.   
 
A limited portion (no more than the cedis equivalent of 
$300) may be used for membership fees in professional 
associations directly related to the teacher’s role at 
LCS, with Principal’s prior approval.    
Approval of these expenditures is subject to the 
guidelines set out in the Handbook. Unused 
Professional Development Allowance may be carried 
forward one year to a maximum amount of the cedis 
equivalent of $3,600. Approved leave for professional 
development purposes is subject to the guidelines set 
forth in the Handbook. Teachers are encouraged to 
take advantage of professional development 
opportunities during the summer break. 

 
Given the negligible value to the school of funding an 
individual teacher’s Professional Development 
activities in his/her final semester at LCS the PD 
funding will not be available to teachers who have 
served their notice. 

 
3.8.4 Application Process  

1. Gather all the information on the workshop 
/course/institute/conference.  

2. Fill out an application form, attach supporting 
documents (conference registration details, 
dates, etc. from website or flyer) and complete 
all sections including expense details.  (A copy 
of the form is available on line.)   

3. Submit your form to the HR Department to 
determine the availability of funds.  

4. The HR Department will submit the form to 
your building Principal. 

5. The Principal and Director of Educational 
Programs will make a decision on your PD 
application. 

6. Your Principal and Director of Educational 
Programs may (a) approve the leave and 
funding, as requested, (b) modify the leave or 
the funding as requested, or (c) not approve 
the leave and/or funding.   

 
3.8.5 Guiding Principles  

1. Training needs may arise from either personal 
growth goals or from school-identified goals.  

2. Professional development activities should not 
disrupt learning.  Generally, training should 
occur in the summer or during weekends/ 
school breaks.   

3. Priority should go to those training experiences 
that will result in the greatest benefit to 
students and the broadest application at 
school, through subsequent training of 
colleagues.   

4. Teachers may be directed to take specific 
training by the principal.   

 
3.8.6 Specific Spending Parameters for 
Workshops/Courses 

If the Principal and Director of Educational Programs 
have approved the PD activity in principle, then funding  
within the teachers allowance will normally be approved 
for the following:   

● Conference Registration Fee. ( Processed by 
the Director of Educational Programs Office) 

● Air Ticket at the lowest ‘economy’ fair and the 
most reasonable route (Air ticket booked 
through the ED Programs Office). Upgrades in 
flights will be at the teacher’s own expense. 

● Hotel Accommodation (at the ‘basic rate’). 
Upgrades will be at the teacher’s expense.  If 
more than one person of the same gender is 
attending the conference/workshop, 
accommodation would normally be shared 
unless there is no difference between double 
room rate vs. two single rooms. 

● A Per Diem payment subject to the available 
allowance of up to the equivalent $40 for within 
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Africa and $60 a day outside of Africa, which 
includes meals not provided by conference, 
airport-hotel-airport transportation, and 
incidental expenses ie visa fees.  This is paid 
in advance.  Receipts will not normally be 
required.  The number of days of per diem will 
normally be determined by the full days of the 
conference, plus one day to allow for early 
arrival or late departure. If the conference 
provides meals, this will be scaled back. 

 
3.8.7 Parameters for IB-related training 

a) Teachers not experienced nor trained in IB:  

 Whenever possible, we hire an on-site 
consultant (PYP)/ sponsor online training 
(MYP). Depending on the needs of the 
department, new DP teachers may be 
sent for training during their first 2 years. 

b) Experienced, IB-trained teacher: 

 Teachers would normally be funded for IB re-
training if 3-5 years have elapsed since the last 
IB course was completed.  Expenses would be 
covered by the teachers allowance where 
possible. 

 In instances where an IB syllabus has been 
changed, teachers may apply for re-training 
(with the same funding arrangement) prior to 
the normal 3-year minimum wait.   

 To the extent possible, travel expenses/routes 
will be linked to summer leave routes and 
payments.   

3.9 Pension Scheme 
 
In accordance with the Ghanaian pensions law the 
school will make pension contributions as follows: 
 
 3.9.1 Teachers under 50 years of age 

Pension contributions for a teacher under 50 years of 
age is mandatory under the Ghanaian Pension Law.  
However, if a teacher has in place an existing overseas 
retirement/savings /investment plan, the school will 
apply for an exemption for the teacher into contributing 
to the local Ghanaian social security fund/pension fund. 
Subject to the exemption the school will deduct a 
minimum of of 5% contribution from the teacher’s base 
salary and the school will make contributions as follows. 

 
● 5% of gross salary up to 4 years 

● 7% of gross  salary from  5 years to 8  

● 10% of the gross salary form 9 years onwards.  
 

If a non-Ghanaian employee under 50 chooses to 
participate in the Ghanaian Social Security Fund 
namely Tier 1 and Tier 2 pension plans, then the 
employee will contribute 5.5% of base salary and the 
school will contribute 13% to both Tier 1 and Tier 2in 
accordance with the law.  It will be the responsibility of 
the non-Ghanaian employee to withdraw his/her funds 
without the school’s assistance when they depart 
Ghana. The minimum contribution required for a non- 
Ghanaian employee to qualify for full pension benefits 
in Ghanaian social security system is 150 months of 
active contribution and must be at least 55 years of age 
to access full pension benefits. If the non- Ghanaian 
employee does not qualify for a full pension benefit, 
he/she will receive a lump sum calculated on 75% of 
the interest rate of the Government Treasury bill rate. 
 
3.9.2 Teachers over 50 years of age 

Teachers over 50 years of age are exempted from 
contributing to the Ghanaian Social Security Fund and 
in addition pension contributions for a teacher over 50 
years of age is optional.  However, If a teacher decides 
to contribute to a retirement /investment fund of his/her 
choice (overseas) the school will make contributions as 
follows:  
 
5% of gross salary for teachers who have been in the 
school’s employment for up to 4 years.  
 
7% of gross annual salary for teachers who have 
completed 4 years of teaching service to LCS. 
 
10% of the gross annual salary for teachers who have 
completed 8 years of teaching service to LCS. 
 
The contribution procedure for teachers over 50 
years and Teachers under 50 years with Overseas 
/Investment Pension Funds 
 

● At the time of hiring, or by the end of June prior 
to arrival in August, the teacher identifies a 
registered retirement plan of his/her choice. 
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The plan must be a bona fide 
retirement/investment plan. 

● Beginning with the teacher’s first month of 
employment, deductions will be made monthly 
from teacher’s salaries, the teacher’s salary 
statement will include details of the deduction. 

● The teacher’s contribution and the school’s 
matching contribution will be deposited in the 
teacher’s retirement /investment account 
monthly. A record of this contribution will be 
included with the salary slip of the respective 
months.  

● An account statement from the company is the 
responsibility of the teacher. It is the teacher’s 
responsibility to follow up with the company in 
the event that account statements are not 
forthcoming according to the public schedule of 
statements. Most companies will provide a 
semi-annual statement; some are more 
frequent.  

● . 

3.10 Non – Repatriation Allowance  
 
In the event the Head of School decides to renew the 
teacher’s employment contract at the end of the 
contract term, the teacher shall receive $6,000 non-
repatriation bonus for a two-year contract and $3,000 
for one year.  The non-repatriation bonus will be subject 
to Ghanaian income tax. The non-repatriation bonus 
will have to be re-paid to the school in the event that the 
teacher does not complete the contract. 

3.11 Enrollment of Dependents at the School  
 
Children of overseas hire staff will qualify to have their 
dependents enrolled at the school.  The admissions 
office will contact the teacher directly. It is the teacher’s 
responsibility to provide all the necessary information to 
the Admissions Office.  

3.12 Leave Benefits 
 
3.12.1 Sick leave 

The Teacher shall receive 10 school days of paid sick 
leave annually. Sick days are cumulative up to 40 
school days. A physician must certify sick leave days 
beyond (3) consecutive days. The Human Resource 

Director must be informed early enough to enable him 
make provision for a substitute if required. 
 
If you are sick and unable to come to school, you are 
expected to call the HRD as early as possible, but no 
later than 6:30 a.m. The mobile numbers to call to 
report an absence are: 

● 0544343020 -   (HRD) 
● 0244776244 - ( HR Assistant) 

The HRD will then contact a substitute for you. If you 
cannot contact the HRD or Assistant, then phone your 
principal. 
 
Teachers must not make their own arrangements for 
class coverage with colleagues or teaching assistants, 
even for part-day absences. In all cases of teacher 
absences, teaching assistants will be used as a 
substitute only when necessary, and only after the 
HRD has been informed. If this process is not followed, 
any substituting done by the teaching assistant may not 
be acknowledged or remunerated. 
 
Please note that a teacher absence summary (which 
will include reasons for the absence, timeliness in 
reporting it, and availability of a substitute) will be kept 
on each personnel file, and will form a part of the 
teacher evaluation process. 
 
No later than September 15 all teachers must submit to 
the Principal a substitute folder. It should include the 
following: 

▪ Attendance procedure 
▪ Class list of student names 
▪ Instructional Schedule 
▪ Emergency Evacuation Procedure 
▪ Copy of classroom rules and procedures 
▪ Emergency lesson plans 

 
Lesson plans must to be delivered to the school by 
hand, e-mail, fax or directly to the substitute. The HRD 
and the Principal should be informed of this delivery. If 
the teacher is aware that he/she will be absent in 
advance the teacher should meet with the substitute in 
advance to discuss the lesson plans. 
 
Note: Timely notice of an absence enables the School 
to locate the most suitable coverage for unimpeded 
progress in our students’ academic work. 
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3.12.2 Personal Leave  

Up to three school days (3) of paid personal leave may 
be granted in each school year to enable a faculty 
member to undertake urgent personal and family 
responsibilities which cannot be performed during 
weekends or outside school-working hours. Examples 
of reasons for requesting personal days include but are 
not limited to the following: medical appointments that 
cannot be scheduled outside of school hours, usually 
with specialist doctors, personal business at one's 
embassy and family issues (sickness of a child, a 
child's orientation to college, graduation, marriage etc.). 
All requests for personal leave must be initially 
discussed with the building principal for approval before 
any arrangements for the leave.  

Unless there is a compelling reason, personal leave will 
not be granted for two or more days back-to-back, and 
a day before/after a holiday or long weekend. Personal 
leave will also not be granted for recreational purposes 
as well as in situations where the teacher is unable to 
report to school as a result of flight 
delays/cancellations. Faculty are expected to plan their 
travel itinerary taking into consideration the possibilities 
of flight delays/cancellations. The same conditions will 
apply for requests to leave earlier than the departure 
date for faculty as a result of flight 
changes/cancellations. An important factor to be taken 
into consideration in granting personal leave requests 
will be the previous attendance record. 

Unused personal leave is paid to the teacher at the end 
of the school year in June at the rate of $75 per unused 
day.  

The teacher is required to complete a leave request for 
the approval by his/her immediate supervisor 
(principal).  
 
3.12.3 Compassionate Leave 

The Teacher may request up to 5 school days of paid 
Compassionate Leave. Compassionate Leave is 
intended to support teachers in the event of serious 
illness or bereavement in the immediate family. In this 

instance immediate family is defined as spouse, 
child(ren), parent, legal guardians. The definition of 
immediate family is expanded to include siblings and a 
spouse of a sibling in the case of death.   Requests 
emanating from personal leave for marriage and 
graduation may be considered for addition to the 
personal leave granted. 
 
The teacher is required to complete a leave request for 
the approval by his/her immediate supervisor 
(principal).  
 
 
 3.12.4 Recruitment Leave 

The teacher may receive up to 3 school days of paid 
Recruitment Leave to enable him/her to attend 
interviews or recruitment fairs. Unused personal leave 
may be added to this recruitment leave.  The teacher 
must complete a leave request for the approval of 
his/her immediate supervisor (principal).  
 
3.12.5   Maternity Leave 

A female Teacher can be granted up to 12 weeks of 
maternity leave with pay. Maternity leave cannot be 
taken in conjunction with the regular sick leave unless 
a physician certifies the need for an exception. In all 
cases of an exception, a written request must be made 
to and approved by the Head of School. 
 
 3.12.6 Adoption Leave 

The qualifying length of service requirement for 
adoption leave and pay is two years of continuous 
service. After two years’ service an employee will be 
eligible to apply for adoption leave and pay when he or 
she produces an adoption certificate confirming the 
placement of the child. Adoption leave of 12 weeks may 
be granted in any one school year to an employee. In 
the case where the adopting couple are employees of 
the school, they will be entitled to share the leave.   
 

SECTION FOUR: BETWEEN HIRING & ARRIVAL 

4.1 Enrollment of Children 
 
Teachers with children will be contacted by the 
School’s Admissions office to begin the enrollment 
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procedure prior to arriving in Accra. The school’s 
Admission Officer/Registrar is Jitka Stiles, Telephone 
– 00233 302 774 018 Ext 218. Email – 
jstiles@lincoln.edu.gh 
 

4.2 Communication 
 
Prior to your arrival the Director of Human Resources 
(lmensah-baah@lincoln.edu.gh) is your primary 
contact for all practical questions about your contract or 
your move to Ghana. Questions about your teaching 
assignment, curriculum documents, unit plans, 
resources or other teaching-related matters should be 
directed to your Principal. 
 
4.3 Medical Information  
 
Adapted from “No Worries” The information below 
serves only as a guide for employees and 
employees should obtain medical advice from 
their Doctor or Travel Clinic.  
Ghana is in the malaria endemic region of West 
Africa.  Your doctor and/or a tropical disease clinic will 
give you good information about this. Be sure to use 
mosquito (best to bring this with you) if you are out after 
dusk.  Malaria symptoms include high fever, headache, 
body aches, nausea, vomiting and diarrhea.   It is 
helpful for you and your doctor to know that the 
following prophylaxes are generally available in 
Ghana:  You should research the use of prophylaxes 
as each can have a different side effect.   
 
Many good doctors are available in Accra. There will be 
a copy of the guidebook mentioned above in your 
apartment. It contains a list of doctors, medical services 
and facilities available in Accra. However, most 
teachers have used The Nyaho Medical Center, WARA 
clinic and Akai Clinic which are close to the school. 
 
Regarding vaccinations for Ghana please check with 
your community health care facility or from the website 
of the Center for Disease Control - www.cdc.gov. as 
some vaccinations must be administered over a period 
of time. It would be wise to begin the vaccination 
process as early as possible. Yellow fever shot is 
required and if you have previously had a shot you no 

longer need to have another shot. Evidence of the shot 
is however required on entry to Ghana.  
 
Prescription eye glasses and contact lenses can be 
obtained in Accra.  However, it is advisable for you to 
bring along an extra pair of eye glasses; as an extra 
measure, be sure that you have a copy of your eye 
prescription on hand should replacement become 
necessary.  On your arrival, please direct any health 
related questions to the school nurse. 
 
It is advised that teachers bring along with them any 
regular medication they might be taking. 

4.4 Work and Residence Permit  
 
 The Human Resource Director will liaise with the 
Ministry of Interior and the Immigration department to 
process work and residence permit. The school applies 
for the work permit for the teacher and residence permit 
for the teacher and dependents. It is important that the 
teacher provides the Human Resource Director with all 
information requested on time to enable the school to 
acquire a work and residence permit.  All information 
must be presented in English.  If any document is not 
in English, the teacher must provide a certified 
translation of the document. As this can be a tedious 
process, it is best to begin the translation as early as 
possible. 
 
Newly contracted teachers should immediately, furnish 
HR with: 

● Information copy of passport, 
● CV  
● Police Clearance Report  
● Copies of certificates or diplomas for 

colleges/institutions 
 
4.4.1   Residency Permit Renewal 

This permit is valid for one year from the issue date. 
The school will renew the permit on behalf of the 
teacher and dependents. Once issued with a residency 
permit, the teacher is required to inform the HRD  and 
complete the necessary documentation 30 days in 
advance before the expiry of the residence permit so 
that the HRD can commence the process of renewing 
both  residency and work permit. It is the teacher’s 

http://www.cdc.gov/
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responsibility to inform the HR office if any of the 
permits expire.  

4.5 Other Considerations 
In considering whether to ship household items or buy 
them upon arrival, you may want to limit your shipment 
to personal items that will make your new 
apartment/house feel like home; teaching resources; 
and/or specific items that may be hard to find in Accra, 
or be more expensive. . To assist you make your 
decisions, you could you consult with your “buddy” or 
the HRD. 

4.6 Arrival in Accra 
 

An expeditor representing Lincoln Community School 
will meet you on arrival at the Kotoka International 
Airport. The representative will meet you after you clear 
Immigration (in the baggage area) and before you go 
through Customs.  An LCS staff member will meet you 
outside of the arrival hall at the airport and a school 
vehicle will take you to your new home. 
 
Most new overseas-hire teacher will be arriving on 
flights on the same day, so on any one flight there may 
be several new teachers/families. Keep your eye out for 
each other. 

4.7 Orientation Program 
 

New teachers are required to arrive at the school at the 
end of July in time for orientation. The HRD will 
communicate the arrival date to new teachers. 
 
The objectives of the teacher orientation program are: 

 To help teacher /family settle into your new 
home/culture as quickly as possible. 

 To help teacher/family settle into the city as 
quickly as possible 

 To build a common understanding of the 
school’s mission and expectations. 

 To create an opportunity for new teachers to 
get to know each other as new colleagues 

 
During the course of teacher orientation, teachers will 
be given the opportunity to learn how to get around the 
city, where to shop, open local cedis bank account, 
complete documentation for work permit processing 

and generally help orient the teacher and family to their 
new life and cultural environment. Teachers will also 
have specific sessions at school to focus on academic 
orientation before other teachers arrive. Ample time is 
also given for the teacher /family to relax, visit each 
other and explore the city on their own. Full details of 
the orientation program will be sent to new teachers 
before arrival. 

4.8   Transition Kit 
 
Upon arrival, and prior to departure, a teacher and or 
family will be provided with a ‘temporary kit’ that 
includes:  

 A tablecloth 

 Bath towels  

 Sheets and pillowcases 

 Kettle 

 One cutting board 

 One each of saucepan, frying pan, and cooking 
pot 

 Two mixing bowls 

 One baking dish 

 One measuring cup  

 A setting for six in everyday dishes, two serving 
bowls, six glasses, four mugs. 

 Two large cooking spoons, two serving 
spoons, 2 kitchen knives, grater, plastic jug, 2 
plastic storage jars, a potato peeler, can 
opener, bottle opener and a corkscrew. 

* Couples or families receive more items. 
 
4.8.1 Welcome Groceries 

The school will provide the new teacher with some 
basic and essential food items purchased by the 
school. During orientation a school-organized shopping 
trip will also take place to provide the teacher an 
opportunity to purchase groceries and household items 
of their choice.  
 
4.8.2 Cash Advance 

Upon arrival each teacher will be given an advance on 
August salary, in the amount of $600 in local currency 
for single teachers, $900 for couples and $1,200 for 
families.  
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4.9 Buddies 
 
Each teacher is paired with a Buddy. A buddy acts a 
representative of the school and serves as a host to 
support new teachers through transition. They partner 
with a newly hired employee during their first few 
months of employment to help the smooth transition, 
make the new teacher feel welcome, answer social and 
work place questions before arrival in Ghana, and ease 
some of the anxiety of transitioning. 
 
 

4.10 Embassy Registration 
 
On arrival in Accra, teachers should register with their 
Embassy or Consulate. The HRD can assist with this 
process in the first few weeks. 

4.11 Transportation 
 
4.11.1 Taxis vs. buying a car 

This will be a personal decision based on the degree of 
mobility you will want in Accra/Ghana, and financial 
considerations. 
 
4.11.2 Taxi 

Roaming taxis are readily available for short distance 
and long distance travels. One session in the New-
Teacher Orientation will be dedicated to providing 
information about how to use taxis. 
 
4.11.3 Car 

Used cars are available at a variety of prices.  Four-
wheel drive vehicles (SUV) are also readily available, 
but for higher prices. Both diesel and petrol/gas options 
are available.  Prices are higher than in the US and 
Europe, but vehicles retain much of their re-sale 
value.  Leaving teachers who are selling their cars will 
also be asked to send that information to the HRD, who 
will channel it to new teachers in April-June in case 
incoming teachers want to make a deal before they 
arrive. The school will only be acting as a facilitator, and 
has no responsibility for the quality of any vehicle 
purchased in that way. Upon arrival, the HRD will also 
be able to show you some local-purchase options. 
 

 
 
4.11.4 Driver’s License 

Expatriates are eligible to apply for a Ghanaian driver’s 
license after being resident in Ghana for a year. An 
Expatriate can use an international driver’s license 
legally for a year. Don’t forget to bring your 
international driver’s license if you intend to 
drive in Ghana.  
 
4.11.5 Accidents 

In the event of a motor accident, the driver must follow 
prescribed procedures in order for his/her insurance 
coverage to be applicable.  The accident must be 
reported immediately to the police.  In addition, the 
following items must be in every car or you may be fined 
if stopped by the police. 

● Fire extinguisher 
● Reflective triangle 
● First Aid kit 

 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


