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Absence policy
Morning late

for students

Academic year 2024-2025
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> Policy pillars <

1- Qatar Vision 2030.

2- School self-study 2022-2023 .

3- School reality analysis) SWOT ).

4- The school's vision, mission, values, goals and learning outcomes.

5- Job description for school employees in Qatar.

6- Follow-up reports of officials of the Ministry of Education and Higher
Education.

7- National Professional Standards for Teachers and School Leaders.

8- Quality and accreditation standards for private schools in the State of
Qatar.

9- Behavioral assessment policy approved by the Ministry of Education and
Higher Education.

10- Developments in the educational field in the State of Qatar.

duogdll yyleodl Jb 9« rosl) LSlgog dunaiy l.n:ls dggutall Joxiy gelzell 0308 (e [)PB L3y Lale §)jlgte Ji= ST (U0 g)




\J
Al Shoumoukh International Academy UJAS\ tM\ A\
Academic Year 2024 - 2025 2025-2024 e alad)

=

> Introduction <
— —

The school paid great attention to organizing discipline mechanisms for students due

to its important and influential role in supporting the educational system and creating

a safe, supportive and stimulating environment for them.

e Policy objectives:

1- Establishing specific, clear and announced standards for students and parents
regarding absence, morning tardiness, and permission to leave.
2- .Determine the reasons and procedures to be followed

3- Updating work models according to policy.

4- The goal of establishing mechanisms to control the process of

absence, morning tardiness, and permission to leave:

1- Focus on controlling students’ attendance at school and commitment to

tasks and responsibilities.
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2- Implementing the regulations of the Ministry of Education and Higher
Education in this regard in accordance with the policies and directions of the
school administration.

3- Supporting and motivating students who are committed to daily attendance

and not being late or asking for permission repeatedly.

e :Concepts and terminology
- Absence:

1- Absence It is : the absence of the student Missing school hours, whether with
an acceptable excuse or without an excuse during the school year.

2- Permission is: requesting permission during the school day other than the
fixed and announced times for daily attendance and dismissal of students for an
excuse and in accordance with the school’s approved regulations.

3- Tardiness is: non-attendance

e Scope of application of the policy:

Applies to all school students

e Forming a committee to follow up on attendance, departure,

permission, tardiness and absence:
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- A committee was formed to follow up on (absence / tardiness / permission) of

students.
The committee consists of members of the senior leadership team as well as
.the Student Affairs Coordinator and Social Worker

Committee members consist of:

.School principal
.Administrative Deputy
Student Affairs Coordinator

.Social worker

o Firstly:Attendance and departure times for students :

- All school students must adhere to the official and scheduled times for school
attendance and dismissal in accordance with the circular issued by the school
principal, in which the official times for attendance are set at 7:00 am and
dismissal at 01:10 pm, and not to be late or absent unless excused in accordance

with school policy.
e Secondly Criteria for student absence ::

- Types of absence:

1- .Excused absence (justified)

2- .Unexcused absence (unjustified)
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:First, excused absence - its types - procedures followed:

1- Absence with a medical excuse: This type of absence is approved if the
student or his guardian submits a medical certificate proving his (illness) at the
time of his absence to the social worker, then she submits the medical excuse
to the student affairs coordinator to take the necessary action.

2- Absence due to traveling abroad for treatment: This type of absence is
approved if the student proves his medical condition and his need to travel
abroad for treatment according to approved medical certificates, as well as
evidence of his travel abroad, and determines the time of departure and the time
of return if possible, and he delivers all these papers to the Student Affairs
Coordinator; To take the necessary measures by informing the principal and
approving her approval in the interest of the student, informing those concerned
to place the student in the excused box by revealing the absence, and informing
all of the student’s teachers to communicate with him if possible and help him
overcome his crisis, in coordination with the social worker.

3- Absence to conduct an important government transaction: This type of
absence is given to the student with an excuse if he or she submits proof of
this to the Student Affairs Coordinator.

4- Absence due to illness or death of a first-degree relative(father , mother,

brother , sister)only .
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Important instructions: The Student Affairs Coordinator will place the

excuse (whatever its type) in the student’s file and enter it into the Excel file

.for monitoring students’ attendance and absence (excused)

e Secondly Absence without excuse :(unjustified)procedures -
followed:

- When a student is absent without giving any reasons for this, this is considered
an unexcused absence, and accordingly the following measures are taken with
the student.

e Procedures to be followed in the event of students’ unexcused
absence:

Number of Procedures
No Implementation comments
absence followed

1- Contact your

guardian Public Relations+

First time

2-Ingiry form 1 Social worker

1- Contact your
guardian
2- Inquiry form 2

Public Relations +
Second time
Social worker

Contact your
guardian. Public Relations=

Third time Inquiry form 3
Social worker

Contact your
guardian.

Inquiry form 4

Fourth time Public relations

Contact your Public Relations
Fifth time guardian.

Social worker
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Written warning 1

Sixth time

1- Contact your
.guardian

2- Written warning

Public Relations+

Social worker

Seventh time

1- Contact your
guardian.

Written warning 3

Public Relations +

Social worker

Eight time

1- Calling the
guardian 1

2- A guardian’s
pledge 1

Student Pledge 1

Public Relations+

Social worker+

Student Affairs
Coordinator

Ninth time

1- Calling the
guardian 2

2- A guardian’s
pledge 2

Student pledge 2

+ Public Relations Officer

+ Social worker

Student Affairs
Coordinator

Tenth time

1-Warning of dismissal
and denial of
examinations..

2-Referral to the social
worker to study the
case.

3-An emergency
meeting of the
Behavioral Evaluation
Committee to take a
decision regarding the
student.

11Student Affairs
Coordinator.

2-Referral by the student
affairs coordinator to
study the case(social
worker).

3-Request an emergency
meeting(social worker).

4-Coordinating the
meeting of the Behavioral
Evaluation Committee
(Female Student Affairs
Coordinator).
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Thirdly:Criteria for morning tardiness for students :

-In the event of morning tardiness for students, tardiness will be monitored

fortudents from 7:30 as follows:

1-Communicate with the guardian and document this in the communication

record with parents.

2- Monitoring delays in Excel for morning delays.
3- Identifying students who are repeatedly late for more than three times and

preparing an orientation and counseling session for them by the social worker.

- Fourth: Criteria for requesting permission for students:

1- The student may only be delivered to one of the parents or with a letter
signed by one of them and accompanied by the original ID card of the
signatory, along with a telephone contact with the school official.

2- If the person wishing to receive the student arrives before the specified

departure time, he must sign the permission form.

Approved by school principal
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Appendix of
the policy for
communicating

with parents

Academic year 2024-2025
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Tuition fee collection mechanisms:

Al Shoumoukh International Academy strives to ensure that all tuition fees and expenses
are clear and announced to all concerned, in line with the guidelines and instructions of
the Ministry of Education.

Pavment mechanisms and terms:

Academy tuition fees are determined by the Ministry of Education and are collected from
parents as follows:

At Al Shoumoukh International Academy, we have two semesters where the full tuition
fees for the academic year are divided into two installments, each installment of which is
collected on the first day of each semester.

FirstlyIf the guardian is late in paying the tuition on the first day of the start of the :_
semester, he will be granted a full month at the beginning of the first semester, from
September 1 to September 30, and two full months for the second semester, from
December 1 to January 30. A number of no less than three text messages and no more
than six will be sent. Send 2 emails (if available to the guardian), and in the event of
failure to respond by paying the fees due for the student, the school has the right to do the
following:

1- Block the student on the registration and student affairs management system, so the
parent cannot register him on another school’s system.

2- The student will not be admitted to the academy for the following academic year
until the fees are paid in full and the guardian makes a settlement with the
academy’s collection department.

3- Canceling the discount due to the student on his tuition fees.

SecondIVyIf the student joins the academy in the middle of the academic year, fees are :_
calculated from the date of enrollment.
ThirdlyIn the event of a student’s continuous absence, the guardian does not grant any :_

discounts on tuition fees, but rather the absence list, including its penalties, is applied to
the student.
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FourthlyThe school has the right to refuse to re-register the student for the next :_
academic year in the event of delay in paying the tuition fees due for the entire academic
year.

Fifth : The school has the right not to grant the student an academic certificate if the
guardian does not pay the tuition fees owed by him.

Fees due for (reserving a seat - registration - admission test - books - school -
uniform):

These payments are paid in full only once for the academic year when the student
registers, whether the student joins the school at the beginning or in the middle of the
academic year, and they are non-refundable.

-Discounts :

The tuition fee discount policy applies only to students who complete the full academic
year at the academy

-pavment method :

Invoices are issued before the due date and payments must be made before the due -1
date mentioned on the invoice. Payments can be made in cash, bank check, or debit/credit
card

If the parent faces difficulty in paying tuition fees or the possibility of delaying the -2
installment beyond the specified date for any reason, please contact the school’s accounts
department immediately

Date: ........ \ V. N,

This paper has two copies, one for the parent & one to the administration

Approved by principal of the school Stamp
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1- Qatar Vision 2030.

2- School self-study 2022-2023 .

3- School reality analysis( SWOT).

4- The school's vision, mission, values, goals and learning outcomes.

5- Job description for school employees in Qatar.

6- Follow-up reports of officials of the Ministry of Education and Higher
Education.

7- National Professional Standards for Teachers and School Leaders.

8- Quality and accreditation standards for private schools in the State of
Qatar.

9- Behavioral assessment policy approved by the Ministry of Education and
Higher Education.

10- Developments in the educational field in the State of Qatar.

> Introduction <
% E—/
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Al-Shumukh International Academy has paid great attention to behavioral
evaluation and closely following up with students to develop their religious sense,
out of our belief that they are future fathers and mothers and shepherds of nations
and peoples, and our commitment to achieving Qatar Vision 2030 by contributing
to the upbringing of a generation that is proud of its values and national identity,
so that it will be an arm of progress and prosperity for the Pride Land. The State

of Qatar has always called on Her Highness Sheikha Moza, may God protect

her, for the necessity of paying attention to young people and providing them
with the necessary care. We had to work hand in hand to reach the desired goal
by developing a set of regulations and procedures that support positive behavior

among students and help reduce behaviors. Negativity.

e Policy objectives:

1- Introducing specialized terms and concepts such as:
Behavior - Positive Behavior - Negative Behavior - Reinforcing Behavior.

2- Mention the basic principles of behavioral evaluation.
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3- Statement of degrees of behavioral violations.

e Scope of application of the policy:

It applies to all students at the academy.

First: Terms and concepts:

Behavior - positive behavior - negative behavior - behavioral
reinforcement.

The behavior is : all what Issued from Students from Sayings And actions

Kinetics or Verbal Frank or Other than that during His interaction with my
employees the school And elements the environment school in Attitudes
different.

Behavior :Positive e and Behavior Desirable In it in the environment school

And it agrees with Positive criteria that Leave acceptable effect the society.

Behavior Negative is : behavior not Desirable In it Which He disagrees

Standards Accepted in the society And organize And regulations Ministry of
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Education And education High Maamoul With it in Schools And derived from
principles Sharia Islamic.

- Enhance methods_: is Behavior And procedures Educational And educational

that You take it the school With a purpose development Positive behavior And

honor Business And initiatives Positivity Outgoing About her.

Second: The basic principles of behavioral evaluation policy

1- It is the school's duty to guide students toward good behavior and virtuous
ethics.
2- The school aims to provide a framework of discipline, positive excellence and

care through effective intervention The need.

3- The school has clear expectations for students Employees are characterized by

commitment, tolerance, and respect for the opinions and values of others.

4- The school recognizes that rewards and reinforcement are more important than
disciplinary measures.

5- Students are expected to adhere to the spirit of discipline in order to benefit

both the students themselves and the wider community.
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6- Students will be encouraged to do positive actions such as: artistic works,
showing community spirit ...etc.

/- Contributes Teachers actively develop students' independence and self-
discipline, and take every appropriate opportunity to praise and celebrate

students' achievements.

8- Employees have a clear responsibility to encourage students and achieve the

required standards in a positive manner.
9- The contents of the Behavioral Violations” document are binding on “
students and parents and must be signed by them.
10- The purpose of the list of “behavioral violations™ is to direct students towards

correct behavior and away from any behavior that does not befit them.

e Third: Procedures followed in the event of behavioral violations:

- The basis for behavioral violations is to refer to the behavioral regulations of
the Ministry of Education and Higher Education and apply them , but due to
the difficulty of applying the degree of punishment in many cases, the school
has developed some means and methods (penalties - punishments) whose

application leads to achieving the highest standards of behavioral discipline
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among students in a way that achieves and meets The standards and

mechanisms of the Ministry of Education and Higher Education for behavioral

evaluation are as follows:

First: Periodic(regular)transfer :

1- From teacher to administrative supervisor.

2- From administrative supervisor to social worker.

3- From the social worker to the student affairs coordinator, then (case study)

if necessary. The case study results in the following:

Solve the problem or refer it to the behavioral evaluation committee to take the

necessary decision.

In the event of direct communication by the guardian with the social worker,
the employee documents this in the emergency case record/forms, in addition
to documenting this in the communication record with their guardians and
taking the necessary action, with the need to inform all concerned parties and

involve them in the follow-up and work and record this in the procedures.

followed.
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Second: Emergency transfer(depending on the degree of violation or type

of incident/case):

- If an emergency occurs and the administrative supervisor in charge of the
ward needs to transfer the students to a specialized authority based on the
situation presented to him, such as transferring, for example, to the school
clinic if a student becomes ill....etc. In this case, the administrative supervisor

follows the following steps:

1- Fill out the transfer form for the concerned entity to which the person is being
transferred, including (mentioning the details explaining the reason for the
(transfer to this entity specifically.

2- The supervisor records the emergency situation in the transfer log available to

him.
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e Fourth: Penalties followed by the administrative staff in the

event of behavioral violations:

Number of times
a behavioral

violation occurred

Procedures followed

Implementation

responsible

comments

First time

1- Contact your
guardian.

2- Inquiry book 1

Social worker

Second time

1- Contact your

guardian.

2- Inquiry book 2

Social worker

Third time

1- Contact your

guardian.

2- Inquiry book 3

Social worker

Fourth time

1- Contact your

guardian.

2- Inquiry book 4

Social worker

Fifth time

1- Contact your

guardian.

2-Written warningl

Social worker

Sixth time

1- Contact your

guardian.

Social worker
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2- Written
Warning 2

Seventh time

1- Contact your
guardian.

2- Written
Warning 3

Social worker

Eighth time

1- Calling parents
to the school.

2- A guardian’s
pledge 1.

1- Student
Pledge 1.

Social worker

Student Affairs

Coordinator

Number of times
a behavioral
violation occurred

Procedures followed

Implementation

responsible

comments

Ninth time

1- Calling the
guardian 2

2-A guardian’s
pledge 2

1- Student Pledge 2.

Social worker

Student Affairs
Coordinator

Tenth time

1-Warning of
dismissal and denial of
examinations.

2-Referral to the social
worker to study the
case.

3-An emergency
meeting of the
Behavioral Evaluation
Committee to take a

1-Administrative
Deputy.

2-Referral by the
Female Student Affairs
Coordinator and the

Administrative Deputy.

Case study-(social
worker).
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decision regarding the
student.

3-Request an
emergency meeting
(social worker).

-Coordinating the
meeting of the
Behavioral Evaluation
Committee
(Administrative Deputy)

Fifth: A statement of the degrees of behavioral violations according to the behavioral
regulations of the Ministry of Education and Higher Education:

first class

Second degree

Third degree

Fourth degree

Being late for the
scheduled start of
class.

Escaping
classes.

Escaping from
school during the
school day

Possession, use
or promotion of
drugs.

Causing chaos in the
classroom or school
(tampering with water, loud
noises, tampering with
devices, side conversations
...with others).

Bring cell phones
and electronic
devices.

Damaging learning
resources and stealing
school property and others.

Smoking, using or
possessing
contraband( al-Suwayka
cigarettes —).

Eating food or drinks during
class without asking
permission.

Tribal or sectarian
fanaticism.

Misbehaving with
(teachers, administrators,
workers, and visitors)by

saying or making immoral
gestures.

Misbehaving
with(teachers,
administrators,

workers, and visitors)
by hitting them and the
like.

Continuous, non-purposeful
interruption of the teacher’s
explanation.

Minor quarrels or
fistfights without
causing harm.

Bringing dangerous
materials or toys and
using them inside the

school (fireworks, colored
.gas sprays, etc).

Gathering with the aim
of harming others
(bullying).
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Quarrel with others
by uttering
inappropriate
words.

Possession or use of
Fist fights with damage. weapons or any sharp
objects (knives, etc..).

Sleeping in class.

Damaging the
classroom or
school environment

Morning tardiness - and being (tearing up
late for the morning queue. paintings,
uprooting plants,
writing on the
walls, etc).

The student rejected the
administrative procedures
issued against him.

Bringing or publishing
immoral materials.

Failure to participate
in the morning
assembly (the student
arrives at the specified
time but does not
participate in the
(morning assembly.

Leaving or
entering the
classroom Bad use of

without mobile phone.
asking
.permission

Photographing inside
the school and
publishing pictures
inside or outside the
school.

Not doing
schoolwork.

Imitation of the
opposite sex(the
opposite sex).

Do not bring
books, school
supplies, and

sports clothing.

Failure to
adhere to
school
uniform.

Sexual
harassment
(verbally)
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Lack of
interest in
general
appearance.

Sexual
harassment
(actually)

Forgery of
Failure to adhere official

to bus rules and
regulations.

documents.

Parading in cars or
driving recklessly in
front of school
entrances.

Signature of the
.guardian

Poor use of the
Internet and
electronic devices.

bears the corrective measures resulting from committing these violations, depending on their severity
and the number of times they are committed. In some violations, the procedures may lead to expulsion
from school and referring the student’s file to the Ministry’s Student Guidance Office to take the
necessary action.

Important : The social worker must design a monthly inventory of the behavioral

violations of students at the academy and present it at the behavioral evaluation committee
:meeting with the aim of

Discussing and developing periodic programs in coordination between committee members
to enhance positive behavior among students and reduce negative behavior, and measure the
impact of these programs on students periodically to measure the extent of high/low levels
of positive/negative behavior among them.
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> Worksheets <

Number of Implementation
Model name Comment
pages responsible

Transfer from teacher to
Parameter
social worker

Transfer from social
worker to female student Social worker

affairs coordinator

Administrative
Emergency transfer
supervisor

Inquiry book Social worker

Warning book Social worker

Student pledge Social worker

Student Affairs
Guardian pledge
Coordinator

Student Affairs

Call a guardian
Coordinator
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Policy pillars

1- Qatar Vision 2030.

2- School self- study 2019-2020 .

3- vision, mission, values, goals and learning outcomes.

4- Job description for school employees in Qatar.

5- Follow-up reports of officials of the Ministry of Education and Higher
Education.

6- National Professional Standards for Teachers and School Leaders.

/- Quality and accreditation standards for private schools in the State of
Qatar.

8- Developments in the educational field in the State of Qatar.

Introduction

Delegation of powers is one of the arts of educational leadership, and the multiplicity of leaders
within the institution contributes to its multiplicity of successes, and this usually only occurs
through the real practice of delegation. Also, developing the skills of participants in effective
delegation will provide additional space for superiors’ time, contribute to preparing the second
row of leaders, and motivate employees. To work and achieve, the team’s commitment to the
organization’s goals is strengthened when they are involved in the work and allowed to contribute
to the successes that are achieved, and the effective participation of individuals in the projects
and activities to which they are assigned (including contributing to solving problems) develops
the sense of belonging that the team has. M pushes him to do his best to improve the level of the
.educational institution.
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e Policy objectives:

1- Explain the concept of delegation.
2- Benefits of delegation.

3- Foundations of effective delegation.

4- Basis for choosing the person entrusted with delegation — assignment.
5- Quantifying the effects of delegation and measuring its results.
6- Mechanisms for documenting authorization and assignment processes.

Application field:

School senior leadership.
Middle leadership.

Terms and concepts:
Delegation - Assignment - Delegation of powers.

Authorization:

The duties and powers of the commissioner are among the duties of the official within -1
the department.

The commissioner is left with the freedom to be creative in implementing the task, the
method of completing the task, and making decisions with follow-up.

Assignment:

1-External tasks that are not within the authority of the administrator same.

2-It requires explaining the mechanism of carrying out the task in a specific way and it is
up to the responsible person to make the decision.

Delegation of powers:

It is an administrative activity that means assigning part of the authority to another person,
and giving some employees certain powers by the president directly to do it.
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o Benefits of delegation — assignment:

1-Developing the employee’s administrative skills, personal competencies, and
educational experiences.

2-Increasing employee affiliation and loyalty to the school..

3-Preparing the second row of leaders.

4-Speeding completion and reducing the time required for decision making .
5- Achieving job satisfaction for employees .

6-Providing the opportunity for presidents to engage in more important work, such as
planning, development, and intellectual and cultural leadership of the institution.

Fundamentals of delegation - effective assignment:

1-Determine the appropriate person to delegate - to assign .

2-Delegation - assigning integrated tasks and granting confidence to the delegate /
designate.

3-Determine the expected results from the delegation-assignment process .
4-Determine enough time to carry out the task and complete the work.
5-A report on the administrative and technical benefits of delegatio n.

7- Measuring the impact of delegation (conducting questionnaires to measure the impact
of school delegation and assignment processes).

e Basis for choosing the person entrusted with delegation:
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Before issuing the delegation decision, the leader must make every effort to ensure that the

best possible members are selected to be assigned the tasks, because incorrect selection in
this case may cause the work to fail.

Therefore, the following must be taken into account regarding the members who are
appointed:

Knowledge: It must be ensured that the person assigned to the work has the knowledge

and expertise necessary to complete the work.

Motivation: The assigned person may have sufficient knowledge and expertise, but he may
lack motivation and belief in the leader’s goals, or he may be unwilling to work. In this case,
it is likely that he will not make the effort necessary to complete the work.

Ability: If the member is assigned other responsibilities and tasks, he may not have enough
time to perform the task, or he may be unable to concentrate on this task to the extent

necessary.

Issuing an authorization decision - assigning powers and circulating the

decision:
Before the delegate-designate exercises his powers, the authorization-assignment decision
must be issued and drafted in a good, clear wording that includes:
1- Authorization decision number — assignment.
2- Date of authorization — assignment.
Delegated task - assigned to it.
Reason for delegation — assignment.
Delegation tasks — assignment.
Implementation(done - not done).

7- Validity of authorization - assignment approved.
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e Monitor and direct workflow:

1- The school administration must follow up the delegate of authority indirectly to ensure the
exercise of the authority and its impact on him by reviewing the decisions issued by the
commissioner or the letters, bulletins, and reports on the completion of the tasks he was
delegated to ensure the proper progress of work.

2- Not being constantly near the commissioner and interfering in his work except in cases of

necessity, while providing assistance when needed.

e Quantify the effects of delegation and measure its results:

- The benefits and effects of delegation are monitored for development and improvement
through:

1- A report on the administrative and technical work delegated or assigned by the commissioner.

2- Measuring impact through impact measurement forms and questionnaires.

3- Observation.

e Documentation of delegation and assignment processes:

- The work procedures in the delegation of powers file are organized as follows:
1- Authorization forms — assignment.
2- Delegation reports — assignment.

3- Measuring the impact of delegation — assignment.

4- List the powers that are delegated or assigned during the academic year.

Approved by school principal
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> Policy pillars <

1- Qatar Vision 2030.

2- School self-study 2 022-2023 .

3- School reality analysis( SWOT).

4- The school's vision, mission, values, goals and learning outcomes.

5- Job description for school employees in Qatar.

6- Follow-up reports of officials of the Ministry of Education and Higher
Education.

7- National Professional Standards for Teachers and School Leaders.

8- Quality and accreditation standards for private schools in the State of
Qatar.

9- Behavioral assessment policy approved by the Ministry of Education and
Higher Education.

10- Developments in the educational field in the State of Qatar.
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> Introduction <
H E—/

Evaluation 1s considered an effective tool for increasing motivation among

employees, especially if it is objective, fair, and coupled with moral and material
motivation and reinforcement. It is also considered a form of effective and
supportive professional development for employees, especially through providing
feedback to them during the evaluation process, exchanging experiences, and
constructive and motivating criticism, which in turn is reflected in the system’s
performance. Educational as a whole, and therefore Al Shoumoukh International
Academy took it upon itself to spread the culture of evaluation among its employees

in a positive manner.

Policy objectives:

1- .Explain the importance of the evaluation process in improving performance

2- .Establishing specific, clear and announced mechanisms for evaluation
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3- Updating business models.

e Obijective of the evaluation process:

School employees are the cornerstone and the pillar on which the entire system
rests. Therefore, ensuring the development of their performance was a priority
for the school administration. To reflect the impact of this on the educational

ProcCcess.

e Scope of application of the policy:

It applies to all employees academic and administrative at the school.

e Mechanisms and means of evaluating employees:

- Evaluation mechanisms and means vary, some of which are shared by the
academic and administrative teams, and some of which are limited to the

academic team only. Here is their explanation:

1- Annual evaluation by the school principal of the employees at the end of
the academic year.

2- Periodic evaluation of the deputy and department heads and the feedback
provided by them.
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3- Monthly self-evaluation, carried out by the school’s academic and

administrative bodies.
4- Daily self-evaluation (preparation plan) for teachers

5- .Feedback on classroom visit forms

6- Feedback on the reports of field visits to the administrative staff by the

administrative deputy.
7- A form of the employee’s annual evaluation by which she evaluates herself

quarterly and is delivered to the direct manager to provide feedback.

Approved by principal of the school
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Employment
policy

Academic year 2024-2025
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> Policy pillars <

1- Qatar Vision 2030.

2- School self-study 2 022-2023 .

3- School reality analysis (SWOT).

4- The school's vision, mission, values, goals and learning outcomes.

5- Job description for school employees in Qatar.

6- Follow-up reports of officials of the Ministry of Education and Higher
Education.

7- National Professional Standards for Teachers and School Leaders.

8- Quality and accreditation standards for private schools in the State of
Qatar.

9- Behavioral assessment policy approved by the Ministry of Education and
Higher Education.

10- Developments in the educational field in the State of Qatar.
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> Introduction <
H E—/

Due to the nature of the school's activity as an educational institution that provides

educational and learning services, it must have a robust system that ensures that the
employees who work in it have the professional experience and competence

necessary and sufficient to achieve its goals and mission.

At the end of each academic year, the Employment Committee studies an inventory
of the departments’ needs for new teachers submitted to the administration . If the
school’s need to appoint new teachers is proven, the administration sets The school
has a mechanism and steps for selecting teachers Those whom the school aspires to
in the next stage, who meet its needs , accompany its progress , and help achieve its

vision, mission, goals , and values.
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e Policy objectives:

1- Organizing the recruitment process and distributing tasks according to
committee members.

2- Establishing specific, clear and announced mechanisms for selecting
employees.

3- Updating work models according to the needs of the hiring committee.

4- Establishing mechanisms to achieve justice among employees and develop a

sense of belonging to the organization within them.

e The goal of the recruitment process:

Attracting employees with a high degree of competence and professional
experience; To contribute in turn to developing the performance of the

.educational institution in general, by ensuring self-development in particular

e Concepts and terminology:
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Recruitment - organizational structure - job description.

1- Recruitment is: a set of procedures used by an organization to attract job
candidates who have the competence, excellence, and ability to contribute
to achieving its goals.

2- The organizational structure is: a framework that defines the various
internal departments and divisions of the organization. Through it, the steps
of authority and its flow between functions are determined, as well as
clarifying the various administrative units that work together to achieve the
organization’s goals.

3- The job description is: specifying the tasks, responsibilities and

objectives of the job that the employee wishes to join.

e Scope of application of the policy:

It is applied to candidates for various jobs according to the educational system’s
need for them, and according to their fulfillment of the conditions that must be

met to join the institution, such as (qualification - graduation rate - number of
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years of experience - age - other qualifications and additional certificates -
professional development courses), provided that the employee takes care to

document all certificates with the Qatari Foreign Ministry.

e Formation of the recruitment committee:

The recruitment committee consists of a qualified team to select the necessary
and appropriate human resources for the educational system according to the
required needs.

Members of the hiring committee must consist of senior leadership and middle
leadership of the school alongside; To ensure the recruitment of academically
qualified cadres who are familiar with the standards for each job title.

Members of the hiring committee consist of:

1- School principal.
2- Deputy Director.

3- Subject coordinators(if the job applicant is an academic staff member).

e selection mechanisms:

1- An inventory of the departments' needs for new employees at the end of the
academic year, specifically at the beginning of May (the inventory is prepared

(by department heads - coordinators.
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2- An inventory of functional needs by the school management team.

3- Analyze (department inventory - administration inventory) and make a list of
the required and necessary needs for the new academic year.

4- Announcement of vacancies through appropriate means(official newspapers if
possible - social networking sites).

5- Sorting submitted applications, evaluating CVs, and making a list of candidates
for the required jobs.

6- Communicate with job candidates via phone and email.

/- Determine a date to conduct personal interviews for candidates, answer the
short theoretical test prepared by the hiring committee if the candidate is a

teacher, and if he passes the personal interview, the following is done:

The employee nominated for the new job is provided with a list of the
documents required to join the job.
Schedule an appointment to present a model lesson if the nomination 1s for a

teacher position.

8- The committee's final opinion is recorded on the interview form, whether
accepted or rejected.

9- Upon acceptance, the employee will be appointed on a temporary contract for

a period of three months(probationary).
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e Test period;

- In the case of new appointments, the employee spends a probationary period
of three months, renewable again, if the employee’s performance is observed
to be inconsistent, or his poor response to feedback and the school’s
professional development processes is noted.

The probation period begins from the date of starting work, and is observed
periodically according to the mechanisms for monitoring the performance of
school employees. To assess whether he is fit to work or not, and if it is proven
that he 1s not fit, his services will be terminated out of concern for the interests
of the students.

The employee is not entitled to an end-of-service gratuity for the probationary

period once her services terminate the probationary period.

Installation by job:

The employee is considered confirmed in the job if the probationary period

passes successfully, and that period is counted within his period of service.

e Staff selection criteria:

The hiring committee established several criteria for employee selection; To
achieve quality when selecting school staff with the aim of improving school

performance in general. These standards include:

Jdogdll yulsall Jb b ol USlgeg duwdis lailg dgguel] Jhzig Reizxall 83U e T)ols Lialsg Lale ojloio Juz dlac) Ll g)




\J
Al Shoumoukh International Academy UJAS\ tM\ A\
Academic Year 2024 —2025 2025-2024 e alad)

1- The age of the candidate for the vacant position must not be less than eighteen

years.
2- .Availability of qualifications and conditions required to fill the position
3- Successfully pass the personal interviews and theoretical and practical tests

determined by the school.

4- The employee must undergo a medical examination that proves his suitability

for the job he is nominated for and bring proof of this from the competent
medical authorities.

5- He must not have previously been dismissed from service by a final
disciplinary ruling or decision.

6- To submit academic qualifications and experience documents certified and
approved by the competent authorities in the country.

/- If the vacancy is a teacher position, the following criteria shall be added

to the above:

- To be familiar with the general framework and objectives of education in the
State of Qatar.
- To be familiar with the national standards for teachers and school leaders in

the State of Qatar.

- To have good knowledge and a clear understanding of the concepts and skills

of the specialty subject.
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The ability to properly plan the lesson and formulate behavioral objectives

correctly (Bloom’s taxonomy of learning objectives).

Ability to manage classrooms and create a safe and stimulating learning
.environment for students

Use modern techniques and learning technology efficiently.

Skill in using modern teaching methods that support the teaching and learning
processes.

It has the ability to deal with learning styles and multiple intelligences and take
into account individual differences among students..

Being able to formulate supportive and motivating class questions, as well as
the ability to ask class questions that develop students’ higher-order thinking
skills

Mechanisms for achieving justice among employees:

Justice at work works to spread positive energy and develop the spirit of
enthusiasm, cooperation, and belonging to the organization within the hearts of
employees, which results in increased motivation to work and thus a higher
rate of production, improvement, and quality. This is what our system aspires
to. Working in the spirit of one team, or even one family, is what distinguishes
Al-Shumukh Academy the most. international; Therefore, the school

administration has set standards to achieve justice among employees, which

are.
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1- Supporting and motivating distinguished employees, either through material

reinforcement (valuable in-kind gifts) or moral (certificates of appreciation
praise, praise, and flattery) according to the employee motivation policy -.

2- Punishment for violations according to the sanctions policy.

Here we must point out that absolute equality is considered one of the greatest
factors of human destruction. Each person must be given his right in proportion
to his qualifications, contributions, cooperation, and affiliation with the

educational institution.

Approved by school principal
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1-Qatar Nationalb> Policy <
—

2- School Self-Study 2022-2023.

3- School Reality Analysis (SWOT).

4-Vision, Mission, Values, Goals and Learning Outcomes at the School.
5- Job Description for School Staff in the State of Qatar.

6- Follow-up Reports of Officials of the Ministry of Education and Higher
Education.

7- National Professional Standards for Teachers and School Leaders.

8- Standards of quality and accreditation of private schools in the State of
Qatar.

9- Behavioral Assessment Policy Approved by the Ministry of Education
and Higher Education.

10- Developments in the Educational and Pedagogical Field in the State of
Qatar.
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> Introduction <
% k—/

The school paid great attention to organizing the mechanisms of job discipline among employees;

due to its important and influential role in supporting the educational system and creating a safe,

.supportive and stimulating environment for students
:Policy objectives ¢

1-Setting specific, clear and announced standards for employees as follows (permission - delay -

.absence - vacations)

2-Determining the reasons for (permission - delay - absence - vacations) and the procedures -2

followed
3-Updating work models according to the policy

+The goal of setting mechanisms to control the processes of (permission - delay - absence -

:vacations)

1-Focusing on controlling job performance, and commitment to tasks and responsibilities for

.employees

2-Implementing the regulations of the Ministry of Education and Higher Education regarding

job discipline, in a manner consistent with the policies and directions of the school

.administration

3-Supporting and motivating those committed to their job duties and school regulations
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e Concepts and terms:

Permission - Delay - Absence - Vacations

1-Permission: the employee's departure during official working hours.
2-Delay: being late for the specified start time of school.

3-Absence: the employee's absence (with prior notice with an acceptable excuse, or without an excuse)
on regular school days, and the days preceding and following official holidays.

4-Vacations: the vacation period that the employee is entitled to according to specific reasons, -4
either general according to the labor law of the state, or special (justified) according to the school's
policy regulations, and he may be entitled to his salary for it (in full or in part) and may not be entitled
to it in accordance with the school's laws and regulations in line with the labor law in the State of

Qatar.
eScope of application of the policy:

Applies to all employees and workers at the school.

e Formation of a committee to follow up on attendance, departure, leave, delay and absence:

A committee was formed to follow up on the attendance, departure, leave, delay and absence of -

.employees

The committee consists of members of the senior leadership team, in addition to the middle leadership

team consisting of department heads for the basic subjects (Islamic Education - Arabic Language -

.English Language - Social Sciences - General Sciences - Mathematics) and the receptionist
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-The members of the Attendance, Departure, Leave, Lateness and Absence Follow-up

Committee consist of:

1 -The school principal.

2 -The deputy principal

3 -The coordinators of the basic subjects (if the employee is from the academic staff).
4 -The receptionist.

eFirst: The attendance and departure times for employees.

-All employees and workers at the school must adhere to the official and scheduled times for
attendance and school departure, according to the circular issued by the school administration on (24-8-
2024) which stipulates the official times for attendance at 7:00 am and departure at 2:30 pm, and not to
be late or take leave except in cases of extreme necessity, and the regulations for delay and leave are

applied to it according to the school policy.
«Second: Leave.
-Types of leave:

1 -Leave with an excuse (justified).

2 -Leave without an excuse (unjustified).

*The first type: Leave with an excuse - Justification and its types - Procedures followed:

1- Leave with a medical excuse: This type of leave is approved if the employee attaches with his

request proof of his medical appointment and he must follow the following procedures:
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) Send an email (twenty-four hours) before the day on which the leave is required to be taken, to the
person in charge, containing a leave request (according to the leave request form) and the medical

appointment attached.

) If the email isn’t sent (twenty-four hours) before the date to make the necessary arrangements, the
leave will be fully charged to the employee according to the regulations and the employee will bear the

consequences of that.

2- Leave to conduct necessary government transactions, whether (special to the school -

personal):

-Send an email (twenty-four hours) before the day on which the leave is required to be taken, to the

person in charge, containing a leave request (according to the leave request form).

-1f the message is not sent (twenty-four hours) before the date to make the necessary arrangements, the
leave will be fully charged to the employee according to the regulations and the employee will bear the

consequences of that.

3- Request for permission to attend (professional development and training) for the Ministry of

Education and Higher Education:

-Send an email (twenty-four hours) before the required day of permission to the responsible person,

containing a request for permission (according to the permission request form) and attaching the

workshop email sent by the Ministry of Education and Higher Education for reminder and

confirmation.

-If the message is not sent (twenty-four hours) before the appointment to make the necessary
arrangements, the full permission will be calculated for the employee according to the regulations and

the employee will bear the consequences of that.
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4-Request for permission to attend external observation lessons or exchange experiences with

external schools or organizations:

-Send an email (twenty-four hours) before the required day of permission to the responsible person,
containing a request for permission (according to the permission request form) and attaching the
schedule of observation lessons for the visited school, or an email approving the request to visit an

external school, organization or institution for reminder and confirmation.

-1f the message is not sent (twenty-four hours) before the appointment to make the necessary
arrangements, the full permission will be calculated for the employee according to the regulations and

the employee will bear the consequences of that.
5- Sudden leave (emergency cases):

-During school hours, employees may encounter urgent circumstances that require them to leave
during school hours and return again, or leave until the end of official school hours. In this case,
matters are assessed according to their circumstances, and the matter is referred to the school

administration.

-Note: If the administration looks at the leave and sees that it is not urgent or non-emergency, the

employee will be subject to the leave without excuse regulations and will bear the consequences.
-There must be evidence of the validity of the leave and its necessity for the school administration.
-Very important:

-The maximum paid leave is once a month for a period not exceeding two hours. However, if a

justified leave request is repeated, it becomes unpaid and will be charged to the employee.
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e The second type: Requesting leave without an excuse - unjustified {its types - procedures

followed}:

-If the employee sends a request for leave via the official email to the responsible person without

providing clear and necessary reasons, the school administration has the right to reject the request.

e Procedures followed in the event of a response accepting the leave:

-The response will be via an official email containing approval of the leave request on the same day of

the request for leave.

-All concerned parties will be notified of the employee's leave via his official emails on the same day
of the request for leave; to take the necessary measures to ensure the educational system runs without

disruption.

-Upon the employee's arrival at the school, he signs a request form for leave from the responsible

employee.

-Sign in (the class change register), and in the absence of the employee, the coordinator completes the

procedures with the substitute employee and the administrative deputy, and signs in the register before

the start of classes until the employee arrives and signs himself.

e Penalties resulting from requesting leave without following the previous procedures:
-If the employee violates the leave request regulations, he exposes himself to the following:
1- Rejection of the request for leave submitted by him.

2-A warning letter (not to violate the regulations and the necessity of obtaining prior permission).

Jdogdll yulsall Jb b ol USlgeg duwdis lailg dgguel] Jhzig Reizxall 83U e T)ols Lialsg Lale ojloio Juz dlac) Ll g)




\)
Al Shoumoukh International Academy 3\_\_{343\ tM\ daandls)
Academic Year 2024 —2025 2025-2024 e alad)

=5

3- If the instructions are not followed for the second time, his request will be rejected, with a warning

to respect the school regulations.

4-If it is repeated for the third time, his request will be rejected, with a warning to follow the

regulations and policies and a deduction of 100 Qatari riyals.

1- The number of hours of leave allowed with pay shall not exceed two hours, otherwise the overtime

shall be calculated without pay.

2-When leaving school and upon returning again, the employee shall use the fingerprint device and

sign in the leave log with the receptionist.

3- The school administration has the right to reject the leave request without giving reasons.

4- If the number of leave hours exceeds 4 hours, an absence day shall be counted.

e Third: Delay:

-All school employees must adhere to the official and scheduled start times for work, and if the
employee is late for the specified and fixed start time at (7 am) without prior permission, the following

procedures shall be taken:
-1The employee shall sign in the delay log with the receptionist.

-2The employee shall sign a letter of inquiry about the reasons for the delay (first delay) without
deduction.

-31f the delay is repeated for the second and subsequent times, a letter of deduction shall be signed.
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-Note: If the delay is with prior permission, the leave regulations shall apply to the employee.

e Fourth: Absence:
-Absence from the wage side is divided into two sections:
-1Absence with deduction 2- Absence without deduction.

-On this basis, the types of absence will be divided in general according to the school’s

regulations and policies as follows:

1- Accidental absence, called (accidental leave): In this case, the employee is entitled to one
occasional day for each academic semester, during which he can be absent from school without giving

reasons for that, with his salary being calculated, and the employee signs the absence form (accidental).

2- Sickness absence, called (sick leave): The employee is entitled to a leave with a salary if he proves

his illness with a sick certificate approved by Hamad General Hospital.

-Note: If the sick certificate is from a private medical center, the matter is up to the assessment of the

case and the opinion of the school administration.
-If proof of the illness is not brought, the absence is calculated without a salary.

-If the number of days of absence due to a sick excuse exceeds five days during the academic year, the

absence is calculated for the employee (without a salary).

3- Absence due to death, called (emotional leave):

-The employee is entitled to a leave of only three days, if the deceased is a first-degree relative, and

these are defined only as (father - mother - brother - sister - husband or one of the children).
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4-Absence due to marriage, called (marriage leave):

-The employee who is getting married during the academic year is entitled to leave without pay,

provided that it does not exceed two weeks.

e Absence is also divided according to the reasons into two sections:
-1Excused absence 2- Unexcused absence
First: Excused absence, which we talked about previously.

Second: Unexcused absence, in this case if the employee has exhausted the casual days due to him
according to the regulations, which is (one day for each semester), his absence is counted as unpaid and

he bears the consequences of that.

e Procedures to be followed in case of absence:

1- Send an official email to the responsible person at least an hour before the start of work to take the

necessary measures to ensure the smooth running of the educational process.

2-Upon arrival at school, sign the absence form.

3- Sign a letter of inquiry about the reason for absence.
-The employee has two letters of inquiry during the period of absence.

-If the days of the absence due to him have ended and the absence continues without an excuse or

urgent reasons that deserve it, the following procedures shall be followed:

1: warning letter (the fourth - fifth - sixth day) + deducting a full day's wage for each day of absence.
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2: letter of attention (the seventh - eighth day) + deducting a full day's wage for each day of absence.

3: warning of dismissal (the ninth day) + deducting two days for this day.
4:Terminating the employee's services (the tenth day) + deducting three days for that day.

-Note: The school administration has the right to waive some procedures as it deems in line with the
public interest of the school, and it also has the right to apply the maximum penalties without arranging

between them according to what is appropriate to the case being dealt with.
-All employees are prohibited from taking leave, being late, or being absent in the following cases:

-1The start of the school year (the first day of work after an official holiday) and the last day of work

in the school year (because it will be followed by an official holiday).

-2In achievement tests.

-3Parent meetings and live lessons.

-4Trips, activities, events, and camps if one of the supervisors is involved.

-5Professional development workshops, whether internal to the school or external to the Ministry of

Education and Higher Education, and attending model lessons outside the school.

-6All administrative or academic assignments.

-For your information, if the employee is absent in any of the above cases, the day of absence is

counted as two days

e Holidays:
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The employee is entitled to many holidays during the academic year, some of which are decided by the
state and some of which are granted by the school administration, according to the school's regulations

and policies. Accordingly, holidays are divided into two sections:
1- Official holidays  2- Unofficial holidays.

1- Official holidays: those granted by the state to employees according to the sector in which they

work. Accordingly, the education sector has two official holidays during the year, which are:

- The first: the mid-year holiday, which comes after the end of the achievement tests for the middle of

the first academic year.

- The second: the end-of-the-school-year holiday, which comes after the end of the achievement tests

for the end of the academic year.

- As well as all other official holidays granted by the state to all employees, whether fixed and
announced such as (Eid al-Fitr - Eid al-Adha - National Day - Sports Day) or emergency and
announced by the state in a circular or official statement.

- Important note:
- The number of days granted for the various holidays granted to employees by the state such as:

(Eid al-Fitr - Sports Day - National Day ... etc.) Is determined by the school administration.

2- Unofficial holidays: which are granted by the school to its employees according to the school's

approved policy, and are calculated with the employees' salary and are divided into:

- Accidental leave
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- Sick leave.

- Marriage leave.

- Maternity leave.

- Death leave.

- The detailed explanation of it was previously provided in the absence regulations in the policy.
- In addition to the above:

- Incentive leave: The employee is entitled to it due to her excellence during the school year, and the

school administration grants it to her according to what is stated in the employee incentive policy.

- Very important: The school calculates a leave estimated at a full week's salary for the employee who

completes two years on the job and is added to the salary of the last month.

- Hajj leave: The employee who has never performed the greater Hajj is entitled to it, and this is
considered his first Hajj, and this is as an aid from the school to the employees to perform religious
rituals, and the matter is up to the administration's report without prejudice to the educational process

and the interest of the students.

The school principal approves signature
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> Policy pillars <

1- Qatar Vision 2030.

2- School self-study 2 022-2023 .

3- School reality analysis( SWOT ).

4- The school's vision, mission, values, goals and learning outcome.

5- Job description for school employees in Qatar.

6- Follow-up reports of officials of the Ministry of Education and Higher
Education.

7- National Professional Standards for Teachers and School Leaders.

8- Quality and accreditation standards for private schools in the State of
Qatar.

9- Behavioral assessment policy approved by the Ministry of Education and
Higher Education.

10- Developments in the educational field in the State of Qatar.
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Evaluation 1s considered an effective tool for increasing motivation among

employees, especially if it is objective, fair, and coupled with moral and material

motivation and reinforcement. It is also considered a form of effective and

supportive professional development for employees, especially through providing

feedback to them during the evaluation process, exchanging experiences, and

constructive and motivating criticism, which in turn is reflected in the system’s

performance.Educational as a whole, and therefore Al Shoumoukh International

Academy took it upon itself to spread the culture of evaluation among its employees

in a positive manner.

Policy objectives:

1- Explain the importance of the evaluation process in improving performance.

2- Establishing specific, clear and announced mechanisms for evaluation.

3- Updating business models.
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e Objective of the evaluation process:

School employees are the cornerstone and the pillar on which the entire system
rests. Therefore, ensuring the development of their performance was a priority
for the school administration. To reflect the impact of this on the educational

Process.

e Scope of application of the policy:

It applies to all employees (academic and administrative) at the school.

e Mechanisms and means of evaluating employees:

- Evaluation mechanisms and means vary, some of which are shared by the
academic and administrative teams, and some of which are limited to the

academic team only. Here is their explanation:

1- Annual evaluation by the school principal of the employees at the end of
the academic year.

2- Periodic evaluation of the deputy and department heads and the feedback
provided by them.

3- Monthly self-evaluation, carried out by the school’s academic and

administrative bodies.
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4- Daily self-evaluation (preparation plan) for teachers.

5- Feedback on classroom visit forms.

6- Feedback on the reports of field visits to the administrative staff by the

administrative deputy.
7- A form of the employee’s annual evaluation by which she evaluates herself

quarterly and is delivered to the direct manager to provide feedback.

Approved by school principal
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> Policy pillars <

1- Qatar Vision 2030.

2- School self-study 2 022-2023 .

3- School reality analysis( SWOT).

4- The school's vision, mission, values, goals and learning outcomes.

5- Job description for school employees in Qatar.

6- Follow-up reports of officials of the Ministry of Education and Higher
Education.

7- National Professional Standards for Teachers and School Leaders.

8- Quality and accreditation standards for private schools in the State of
Qatar.

9- Behavioral assessment policy approved by the Ministry of Education and
Higher Education.

10- Developments in the educational field in the State of Qatar.
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> Introduction <
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Effective communication between individuals, organizations, communities and

peoples is considered one of the most important tools for exchanging experiences,
developing ideas and proposals, and converging viewpoints. It even calls for correct
implementation based on the necessary requirements of the beneficiaries.
Accordingly, we at Al-Shumukh International Academy have paid great attention to
communicating with parents, as they are our first and primary partner in completing
the project. The educational building that we aspire to reach the highest quality
standards, in addition to our firm belief in the great role of community institutions in

supporting the vision and directions of the State of Qatar 2030, most important of

which is achieving a quality of education that competes for first place in the world.

Hence, we communicated with them to benefit from them in developing the skills of

.all employees - Students - Parents is one of our priorities
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Policy objectives:

1- We explain some related terms and concepts.

2- We enumerate some ways to communicate with others.

3- We explain the importance of communicating with others.

4- Establishing communication mechanisms with both parents - Local

community institutions.

e Scope of application of the policy:

It applies to all members of the school(employees , students , parents).

e Terms and concepts:

‘Communication - effective communication - communication with others”

1- Communication is: a method through which people reach a state of

understanding, through the exchange of information, ideas, and feelings, in

which one person is the sender and the other is the receiver.
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2- Effective communication is: interaction between two different people or

institutions with the aim of communicating new ideas or information or

implementing tasks that help improve those institutions and develop

effective communication skills.

3- Communication with others is: a human activity that leads to

communication between people, the purpose of which is the exchange of
information. It is an activity of a special nature because it is continuous

and uninterrupted. It cannot be repeated, nor can it be erased or reversed.

e Ways to communicate with others:

1- Speaking.

2- Writing.

3- Body language.

4- Submission or presentation.
5- Negotiations.

6- Driving.

7- Listen.
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e :The importance of communicating with others

1- Develops relationships with others (between you and those you contact).

2- It requires your ability to communicate, that is, “to convey what you want to
others correctly,” and this means developing your personal abilities in this
regard.

3- It helps to unite, i.e., agreement and harmony with others.

e School mechanisms for communicating with parents:

The school was keen to develop flexible mechanisms for effective and fruitful

communication with parents, the most important of which are the following:

1- “ Text messages throughSMS the school’s electronic platform, Class -
’Dojo.

2- such as “WhatsApp - Facebook - Various social media platforms
Instagram — Twitter.

3- .Regular parent meetings

4- Emergency meetings for parents “when needed.
5- By inviting them to attend:
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Model classes and viewing lessons.
Living shares.

Honoring outstanding students (academically or behaviourally).
Activities and events held at the school.

Various and diverse workshops and lectures.

Participate in school competitions and events.

Giving workshops or lectures to employees and students.

Honoring and motivating parents to communicate effectively as an “ideal

parent”.

e School mechanisms for communicating with local community
institutions:

In order to encourage partnerships with members and institutions of the local
community, the school administration has developed a number of mechanisms to
facilitate and stimulate the communication process, the most important of which

are.

1- Forming a community partnership committee at the school.
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2- Assigning the committee to make an inventory of relevant community

institutions and their contact numbers.

3- Announcement of the list to those concerned with the school.

4- Communication by the committee coordinator and department coordinators
with local community institutions with the aim of exchanging experiences.

5- Attending relevant events, forums and forums.

6- Establishing professional partnerships with some institutions to give
development workshops or awareness and educational lectures.

/- Taking advantage of all opportunities available by relevant community
institutions to participate in various competitions and exhibitions.

8- Motivating participating employees and students who seek to participate and
communicate with local community institutions financially and morally in

accordance with the school’s approved motivation mechanisms.

Approved by school principal Stamp
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> Policy pillars <

1- Qatar Vision 2030.

2- School self-study 2 022-2023 .

3- School reality analysis( SWOT ).

4- The school's vision, mission, values, goals and learning outcomes.

5- Job description for school employees in Qatar.

6- Follow-up reports of officials of the Ministry of Education and Higher
Education.

7- National Professional Standards for Teachers and School Leaders.

8- Quality and accreditation standards for private schools in the State of
Qatar.

9- Behavioral assessment policy approved by the Ministry of Education and
Higher Education.

10- Developments in the educational field in the State of Qatar.
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> Introduction <
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Believing that our students are the main seed for which this institution was

established, and that charity generates charity, it was necessary to show kindness to
this good plant by honoring and celebrating it if it does well, and supporting it in all

its attempts towards seriousness, diligence, values and morals.

e Policy objectives:

1- Establishing specific, clear and announced standards to motivate students

2- Classification of types of motivation, mentioning the reasons for each type
3- Determine motivational tools and means by type

4- Updating business models in accordance with the incentive policy

e The goal of motivating students:

1- Encouraging the competitive spirit among students.
2- Maintaining excellence among distinguished people and rewarding them

for outstanding performance.
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3- Enriching positive behavioral aspects among students.

4- Supporting their creativity and innovation.

5- Motivating average and low performers to progress and advance.

e Concepts and terminology:

Motivation — incentives.

1- Motivation It is : the efforts made by the school to encourage students to
increase their motivation to develop their performance, by satisfying their
current needs, creating new needs for them, and striving to satisfy those
needs on the condition of continuity in excellence and development.

2- Incentives It is: all the material and moral returns the student receives in

exchange for his excellence in performing his duties.

e Scope of application of the policy:

Applies to all school students

e Formation of the Student Motivation Committee:

- A committee was formed to motivate and enhance students. To ensure that

standards of justice are met among them when selecting.
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- The Motivation Committee consists of members of the senior leadership team

in addition to the social worker and the middle leadership team, which is
composed of department heads for basic subjects (Islamic education - Arabic
language - English language - Social sciences - General sciences -
Mathematics) and department teachers to assist the school administration in
selecting distinguished students. Academically and behaviorally according to
the specified standards.

- The members of the Student Motivation Committee consist of:

1- School principal.

2- Deputy Director

3- Social worker.

4- Core materials coordinators.

5- Subject teachers.

e Standards for motivating students:

1- High rate of academic achievement of students.

2- Behavioral and ethical discipline.

3- Respect all members of the institution (employees - workers - visitors —
students).

4- Discipline inside and outside the classroom, inside and outside school in

various activities and trips.
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5- Adherence to school uniform.

6- Commitment to school attendance and departure times and not being absent
except with an excuse in cases of extreme necessity.

/- Outstanding achievement (obtaining an award or position in one of the internal

or external competitions or events).

e Types of motivation:

- Material stimulation - moral stimulation.

e Motivation tools and methods:

- Means of financial motivation in school vary between the following:

1- A gift in kind.

2- Financial reward.

3- Educational and entertaining trips.

4- Motivational cards.

5- Encouragement coupons (attending a physical education class - entering the

computer lab - using the outdoor games area).
- Our means of moral stimulation vary between:

1- Certificate of thanks.

2- Certificate of appreciation.
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3- Place the name and (picture, if possible) on the students’ reinforcement

board, whether in the classroom or outside it.

e Types of certificates of thanks and appreciation:

1- Certificate of Academic Excellence :
It is granted to the student who obtains distinction in all academic subjects.
2- Certificate of behavioral discipline:

It 1s granted to a student who excels behaviorally inside and outside the
classroom, and in his dealings with all members, based on a form for
monitoring the student’s behavioral performance, which is filled out monthly

by(teachers — coordinators).
3- Certificate of Perseverance and Commitment :

It 1s granted to a student who is not absent (except with an acceptable excuse)
or late for official school hours, as well as not being late in entering class at the
start of the class, based on the reports of the Student Affairs Coordinator.
Ideal student certificate:

It is granted to one student per month for the stage (kindergarten - primary)

based on the ideal student selection form filled out by (teachers — coordinators).

.drogdll yuleall W5 b« pasl USlgog duudiy lflg dgduell Joxig geizell 83Us e o6 Lialsg Lale ojloio Juz dlac) Ll g)




Al Shoumoukh International Academy

4 gal) & gadill dpaals|

Academic Year 2024 - 2025 2025-2024 e alad)

e Policy implementation mechanismz

No

Time range

Mission

Stimulus
type

Means -
Motivation tools

Comment

Following
achievement tests in
the middle and end
of the semester

High student
academic
.achievement rate

Material -
moral

In-kind gift +
certificate of
appreciation

Specific to
the
academic
aspect

monthly

Behavioral and
.ethical discipline

Certificate of
appreciation +
coupon

monthly

Respect all
members of the
organization
employees - )
workers - visitors
.(colleagues -

Certificate of thanks

monthly

Discipline inside
and outside the
classroom, inside
and outside
school in various

.activities and trips

Certificate of
thanks + coupon

monthly

Adherence to
.school uniform

Certificate of thanks

monthly

Commitment to
school attendance
and departure
times and not
being absent
except with an
excuse in cases of
.extreme necessity

Certificate of thanks

When obtaining a
position or prize in
an internal or

Outstanding
achievement
obtaining an )

Material and
moral

In-kind gift +
certificate of

Arogill yulall Jb (b . ol USlgog iy ilg ddgguell Janig gaizall 53U e ol liilsg lale ojlgie Juz slac! <l §)




Al Shoumoukh International Academy 3\.\5343\ t » A1) dua mlSi
Academic Year 2024 - 2025

2025-2024 ras\sY) alad)

external award or position appreciation +
competition or event in one of the coupon
internal or
external
competitions or
.(events

Important note : The school administration has the right to choose the appropriate means of
.motivation for the student

Exceptional rewards:

1- If the student receives three certificates of appreciation, he will receive a certificate of
appreciation.

2- If the student obtains three certificates of appreciation, he will receive a certificate of
excellence.

3- The student is entitled to a financial reward of 100 Qatari riyals if he obtains three certificates

of excellence.

Approved by principal of the school
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Committee
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> Policy pillars <

1- Qatar Vision 2030.

2- School self-study 2 022-2023 .

3- School reality analysis( SWOT ).

4- The school's vision, mission, values, goals and learning outcomes.

5- Job description for school employees in Qatar.

6- Follow-up reports of officials of the Ministry of Education and Higher
Education.

7- National Professional Standards for Teachers and School Leaders.

8- Quality and accreditation standards for private schools in the State of
Qatar.

9- Behavioral assessment policy approved by the Ministry of Education and
Higher Education.

10- Developments in the educational field in the State of Qatar.
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> Introduction <
H E—/

e The health and safety of students is considered one of the most important

priorities of Al-Shumukh International Academy. They are closely linked to
the quality of education, as the availability of a healthy and safe school
environment enhances it to be a positive, stimulating and supportive
environment for students and to achieve Qatar’s 2030 vision towards
sustainable development and an enhanced healthy environment, in addition to
its keenness to obtain first places in the world in this field. The field: Al-
Shumukh International Academy was keen to train its professional staff on
crisis management, in addition to encouraging them to activate various
programs that promote public health and a positive health environment. It
was also keen to provide all the necessary needs for them to ensure the

facilitation of their work mechanisms and to constantly follow up on their

performance according to the mechanisms used in this to ensure the quality of

performance.
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e Policy objectives:

1- Determine the steps to achieve security and safety.
2- Formation of a health and safety team.
3- Defining the tasks of the health, security and safety team.

4- Tasks assigned to evacuation groups.

e Scope of application of the policy:

- It applies to all members of the school (employees - students - workers -
visitors — guards).
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Steps to achieve security &
safety

1- of each employee responsibilities Familiarity with the roles and.

2- Training all employees, workers and drivers on first aid.

3- Ensure the provision of safety equipment, tools and requirements in the building

4- Periodic follow-up of the guidelines and instructions of the Public Security and
Safety Department at the school (once every semester).

5- Develop training plans for all members, such as evacuation plans, and
implement them.

6- Conduct educational programs targeting public safety situations in the school
for all members.

/- Forming a team to manage health, security and safety (emergency and fire).
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Formation of the Health and
Safety Management Team

e The plan for forming a health and safety team according to the
guideline of the Ministry of Education and Higher Education:
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Security and Safety
Management Team Tasks

1- Distributing evaluation forms to all school employees to familiarize themselves
with its terms and facilitating dealing with them.

2- health and safety programs by setting the goals to be achieved and the necessary
procedures to reduce the risks present in the work environment and approving
them from the school administration.

3- Follow up and measure progress after implementing programs.

4- Review health and safety procedures with the aim of improving performance.

5- Document all processes, procedures, and results of the school’s health and safety
management.

6- Training all members (employees - students, etc. ) on health and safety procedures
and crisis management.

/- Managing school disasters and crises, reporting them, and dealing with school

casualties.
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8- Follow up on the implementation of recommendations and directives according

to the results of inspection of facilities and services in the building.

Facing risks and crises

Confronting crises and emergency situations, whether by preparing for them,

anticipating them, or dealing with them if they occur, is considered one of the most

important roles assigned to the school administration in this regard. Accordingly, the

greatest burden falls on the school to ensure comprehensive protection for all

members.

On this basis, awareness, training and information on how to confront such incidents
had an effective impact when faced with them.

These risks and crises include:

1- Assumptions(potential risks).
2- A fire accident occurred at the school.
3- Fire or collapse incidents occur in homes adjacent to the school.

4- Exposing part of the school or .Educational complexes to collapse
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Continued -
Confronting risks and
crises

The plan to confront crises and emergency situations in the

school building aims to:

1- Protecting lives and property.

2- Psychological readiness to face dangers.

3- Knowing the closest escape routes to the school or educational facility and
evacuating people from the building as soon as they hear the fire alarm by
heading to the specified and pre-announced assembly points in the school
building.

4- Collective organization for optimal behavior in the event of emergencies
and crises.

5- .Avoid the effects of panic at the time of accidents

6- Dealing with the event effectively, controlling the danger, preventing the

spread of fires, and working to reduce the losses resulting from them.
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/- Forming and training the school’s crisis and emergency management team
and determining the duties and tasks assigned to each of them

Simplified Emergency
Response Model

e Crisis and emergency plan requirements:
1- Form a crisis management team and train it on how to detect crisis
warning signs and take the necessary measures to confront crises.
2- Availability of means, equipment and instructions that regulate the method

of implementing the plan.

e How to act in the event of a fire:

1- Break the fire alarm glass to activate it.

2- Contact civil defense immediately.

e Fight the fire, if possible, using the nearest fire extinguisher

suitable for the type of fire as follows:

1- Pull out the float safety pin.
2- Point the extinguisher nozzle at the fire location.
3- Press the handle to turn on the extinguisher.

- Make sure that the place you are standing does not pose a danger to you
and that you can escape if the fire spreads.
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Emergency Duties

e Duties of both the academic body and administrative' And

students When emergencies occur:

1- Be calm and do not get confused.

2- Stop work immediately.

3- Cut off the electricity supply to the place - (The person responsible for this
matter is from the Crisis Management Team).

4- Warning students not to run or overtake their colleagues so as not to cause
injuries among them.

5- Failure to close the door of the hall or place that has been vacated and put a
paper on the door indicating that the place has been vacated (yellow card).

6- Go to the assembly points indicated on the evacuation map through the

nearest stairs and emergency exit.
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/- The teacher or employee in charge must limit the number of students present

with him after the evacuation at the assembly points, with the need to report
any missing student to the person in charge of the school assembly point.

8- The necessity of cooperating with the Civil Defense Department in the event
of their arrival and facilitating their work.

9- Do not return to the building for any reason unless the return is permitted by
specialists.

10- Supervising evacuations (Health and Safety Coordinator and Crisis
Management Team).

11-  Ensuring communication with the competent authorities (Civil Defense-
Ministry of Health Health and Safety Coordinator and Crisis Management
Team

12- Ensure the arrival of the specialized teams of the Civil Defense and Fire

Department Health and Safety Coordinator and Crisis Management Team).

13- Go to the assembly point to ensure the presence of all workers and that
none of them are left behind inside the building - (Health and Safety
Coordinator and Crisis Management Team).

14- Not to risk any life, no matter the reason.
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e Duties of guards:

1- Securing the building and maintaining order.

2- Preventing the entry of any personnel other than specialists (civil defense and
rescue personnel) into the building.

3- Preventing anyone from leaving the building until the evacuation operations
are completed, the crisis is under control, and the emergency situation ends.

4- Waiting for specialized teams of civil defense men and guiding them to the
location of the fire.

5- Maintaining the safety of the school after school hours and notifying the school
administration in the event of an emergency.

6- All guards must wear a yellow vest during emergency situations.
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Evacuation group

Evacuation group tasks:

1- Know all school entrances and all emergency exits.
2- Ensure that all emergency exits are free of obstructions and always open.

3- Place directional signs indicating the location of exits in a prominent place
and written in clear handwriting.

e Means and equipment required to be available at the school:

- Providing the necessary means and equipment to confront disasters and crises
plays a major role directly in reducing losses resulting from the crisis, such as
clearly identifying assembly points and announcing them to everyone - )

information signs - firefighting and alarm devices) . — First aid boxes.

- Therefore, it was necessary to ensure the availability of the following items:

1- assembly points must be identified in the event of an emergency at the main
point.

2- Ensure that primary fire-fighting devices are available for all types of fires and
that they are fit for immediate use.

3- Ensure the availability of medical tools necessary for first aid operations.

4- Ensure the availability of sufficient emergency exits and doors and all
information signs that facilitate evacuation operations to guide all members to
the emergency exits and assembly points.

5- Training the crisis management team on first aid and having police and civil
defense numbers to contact them immediately when an emergency occurs that
requires contacting them.
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6- Continuous inspection by specialists of the building’s safety tools (fire
extinguishers , fire hoses , first aid boxes , and medications needed for the
school clinic that are expected to be used in the event of a crisis).

Approved by principal of the school
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School bus
subscription

[policy
And private
cars

Academic year 2024-2025
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> Policy pillars <

1- Qatar Vision 2030.

2- School self-study 2 022-2023 .

3- School reality analysis( SWOT ).

4- The school's vision, mission, values, goals and learning outcomes.

5- Job description for school employees in Qatar.

6- Follow-up reports of officials of the Ministry of Education and Higher.

7- National Professional Standards for Teachers and School Leaders.

8- Quality and accreditation standards for private schools in the State of
.Qatar.

9- Behavioral assessment policy approved by the Ministry of Education and
Higher Education.

10- Developments in the educational field in the State of Qatar.
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> | Introduction | <

Al-Shumukh International Academy has a fleet of school buses that take into

account the highest safety standards to ensure the security and safety of our
male and female students. The buses are constantly subjected to technical
inspection, and party drivers are also subjected to medical examinations. Al-
Shumukh International Academy also bears the responsibility of training
drivers on first aid and how to act in the event of a crisis. They are also
constantly directed to the basics of dealing with students and getting on and
off buses in order to avoid any mistakes that would harm the safety of our

students.

e Policy objectives:

1- Establishing clear and specific criteria for participation in school buses.
2- Mechanisms for students getting on and off school buses.
3- Security and safety standards when riding buses.

4- Our school bus rules.
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e Introduction to school bus policy:

- Itis a set of laws that regulate the process of students leaving school and

riding buses.

e Application field:

The policy applies to all students riding school buses.

Criteria for participating in school buses:

1- Conduct a questionnaire for parents to determine who has the desire to
participate in school buses.

2- Analyzing questionnaires and conducting a census of school bus students.

3- Communicate with parents to ensure that their children are registered with

our school buses.

Mechanisms for distributing students to school buses:

1- Identify buses and number them according to geographical locations.

2- Make lists of students’ names according to geographical locations and
distribute them to bus drivers and notes, each according to the area
assigned to them,

3- Make statements containing the bus number, the driver’s name, his
personal number/phone, and the name of the conductor
His personal number/phone number, the names of the bus students, and the

areas the bus specializes in going to.
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Dismissal mechanisms for school bus students:

Five minutes before the end of the last lesson, the bus supervisor, depending
on the stage, informs the teachers that the bus students have exited and
headed to the place designated for them in the school’s inner courtyard.

The notes are located in the place designated for the bus assigned to it,
according to the number stuck on the ground (representing the number of the
bus responsible for it).

The supervisor of students leaving for the buses reads the names of the

students).each bus separately, in order first, second, etc)to ensure the

presence of all students and ensure that they board the bus safely.

The school bus shift team assists the bus exit supervisor in ensuring that all

students board the buses.

School Bus Committee:
The School Bus Committee consists of the people responsible for following
up on the students from the time they leave their homes in the morning on the
bus until they return after the end of school hours, and they are:

1- Administrative Deputy.

2- Student Affairs Coordinator.

3- Social worker.

4- School bus shift team.

5- Note the bus.

daogdll yuleall b (S« jasl) (Slgog iy Wil &g duall Jhzig Raizall 83Us (e )ol6 Lals 59 Lale ojlgio Juz dlac] Ll g)




\)
Al Shoumoukh International Academy 3_;_{3_\3\ tM\ A\
Academic Year 2024 - 2025 2025-2024 e alad)

=

6- Bus driver.
- the last classes join them to facilitate the process of students leaving the

classroom and heading to the school bus duty station.

e Tasks and responsibilities:

Renewing the daily lists of bus students to identify those absent and handing
them over to the bus supervisor well before the departure time.

Pay attention to the time when students leave the last class and go to the
school bus shift.

Giving students clear and sequential instructions on how to board, sit on, and
get off the bus for their safety.

The school bus official is preparing to communicate directly with parents to

answer any inquiries until the student reaches home safely.

e Security and safety standards regarding school buses:
First: Before boarding the school bus:
1- Wait for the bus in a safe place, ten steps away from the bus door and away
from the street.
2- Do not play in the street while waiting for the bus.
3- Get on the bus regularly and do not crowd.
Second: After riding the school bus:
1- Sit on the seat and fasten your seat belt before the bus moves.

2- Do not put the bag in the aisle.
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3- Maintain calm and do not move from one place to another while the bus is
moving.

4- Participate in maintaining cleanliness by not throwing any waste while
riding the bus.

5- Do not open the windows while the bus is moving.

Third: While getting off the bus
1- Sit on the seats until the bus stops completely.

2- Leave the bus calmly and orderly and avoid crowding and jostling.

- Important note: In the event of a violation of the bus system and security and
safety measures, the following measures will be taken:

1- A written commitment from the student and notifying the guardian .
3- If the matter is repeated, the student will be prohibited from riding the bus

in order to preserve the safety of the rest of the students.

e Bus riding rules:

1- Do not be late when boarding the bus, as the school is not responsible The
student was late when boarding the bus in the morning.

2- Never change the bus without permission from the administration.
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3- The student is not allowed to go with his colleague unless the guardian is

present at the school and signs a written letter stating this.
4- Respect the bus driver , observe and do not insult him Absolutely..
5- Remain calm and do not speak loudly or disturb others.
6- Maintaining the cleanliness of the bus and seats and not vandalizing them.
7- Do not put your head and hands out of the windows.
8- Do not direct the driver to any place other than home.
9- Notify the Student Affairs Officer when any problem or quarrel occurs.

10-Sit quietly and do not move between chairs while the bus is moving.

It is strictly prohibited for parents or guardians to ride the bus Assaulting the

driver or observing him, whether verbally or physically, and whoever does

that exposes himself to legal accountability.
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i Student departure
> mechanisms by private cars

1- Do not be late for the official departure date.

2- Immediately upon arrival, present the student’s admission card to the

guard.

3- Line up in front of the school building regularly and in the designated

places and not cause a traffic jam for the rest of the cars.

4- If the student is more than 5 minutes late in leaving, please call the

following number: 50679764

5- If the person responsible for taking the student home(guardian — driver)

cannot be present according to the pledge signed by the school, the
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student will not be handed over to another unless the administration is

notified in advance by the guardian and acceptable excuses are given.

Approved by school principal

.drogdll yulsall Jb b ol USlgog duwdi lailg dgguel] Jozig Raizall 83Us (e T)ols Lals 59 Lale ojlgio Ju> dlac] Ll g)




Al Shoumoukh International Academy

Academic Year 2024 - 2025

al gal) & sadd) dayas)

2025-2024 23Sy alal)

> I‘ Identification card i <

Number of Pages

Policy title

Suggestions and

complaints policy

Update start date

15/5/2023

Policy adoption

date

24/8/2023

Signature of the school principal

Ms. Arjumand Zaidi

Policy preparation committee

President

Arjumand Zaidi

Deputy

Shaima Farouk

Deputy

Salma Hamam

Member

Tharaa Al-Khateeb

Arogill yulall Jb (b . ol USlgog iy ilg ddgguell Janig gaizall 53U e ol liilsg lale ojlgie Juz slac! <l §)




Al Shoumoukh International Academy UJJ-“ C v 21 doasdls|

Academic Year 2024 - 2025 2025-2024 a0y alal)

> Policy pillars <

1- Qatar Vision 2030.

2- School self- study 2022-2023 .

3- Vision, mission, values and goals of the school.

4- Job description for school employees in Qatar.

5- Follow-up reports of Ministry of Education and Higher Education
officials.

6- National Professional Standards for Teachers and School Leaders.

7- Quality and accreditation standards for private schools in the State of
Qatar.

8- Developments in the educational field in the State of Qatar.

> Introduction <
% E—’

Purposeful and constructive criticism is one of the most important methods of self-

development. Therefore, the school administration takes into account all proposals
and complaints submitted to it, whether from employees, students, or parents, while
making an effort to find solutions to them and implement the proposals, if these
proposals are in line with the goals and policies of the school and the Ministry of
Education and Higher Education. This is with the aim of continuous improvement

so that the school’s educational environment becomes stimulating and supportive.
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The school administration also considers suggestions and complaints to be one of

.the most important effective communication tools between it and its members

(Employees - students - parents).

e Policy objectives:

1- Consolidating the values of justice and consultation.
2- Developing professional performance and continuous improvement to ensure
quality.

3- Establish mechanisms for suggestions and complaints.

e The purpose of the suggestions and complaints mechanisms:

- Supporting and encouraging effective communication between the school
administration and all members (employees - students - parents) and
facilitating the work tools that lead to this.

e Scope of application of the policy:

- The policy applies to all concerned (employees - students - parents).

e Mechanisms for receiving suggestions and complaints:
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- The school establishes various mechanisms to receive suggestions and
complaints from all its members. To facilitate ways to express opinions and
relieve embarrassment, some of them are direct and some are not

Here are the means and mechanisms for receiving suggestions and

complaints:

1- Regular meetings with academic and administrative staff.

2- Regular meetings of the Board of Trustees.

3- Regular parent meetings.

4- Regular meetings of the Student Council.

5- Individual meetings with all concerned if requested.

6- Sorting and classifying the proposals and complaints boxes by the relevant
committee.

/- Telephone contact via the school's posted hotlines.

8- Sending text messages to those concerned.

Note : The proposals and complaints boxes are sorted at a rate of twice a week by
the relevant members of the Suggestions and Complaints Committee in order to
present them to the committee coordinator, who in turn submits (the proposal - the
complaint) to the school administration for a meeting and discussion, and to summon

those concerned if possible to reach appropriate solutions.
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e Procedures to be followed after reaching solutions:

1- .Summoning the concerned person to measure his satisfaction
2- Receive feedback on the procedures followed and implementation
.mechanisms to improve performance

3- .Document all of the above

e Honoring the distinguished proposer:

In the event that a distinguished proposal is presented, the activation of which will
improve performance in the system, and stimulate and support the teaching and
learning processes, whether by employees, students, or parents, the school
administration supports and motivates the person who came up with the
distinguished proposal in order to support him and encourage his peers and all

.members
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> Samples <

Number | Implementation

Model name
of pages responsible

Minutes documenting an The employee
individual session to submit a responsible for

complaint/suggestion the visit

Complaint submission form Complainant

Proposal submission form Proposer

Form for recording telephone calls

Receptionist
for complaints

Proposal phone call inventory form Receptionist

SMS WhatsApp inventory form
Committee
for submitting
coordinator
complaints/suggestions

Committee
Honor application form

coordinator

Approved by principal of the school Stamp
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