Behavior evaluation policy

An introduction: -

Based on the Supreme Education Council Resolution No. (1) For the year 2008 regarding
behavioral assessment

And the moral in schools, the Ministry of Education places the student at the center of all
strategies aimed at developing education, as the student is the true wealth of the nation, in
its present and future.

From the standpoint that the school is the place that promotes responsibility, respect and
academic excellence in a safe teaching and learning environment, students, teachers and
parents must feel safe within the school community, so a clear and codified mechanism
must be put in place for all educational interaction procedures regarding students

'attitudes and behaviors.

The objectives of the behavior evaluation policy

> Providing a stable reference that specifies the standards and procedures to be taken to
create a safe, encou raging and stimulating environment for teaching and learning.

> Familiarizing employees, students and parents with the laws and regulations related to
behavior within the school.

> Developing the relationship between the teacher and the student on sound educational
foundations.

» Create an appropriate educational environment for students, teachers, and school
administration to achieve the goals of the educational process.

» Promote and reinforce positive behaviors and reduce negative behaviors among
students by all possible educational means.

> Providing clear methods for workers in the educational field to deal with behaviors

according to standardized and appropriate educational foundations.




> Avoiding non-educational methods in dealing with the undesirable behavior of students.
> Confirming the concept of teamwork in managing educational affairs at the school.

»  Gaining parents' trust through standardizarion of rocedures, equality and justice.
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Roles and responsibilities: -

That encouraging positive behavior falls on the shoulders of the school community as a whole.
To implement the policy comprehensively, it is imperative for everyone to fulfill their

responsibilities entrusted to them, which are represented in the following

First the school: -

1. Providing a distinguished educational level that suits the needs of all students.

2. Developing students ‘personality in a positive way.

3. Providing a safe and stimulating environment for all.

4. Educating students, parents and school personnel about the rules of behavior and
attendance through various means.

5. Treating students and workers with respect and application of justice among them,
and helping them to take responsibility for their actions.

6. Enhancing educational values through the general framework of value education and
family culture.

7. Encouraging self-discipline, whether for students or workers, and working to promote
positive behavior.

8. Constant communication with parents and moving from the principle of common
interest to partnership in education seeking to solve violations and problems before
they escalate internally.

9. Study students’ behavioral violations and take measures commensurate with that
violation.

10. Implementation of the procedures for the degrees of violations related to the

educational administrative aspect.




11. Follow up the procedures taken with the students and see the im plementation

mechanism.

12. Documenting students' behavioral violations, the actions taken with them, and the

extent of the response to behavior modification.

13. Holding periodic meetings for parents to raise awareness and apply the principle

(education is everyone's responsibility).

Note

Behavior Evaluation and Documentation in the School Report

The school is committed to promoting positive values and self-discipline among students,

considering behavior as an integral part of the educational and developmental process.
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Accordingly, the school documents a comprehensive summary of each student’s behavior

throughout the semester, which is included in the official school report delivered to parents.

This evaluation covers various behavioral aspects, such as:

>
>
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>

Adherence to school rules and regulations.

Punctuality in attendance and departure.

Positive interaction with peers and teachers.

Participation in both academic and extracurricular activities.
Discipline within and outside the classroom.

Demonstrating responsibility and respect in various situations.

The summary is prepared based on teachers’ observations, supervision reports, and daily

behavior logs recorded throughout the semester. It provides an objective and comprehensive

overview of the student’s behavior and serves as a key reference for follow-up,

communication with the family, and any supportive educational decisions.

Objection and Review Procedure:

If a parent or guardian has any concerns or inquiries regarding the behavioral evaluation

included in the school report, they have the right to submit a formal review request to the

school administration within one week of receiving the report.




The administration will review the evaluation in coordination with the relevant teachers, and

the parent will be informed of the review outcome in writing within five working days.

This procedure aims to ensure transparency and strengthen mutual trust between the

school and families, all in support of the student’s development.

Second / Teacher:

1.

9.

To be a virtuous educator, to have patience, understanding, and justice, and to abide
by the ethics of the profession.

To set an example in terms of appearance, clothing and behavior.

Respect students and refrain from insulting and insulting.

Working to keep abreast of developments and developments in the field of education
and developing himself professionally.

Staying away from employing his affiliations or promoting them among students.
Motivating students and urging them to adhere to positive behavior, virtuous values,
and good example.

Monitoring the behavioral violations committed by students inside and outside the
classroom.

Commitment to implementing the educational directives and instructions contained
in the code of conduct related to its mission

Pedagogical inside and outside the school.

10. Continuous communication with parents to enhance the concept of community and

11.

educational partnership in building the student’s personality and addressing
behavioral violations.
The teacher's awareness of the characteristics and needs of the different age groups

that he deals with.




Third / the social worker - the psychologist: -

1.

To be an exemplary educator and to have patience, understanding and fairness in
dealing with students.

To be an example in appearance, clothing and behavior.

To adhere to the principles, values and ethics of the profession.

To respect students and establish positive relationships with them.

Working to keep abreast of developments in the field of education, counseling and
student guidance.

Full cooperation with the school administration in creating a good atmosphere of
positive relations between students and activating the educational and awareness
aspect of the rules of behavior and attendance for students and their parents

Studying the cases of students who repeat behavior and perpetrators of behavioral
violations included in the rules, and taking appropriate guiding methods for each case.
Commitment to implementing the educational directives and instructions contained in
the code of conduct related to its educational mission inside and outside the school.
Continuous communication with parents to enhance the concept of community

partnership in building the student’s personality and addressing behavioral offenses.

10. Striving to solve student problems internally as soon as possible to prevent their

aggravation.

11. Monitoring common student violations, studying them and proposing solutions for

them.
Fourth / family:
1. Parents should set a good example for their children in appearance, clothing and
clothing.
2. Adherence to the Child Rights Law and the Compulsory Education Law No. (25) Of 2001.
3. Continuous monitoring of the academic achievement of their children.
4. Enabling children to acquire positive behavioral concepts towards school and society

and to reinforce them in their personalities.




5. Avoid the style of violence in dealing with children.

6. Review the school regulations and instructions and discuss them with their children.

7. Cooperating with the school in implementing the recommendations received from the
school administration in the interest of the good for their children.

8. Continuous communication with the school administration and teachers and attending
periodic meetings.

9. Educate their children and encourage them to comply with school regulations and

instructions.

Student behavior analysis:

Normal positive behaviors-:

The supposed behavior of the student-:
1. Maintaining the performance of prayers in the school.
. Commitment to the official working hours and respect for school timing.

Positive participation in school activities and competitions.

)

Preserving the school's property and the property of others.

0

.

Commitment to honesty, honesty, careful manners and good manners.
Commitment to school uniform and school sports uniform.

A commitment to calm in classrooms, school corridors, and school buses.

.

Follow school and classroom laws.
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Respecting others and appreciating their opinions and ideas.

10. Cooperating with the school in rejecting the apparent abnormal behaviors in the
school.

11. Not bringing everything that prevents its use inside the school.

12.Respect and appreciation for teachers and school staff, and adhere to the etiquette of

talking with them.




Forms of reinforcing positive behavior:

Moral reinforcement:

Itis represented in the expressions of praise, praise and encouragement directed by

the teacher to the student due to the student’s outstanding performance in

schooling, as well as certificates of appreciation, honor plates, and publication in

wall newspapers

Physical reinforcement

Such as in-kind incentives, gifts and rewards in various forms

Controls to reinforce positive behavior: -

1.
2.
3.

Reinforcement comes immediately after the desired behavior

That the reinforcement opportunities are available to all in a fair manner.

To direct the reinforcement to the response issued by the student and not to
his person

The methods of reinforcement should vary between material and moral.

Not to repeat the reward to the students themselves and work to follow up the
process of awarding prizes fairly.

The honor will be made in the presence of students, parents, administrative

staff and teaching.




School uniform specifications

School uniform standards/specifications for primary stage and above (boys - girls)

Category

Male

Female

Long/short sleeves shirt

Long/short sleeves shirt

Long sleeves shirt (from the seventh

grade and above)

School Uniform

Pants or shorts (It should not
rise above the knee from the

fourth grade and above)

Pants, apron, or skirt that does not rise
above the knee, with a women's stocking
(hella hoop) for the lower part of the
body, that is not transparent when
.wearing a skirt
Or a skirt to the wrist. Women's socks

.are not required

Sports shirt

Sports shirt

Sportswear

Sports pants or shorts

Sports pants or shorts(With women's

socks - heila hoop if wearing shorts)

Wide trousers (from fourth grade and

above)




Classification of violations of the Code of Conduct

Behavioral violations are classified into four grades in ascending order according to their

severity from the first degree to the fourth degree, and they are as follows:

First Class Violations

Second Class Violations

Third Class Violations

Forth Class Violations

® Delay from attending the first
session.

® Nuisance inside the
classroom.

® Fat food and drinks in the
classroom.

® Continues interruption the
teacher will explaining the
lesson.

® Sleep inside the classroom.

® Morning delay and non-
attendance to the assembly.

® Not bringing books or
supplies.

® Signing for a parent or
guardian.

® | eaving or entering the
classroom without

permission.

® Escape from the classroom.

® Bring mobile phones.

® Respect other religious
students.

® Fight with colleagues and
inappropriate words.

® Damage to the classroom
environment.

® Exit the classroom without
permission.

® Non-performance of
homework.

® Don't bring books and
tools.

® Non- compliance with
school uniforms and
general appearance.

® Non-compliance with bus
rules and regulation.

® Bad use for internet.

® Escape from school
during school day.

® Destroy the school
sources and steal
property.

® Using indecent
language and actions
with teachers and
managements.

® Bring or use dangerous
tools such as fireworks
or sprays.

® Hand fights with
damage.

® The students rejected
the administrative
procedures issued by |

the school.

® Bring and promote
drugs.

® Bring cigarettes or
them.

® Attacks on teacher and
administrators.

® The assembly aims to
harm others.

® Bring or use weapons
or any sharp
instrument.

® Photography and
publishing pictures
inside and outside the
school.

® Similarity to others sex.

® Sexual harassmentin
word or deed.

® Forging official papers.

Attached:

Necessary action is taken in accordance with the behavioral conty
students at the time they occur, and contacting parents when

Attachments/List of actions taken with students according ¢

prove
Ministry of Education
State of Qatar
P.O.Box: 22579
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Our vision: provide safe and supportive Iearning environment with Islamic ideology where students

can become independent lifelong learners and responsible citizens.
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Anti-Bullying Policy

1. Introduction

Our school is committed to providing a safe and supportive learning environment based on respect and

mutual dignity. BulEying is a negative behavior that threatens students’ psychological and physical safety and

negatively affects the learning process. It is our duty as an educational institution to address and prevent

bullying in a structured and effective manner.

2. Definition of Bullying

Bullying is a repeated aggressive behavior by an individual or group towards another individual with the

intent to harm, control, or demean. Bullying can take various forms, including:

Verbal Bullying: Name-calling, mocking, threats, or verbal abuse.
Physical Bullying: Hitting, pushing, kicking, or other forms of physical aggression.
Social/Emotional Bullying: Exclusion, spreading rumors, or social manipulation.

Cyberbullying: Using the internet or social media to harm, threaten, or harass others.

3. Policy Objectives

1
2
3.
4
5

To protect all students from harmful and bullying behaviors.

To create a healthy and safe learning environment.

To promote a culture of respect, empathy, and cooperation.

To engage the whole school community (students, staff, parents) in preventing bullying.

To ensure immediate and effective action in response to any reported bullying cases.

4. Roles and Responsibilities

1. School Administration:

Establish and communicate a clear anti-bullying policy.

Our vision: provide safe and supportive learning environment with Islamic ideology where students

can become independent Iifelong learners and responsible citizens.



e Ensure all staff are trained to identify and respond to bullying behavior.
e Take disciplinary action when bullying is confirmed.
¢ Monitor high-risk areas such as schoolyards, hallways, and buses.
2. Teachers:
e Promote respect and positive behavior in the classroom.
¢ Identify and report any signs of bullying.
e Educate students on the impact of bullying.
e Refer cases to the school counselor or social worker.
3. School Counselor/Social Worker:
e Provide individual and group counseling for both victims and perpetrators.
e Conduct awareness workshops and activities.
e Collaborate with parents in behavior modification plans.
e Assess repeated cases and develop intervention strategies.
4. Students:
e Respect others and avoid engaging in any form of bullying.
e Report any bullying behavior they witness or experience.
e Cooperate with teachers and administration in maintaining school rules.
5. Parents:
e Educate their children on the dangers and consequences of bullying.
e Cooperate with the school in addressing behavioral issues.

e Encourage open communication with their children about school experiences.

5. Preventive Measures

e Conduct regular awareness programs induding lectures, videos, and activities.

e  Organize an annual Anti-Bullying Week in collaboration with relevant organizations.
e Integrate values of respect and human rights into the school curriculum.

e Display posters and distribute brochures throughout the school to raise awareness.

e Establish anonymous reporting systems such as complaint boxes or online platforms.

6. Disciplinary Actions

Our vision: provide safe and supportive learning environment with Islamic ideology where students

can become independent lifelong learners and responsible citizens.



When bullying is confirmed, the following actions may be taken depending on the severity and repetition:

1.

S S

Verbal warning and appropriate guidance.

Contacting the student’s parent or guardian.
Mandatory counseling sessions for the bullying student.
Official written warning added to the student’s record.
Temporary suspension from school or school activities.

Referral to relevant educational or legal authorities in severe cases.

7. Evaluation and Review

This policy will be reviewed every two years or when needed.
Feedback from teachers, parents, and students will be collected to evaluate the policy’s effectiveness.

Bullying incident data will be monitored to inform future improvements.

Ragass
Approved by the
Ministry of Education
State of Qatar
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Pak Shamaa Private School

Policy on Morning Tardiness and Early Dismissal for Students

Introduction

Morning tardiness is considered one of the most influential factors affecting a student’s academic
achievement. Being late to the morning assembly or the first lesson leads to a decline in academic
performance and reduces the student’s motivation to learn. Therefore, it is essential that students
attend school on time, and that parents encourage their children to wake up early and provide them
with all means of support to ensure timely arrival at school.

Dear Parents,

Parental cooperation with the school is one of the key factors in ensuring the success of the
educational process. In this regard, we emphasize that repeated morning tardiness has several negative
effects on the student, including:

Weak academic achievement due to missing part of the first lesson, which often contains
essential explanations.

A decline in discipline as the student becomes accustomed to not adhering to schedules.

A negative impact on the student’s psychological well-being due to entering the classroom late,
which may cause feelings of embarrassment or stress.

Loss of the spirit of participation in the morning assembly and other educational activities that
foster belonging and responsibility.

Therefore, we urge parents to regulate their children’s sleeping schedules and encourage them to wake
up early, ensuring timely attendance and enhancing both their academic and behavioral performance.

First: Procedures Regarding Morning Tardiness

Morning tardiness cases are recorded by homeroom teachers.

In case of first and second tardiness: the student is verbally warned, and the parent is contacted.
In case of repeated tardiness: the student is referred to the social counselor, who contacts the
parent to discuss the reasons, and a written pledge is signed by both the student and the parent

to ensure timely attendance (7:00 a.m.).




4.

In case of a fourth tardiness: the student is assigned certain tasks in the library, such as copying
or other educational activities.
In case of a fifth tardiness: the parent is contacted, the student’s absence is officially recorded,

and the parent is invited to attend and follow up with the social counselor regarding the actions
taken.

Second: Procedures Regarding Early Dismissal

Is

The parent must personally come to school to pick up the student, with verification of the
Qatari ID.

The receptionist records the student’s details in the early dismissal register.

The reason for leaving must be stated in the register, along with proof (such as medical
appointments).

Early dismissal is only permitted in cases of absolute necessity, such as emergencies or
medical appointments.

A student is not allowed early dismissal more than once per month, except in the case of
verified medical appointments.

Parents are advised to arrange medical appointments in the afternoon to avoid any negative

impact on the student’s academic achievement.
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PAK SHAMAA SCHOOL & COLLEGE DOHA-QATAR

ATTENDANCE POLICY

Introduction:

In accordance with the laws of the Ministry of Education and Higher Education in the State of Qatar,
education is compulsory for children and youth between the ages of (5 — 16), unless an official exemption
is granted.

Parents are responsible for registering their children in schools and ensuring their regular attendance, as
school attendance is considered the cornerstone of the student’s academic and personal development.

Exemptions
The following cases are exempted from compulsory daily attendance:

v Students with an officially approved exemption from the school administration.
v’ Students enrolled in homeschooling or partially enrolled in specific activities.
v" Students who have obtained written approval from the school principal or vice principal for partial

attendance or temporary exemption.

In cases of continuous or intermittent absence without an acceptable excuse, parents must provide written
justification. The school will determine whether the excuse is valid according to ministry regulations.

Objectives
v Ensure the highest possible level of attendance and participation among all students.

v Provide appropriate support to students and their families in cases of frequent or justified absences.

Implementation

v’ Parents will be informed about the attendance and absence policy and related procedures at the
beginning of the academic year.

v" Attendance and absence are recorded daily in official records.

v The class teacher monitors student absences and contacts parents within three days if no explanation
is provided.

v’ Parents are encouraged to notify the school in advance whenever possible if their child will be absent.

v Cases of repeated unexcused absences are referred to the relevant authorities with a detailed report

approved by the school administration.
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Student Attendance Promotion Policy
The school adopts the following strategies to promote student attendance and regularity:

v" Provide a safe and supportive learning environment for all students.

Implement data-driven strategies to monitor attendance and punctuality.

v
v Apply early intervention to support students at risk of irregular attendance.
v Offer academic, behavioral, and social support to students in need.

v

Monitor students” reintegration after absence to ensure academic stability.

Plans

v" Monitor both intermittent and continuous absences through the Attendance Committee.
Develop individualized plans for students requiring specialized intervention.
Provide academic support for students with long justified absences.

Regularly raise parental awareness about the importance of school attendance.

SR N RN

Engage parents, teachers, and students in developing absence plans, especially in cases of planned

long-term absence (e.g., travel or family circumstances).

reason.

2. After 5 days of absence (consecutive or separate): Parents receive a written notice explaining the
academic impact.

3. After 7 days of absence: Parents are summoned to the school, and a written commitment is signed not
to repeat the absence.

4. After 10 days of absence: Parents are summoned and required to sign an official absence warning.

After 14 days of absence: Parents are notified that the student is at risk of being denied entry to

examinations if absences reach (15 days).

n

Regular Parental Reminders

The school continuously emphasizes that repeated absences negatively affect:

v" The student’s academic performance.
¥v" The student’s disciplinary behavior.

Therefore, any unjustified absence may expose the student to strict disciplinary actions. Parents must
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“| PARENTs CONCERN & COMPLAINTS
POLICY
Rationale:

PSS’s values are: Respect, Responsibility, Courtesy and Cooperation. These provide the framework
within which high standards of conduct are maintained among staff, parent and student at all times.
Within this framework it is the school’s responsibility to manage and resolve parents’ complaints
fairly, efficiently and properly and in accordance with the relative legislation.

Our values are demonstrated by the school in relation to addressing parent concerns and complaints
by:

Providing a safe and supportive school culture and learning environment.
Building positive relationship among students, parents and staff.
Providing a safe working environment for staff.

Promoting a partnership between home and school.

VY VY

AIMS:

To provide a safe and supportive environment where all are free to express concerns knowing they
will be dealt with in a fair, consistent and respectful manner.

IMPLEMENTATION:
While addressing parents / guardian concerns or complaints, the department and its schools must:

Abide by relevant regulatory and legislative framework.
Maintain confidentiality.

Balance the rights and responsibilities of all parties.
Ensure all parties are aware of their right to advocacy.

YV VY VYY

Act in a manner that seeks to achieve an outcome acceptable to all parties.
See parent concern or complaint process (Appendix A)

How a concern or complaint will be handled:




1:1,
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» Complaints will be handled promptly, confidentially and in accordance with procedural
fairness.

» Person who is the subject of a complaint, who made a complaint or provided information in
the course of an investigation into a complaint shall not be subject to prejudice, intimidation,
and harassment or be subject to any detriment because of their involvement.

MONITORING:

» The school will establish and maintain a system to record and monitor complaints and their
resolutions.

» However, in the first instance, when the complaint is easily resolved on a telephone call or

brief meeting, a brief note in the school’s / principal’s / teacher’s diary recording the issue
and the resolution is enough.

EVALUATION:

The policy will be reviewed with as part of the school’s two-year review cycle

NABI e KAUKAB A. SHAHID

PRINCIPAL PRESIDENT
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APPENDIX A
PARENT CONCERN OR COMPLAINT PROCESS

Before
>

3

>

Step: 1 Clarify the issue (what is your concern or complaint?)
you approach the school or your child’s teacher:
Be clear about the topic or issue you want to discuss.
Focus on the things that are genuinely affecting your child.
Always remain calm and remember you may not have all the facts relating to the
circumstances of the topic or issue you wish to discuss.
Think about what would be an acceptable outcome for you and your child.
Be informed; check the department policies or guidelines, where relevant

Make an appointment to speak to the following people to help resolve the concern or complaint.

Go to........
Your child’s teacher The team leader if Vice Principal if your The Principal if your
if your concern your concerns concerns or concern or
relate to student involve students complaints relate to complaints relate to
learning and/or from other classes complex student school policy, school
specific student issues management, staff
incidents in the members, other
teacher’'s / child’s parents or very
group or grade. complex student
issues.

Step: 2- Review or investigation at school level
Ensures that all parties in a disputed complaint are aware of their entitlement to support
through an advocate. An advocate can be a fried or colleague or an unpaid support person
provided through an appropriate agency.
The class teacher or team leader, together with any others who may be involved, should be
given a reasonable amount of time to take steps required to resolve or address your
concerns. Remember, it may not always be possible to resolve an issue to your complete
satisfaction.
Staff will communicate the outcome of concerns and complaints, where possible to all
relevant parties.
If applicable, staff will work with you to establish an agreed plan of action and timeline.
The principal can reject a complaint that in their opinion is vexatious, or without substance,
or does not warrant further action.
Modifies other school policies and procedures as required as a result of addressing
concerns and complaints.

Your complaint has been resolved, dismissed Your complaint has not been resolved or
or addressed you are not satisfied with the resolution.

b
&

Step: 3 Contact may be made with the PRESIDENT
If you feel that your concern or complaint has not been dealt with satisfactorily, and after

P |
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speaking to the Principal you may contact the President of the school.
Step: 4 The Ministry of Education
» Contact with the department’s central office should only take place if all other steps have
not led to a satisfactory resolution. Where possible, all contact should be in writing.
» If it is clear that you have not followed the above steps, your letter (and your complaint)
will be sent to the Ministry of Education.
e e — - I:J =



APPENDIX A
PARENTS CONCERN OR COMPLAINT PROCESS

Step: 1 Clarify the issue (what is your concern or complaint?)

Before you approach the school or your child’s teacher:

’
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Be clear about the topic or issue you want to discuss.
Focus on the things that are genuinely affecting your child.

Always remain calm and remember you may not have all the facts relating to the
circumstances of the topic or issue you wish to discuss.

Think about what would be an acceptable outcome for you and your child.
Be informed; check the department policies or guidelines, where relevant

Make an appointment to speak to the following people to help resolve the concern or complaint.

Go to........
Your child’s teacher The team leader if Vice Principal if your The Principal if your
if your concern your concerns concerns or concern or
relate to student involve students complaints relate to complaints relate to
learning and/or from other classes complex student school policy, school
specific student issues management, staff
incidents in the members, other
teacher’'s [/ child’s parents or  very
group or grade. complex student
issues.

Step: 2- Review or investigation at school level

Ensures that all parties in a disputed complaint are aware of their entitlement to support
through an advocate. An advocate can be a fried or colleague or an unpaid support person
provided through an appropriate agency.
The class teacher or team leader, together with any others who may be involved, should be
given a reasonable amount of time to take steps required to resolve or address your
concerns. Remember, it may not always be possible to resolve an issue to your complete

atisfaction.
Staff will communicate the outcome of concerns and complaints, where possible to all
relevant parties.
if applicable, staff will work with you to establish an agreed plan of action and timeline.
The principal can reject a complaint that in their opinion is vexatious, or without substance,
or does not warrant further action.

Modifies other school policies and procedures as required as a result of addressing
concerns and complaints.

Your complaint has been resolved, dismissed

Your complaint has not been resolved or

or addressed you are not satisfied with the resolution.

i |



Step: 3 Contact may be made with the PRESIDENT
If you feel that your concern or complaint has not been dealt with satisfactorily, and after
speaking to the Principal you may contact the President of the school.

Y

Step: 4 The Ministry of Education
Contact with the department’s central office should only take place if all other steps have

not led to a satisfactory resolution. Where possible, all contact should be in writing.

N

» Ifitis clear that you have not followed the above steps your letter {(and your complaint) will
be sent to the Ministry of Education. Q
N
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5 SUPERVISION & SAFETY
POLICY
POLICY OBJECTIVE:

To ensure that PSS staff have an adequate awareness and understanding of their duty of care
obligations and responsibilities to provide adequate supervision to students.

To ensure that PSS staff conducts themselves at all times consistently with these legal obligations and
responsibilities.

POLICY STATEMENT:

Principal and teachers have a special duty of care in relation to their students to take steps that are
reasonable in the circumstances to protect students from risks of injury that should reasonably have
been foreseen. This duty includes the duty to provide an adequate system of supervision.

The duty is not to prevent injury in all circumstances. It is a duty to take reasonable steps to prevent
injury which is known or foreseeable. The question of what are reasonable steps will depend on the
individual circumstances of the case, and consideration of the following factors:

The probability that the harm would occur if care was not taken

5
» The likely seriousness of the harm

% The burden of taking precautions to avoid the risk of harm.
>

The social utility of the activity that creates the risk of harm.

The duty may, in some circumstances, extend outside school hours and outside the school premises.
This will depend on whether the relationship between staff and student extends to the individual
circumstances, whether the risk was known or foreseeable, and whether there were any reasonable
steps that could be taken to prevent the injury from occurring.

The duty is no-delegable, meaning that it could not be assigned to another party.

SUPERVISION POLICY:

The Vice Principal is responsible for ensuring that there is an adequate system of supervision in place
during school hours, before and after school, and on school excursions and camps.




B

Teachers and other school staff are responsible for following reasonable and lawful instructions from

the Principal, including instructions to provide supervision to students at specific dates, times and
places.

Before school & After School

Students must be supervised for a minimum of 20 minutes before and after school. This supervision
may include some or all of the following:

Monitoring of entry or exit points and/or designated pick up and drop off areas.
Supervision of the arrival and departure of school contract buses.
Yard supervision.

YV VY VY

Classroom supervision.

At PSS supervision at the beginning of the school day will commence at 6:30am. This supervision will

include a teacher on active duty on the asphalt area of the school and all classroom teachers in
classrooms.

Supervision at the end of the school day will be provided until 2:15pm. This supervision will include a

teacher on yard duty on the asphalt area of the school and a teacher supervising student and parent
in parking area.

If a parent, guardian drops off or otherwise arranges for a student to be on the school premises
before supervision commence at the beginning of the day, the Principal will, as soon as practicable,
follow up with the parent, guardian to

» Advise of the supervision arrangements before school, and
» Request that the parent, guardian or carer make alternate arrangement.

If a parent, guardian has failed to collect the student after school, the next step may include some or
all of the following:

» Attempting to contact the parents, guardian.
» Attempting to contact the emergency contacts.
> Placing the student in the out of school hours care program(if appropriate)

Classroom
The classroom teacher has ultimate responsibility for the supervision of all students in their care.
This duty cannot be delegated to external education providers’ parents or trainee teachers.

In addition, no student should be left unsupervised outside the classroom as withdrawl
consequences for misbehavior. Withdrawal from the classroom is only to occur in accordance with
the school’s policy.



-;I

If a teacher needs to leave the classroom unattended at any time during a lesson, he or she should
contact their buddy teacher or the PTI for assistance. The teacher should then wait until alternate
supervision is being provided prior to leaving the classroom.

Recess and Lunch times

The Principal is responsible for ensuring that students are adequately supervised during recess and

lunch. This involves designating areas in the yard, and developing a roster for staff to supervise
students in the designated area for the time indicated in the roster.

At PSS the Vice Principal is responsible for preparing and communicating the yard duty roster. The
designated yard duty areas for lunch breaks are as follows.

» A- Which include supervision of the senior playground and ensuring students do not go into
out of bounds areas behind the school.

» B-Including the canteen area and students toilet at the end of each Wing.

» C-Playing area inside the premises for junior classes.

Teachers who are rostered for duty must remain in the designated area until the end of the break
period, or until replaced a relieving teacher, whichever is applicable. During yard duty, supervising
teachers should be guided by the following:

» Inall yard duty area teachers are expected to methodically move around the area rather than
remain static in the one position. This increases the ability to appropriately monitor student
activity.

» Be alert and vigilant.

» Intervene if potentially dangerous behavior is observed in the yard.

% Enforce behavior standards and implement logical consequences for breaches of safety rules.

% Ensure that students who require first aid assistance receive it as soon as possible.

Late Arrival & Early Departure

The Principal will ensure that the school has a procedure in place for the safe collection and drop off
of students at school during school hours (e.g., late arrival or an early departure). This will include a
record of the date and time, the reason for the late arrival or early departure, and the person who
has authorized the late arrival or early departure.

Late arrival at PSS

> Children who arrive between 7:10am and 7:30am collect a Late Pass from the office and go

to class.

% Children who arrive after 7:30am collect a Late Pass from the office and have their names
and time of arrival recorded in the late book.

> The Principal, Class team or attendance officer will contact families of children who are
consistently or frequently late.

In relation to early departure from school, the procedure will also include:
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Persons collecting students prior to the end of the school day must attend the office and

complete an early leave form which must be presented to the classroom teacher prior to the
child leaving.

Y

Students will only be permitted to leave the school premises under the supervision of a
parent or another person authorized by parents to collect the student.

» if the person collecting the student is unknown to school staff and not listed as a contact on
the child’s enrolment form, school staff will request photo identification to verify the person’s
identity and check he/she is authorized on the child’s enrolment form to collect the child.

Visitors

The Principal will ensure that there is a procedure to monitor all visitors in the school. As a minimum
this procedure must require all visitors arriving and departing the school premises during school

hours to use a visitor's book to record their name, their signature, the date and time, and the
purpose of the visit.

At PSS the procedure is as follows:

» All visitors report to the office.
» Allvisitors must sign in and wear a visitor’s tag.
» All visitors must sign out when leaving the school.

ROLES & RESPONSIBILITIES:
The Principal will

» Regularly communicate the duty of care and supervision obligations and responsibilities to all
staff

> Regularly communicate the supervision arrangements to parents.

> Determine the level of student supervision to be provided to students in all of the
circumstances.

» Allocate specific responsibilities to staff members to provide the supervision that is required.

» Communicate the specific supervision responsibilities allocated to staff members.

» Regularly review the level of student supervision provided to students and make adjustments
as and when deemed appropriate.

» Regularly review the duty of care and supervision policy to ensure that it is consistent with
the school policy and advisory guide, and continues to meet the duty of care obligations and
responsibilities for all students.

Teachers and other staff will:

> Comply with the lawful and reasonable directions of the Principal.
» Comply with all department and school policies.
» Perform supervisory duties as required.




Parents, guardians and carers will

> Make appropriate arrangements for the transport, care and supervise students travelling to
and from school.

» Make appropriate arrangements for the care and supervision of students outside the times of
supervision before and after school.

» Comply with late arrival and early departure policies and other school based policies.

PROCEDURE FOR IMPLEMENTATION:
The principal will communicate this policy to all staff using the following mechanism:

» A copy of this policy will be provided to each member of staff in the staff handbook at the
first staff meeting at the commencement of the school year.

» New staff will be informed of this policy as part of the school’s induction program.

»> School staff will be directed to familiarize themselves with all relevant sections of the school
policy and advisory guide.

This policy will be included in the school policy handbook.

EVALUATION:

The policy will be reviewed annually or more often if necessary due to changes in legislation, policy
or local circumstances.

NABI MKAB ‘A. SHAHID

PRINCIPAL PRESIDENT
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VISOTORS

POLICY

S/

>

AIMS:

Rationale:

The department encourages schools to welcome parents and families as part of the school
community and support school in building partnership with the broader school community. In
developing such partnerships a range of visitors will be on school premises and all school are
required to have a policy and procedures in place for having visitors to the school.

The purpose of the policy is to assist the school to utilize visitors from the wider community
appropriately, safely and within department protocols.

DEFINITION:

A visitor is defined as any person seeking to enter the school within school hours (7:00 am to 1:00
pm) who is not an employee of the school or is not a current school student at the school.

Enrichment and specialist support and knowledge for students. E.g., speakers from industry,
music/drama performances.

Support for student health and well being. E.g., non-school based physiologists and
counselors, the police.

> Non-teaching support. E.g., trades people.

» Support in “special categories”. Appropriate special categories include the provision of
canteen services, fieldwork experiences for pre service teacher or community placements.

% Volunteers. For example, classroom helpers, interschool sport coaches etc.

IMPLEMENTATION:

% The school will require all visitors to report to the main administration office upon entering
the school premises.

» Visitors should enter the school through the main gate.

» Once at the office, visitors will be asked who they are, the purpose of their visit and who their

school contact is.




Once a reason for the visit has been established then they will sign the visitor’s book and be
given a visitors pass. This pass must be visibly displayed by the visitor at all times during their
visit.

At the end of the visit, the visitor will be asked to sign out and return the pass.

Any person entering the school during school hours who is not willing to comply with the
above mentioned visitors process will be asked to leave school grounds.

In the event of an evacuation, the visitor's book will be collected by the officer staff and
brought out to the evacuation assembly area.

The staff member who has brought the visitor in or is physically closest to the visitor will
assist the visitor with the evacuation as they would a student.

STAFF RESPONSIBILITIES:

YV YV

Ensure that visitors and their presentation/work in the school comply with department and
school level protocols.

Staff should inform the principal and office staff of any visitors they are having come to the
school, including the name, date, approximate time of the visit and a brief outline of the visit.
This should then be recorded in the school diary and on the staffroom term whiteboard, and
can then appear in the weekly planner/bulletin.

Ensure that the visitor is signed in and out and displaying a visitors pass.

Assist the visitor in knowing what to do in the event of an evacuation/lock down.

Staff must stop any person who is not wearing a visitors pass and direct them to the office.
The department’s requirements and guidelines relating to preparation, safety and duty of
care must be observed in the organization of all visitors. Whenever a student- teacher
relationship exists, the teacher has a special “duty of care”. As part of that duty, teachers are
required to supervise student adequately. This requires not only protection from known
hazards, but also protection from those that could arise(those that the teacher should have
reasonably foreseen) and against which preventative measures could be taken.

EXEMPTIONS TO THE VISITOR PROCESS:

Ve

Parents/guardians/relatives coming to collect student early (before 1:00 pm) will be required
to report to the front office to sign the student out, collect a signed pass from the office staff
to take to the classroom teacher and collect the student.

Parents/guardians/relatives coming to collect students for normal pick-up at home time
entering the school grounds between 12:40pm to 1:00 pm to wait for the home time bell will
not need to follow the sign in process.

Emergency services people attending the school as a result of a current emergency e.g.,
school fire, injured student requiring an ambulance will be exempt from following the policy
as the first priority is dealing with the emergency call out.

i



» Pre service teachers and people on placement will be considered as staff for the duration of
their placement. They will not be expected to sign in and out of the school each day.

» Trade people working before or after the school hours will not be expected to use the sign in
process. They will however, have to report to the administration office to let the principal,
assistant principal or business manager know of their presence in the schoo.

VISITING SPEAKERS:

» Visiting speakers are in a particularly privileged situation in that they have the opportunity to
directly influence students. School should ensure that the content of presentations and
addresses will make a positive contribution to the development of students’ knowledge and
understanding.

» Decisions about whether to proceed with a particular presentation rest with the principal or
delegated staff member(s) after a suitable investigation has been conducted. A common
sense approach is best with the welfare of students being paramount when deciding on the
use of a guest speaker.

THE DELEGATED STAFF MEMBER:

» The delegated staff member can be the team leader, another staff member with experience
in the subject or assistant principal. '

» If there is any concern about the subject matter/content covered during a presentation then
the teacher should inform the assistant principal / principal as soon as possible. If the matter/
subject content is likely to cause controversy then it may be necessary to give parents prior
written warning.

EVALUATION:

The policy will be reviewed as part of the school’s three-year review cycle.

The policy was last ratified by school BOT in ....
February 2017

NABILA KAUKAB M.A. SHAHID

PRINCIPA PRESIDENT
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(-2 PAK SHAMAA SCHOOL, DOHA-QATAR
©)

POLICY

-/

ACCEPTANCE OF THE FEES POLICY TERMS AND CONDITIONS:

The signature of the parent on the Registration Form indicates that this policy has been read and its
terms accepted.
Fees are assessed in accordance with the fee structure established by the school and approved by

the Ministry of Education and Higher Education. They will be reviewed annually and are subject to
increases. PSS School Qatar will endeavor to give at least one term’s notice of any changes to the
tuition fees and additional charges.

ADMISSION FEES & TUITION FEES:

Admission fee and Tuition fee will be charged as per the schedule attached here with which is
approved and received form the Ministry of Education and Higher Education for session 2023-24.

NOTE: External examination fees are payable in addition to the Tuition Fees for all students in
Grade 9 to 12.

They will be charged as per the requirement of FBISE. Additional fees might be payable by students
who enroll late and are expected to sit in exams, as well as for students who may be entered for
additional subjects. These fees are non-refundable. PSS may amend these fees if examination bodies
increase the exam charges. Failure to pay examination fees will be understood as an indication that
the student is not intending to sit those examinations and will be withdrawn.

Additional fees will be due for students re-taking any Grade 9 to 12 subject exam or requesting re-
marks. Fees and charges are applicable per student. No discount will apply for siblings.

OTHER CHARGES:

Capital Fund: PSS does not charge any additional fees for capital funds or building development.
Losses and Damages: charges will be raised on an individual basis for damage to School property,
loss of school books, loss of learning equipment, etc. This list is not comprehensive. Additional
charges will be discussed with parents in advance.

Field trips: school field trips are not included in the fees; they will be charged separately and will be
paid in cash.

Transportation Fees: Bus fee will be charged according to the schedule of bus fee attached

herewith.




PAYMENT SCHEDULE:

PSS is charging fee on monthly basis as well as term wise and parents will receive invoice as they
deposit the fee their ward/child. Invoices must be settled in full within the due date i.e., 10% of each
month. Fees not paid in full by the due date will be subject to our debt collection procedures and
can put a child’s place at school at risk.

Late Payment and Right to Refuse Admittance: Parents remain responsible for ensuring that all fees
due are paid to retain school places for their children at PSS, whether they pay the fees, or are
supported by a Voucher or company/sponsor allowance scheme.

PSS reserves the right to withdraw the place(s) and to withhold any references, reports, or transfer
certificates while fees remain unpaid or when there is a persistent default in relation to the payment
fee. Students may not be allowed to sit in the next class unless dues for the previous year are settled

and his/her name will be blocked in the system.

PAYMENT OPTIONS
All payments are to be made via Cash Office. We offer the following methods of payment:
1. Parents can submit the fee of their child in school’s cash office during following working
hours.

Morning Evening

Sunday to Thursday 7am to 1pm 4pm to 6pm

Saturday 7am to 12 Noon

Bank Transfer {wire transfer)

Please quote the student’s name or invoice number when making a bank transfer
Bank Details
1. Bank Name: The Commercial Bank of Qatar

Bank Address: Doha, Qatar

Company Name: Pak Shamaa School

IBAN: QA11CBQACO000000453066231001

Swift Code: CBQAQAQA

Bank Name: Qatar islamic Bank (QIB)

Bank Address: Doha, Qatar

Company Name: Pak Shamaa School

IBAN: QA11CBQA000000000151159290029
Please note that any bank charges incurred by payment of your child's school fees will be
debited to your child's school fees account and further payment will be required to clear the
account
A copy of the deposit slip or bank transfer has to be delivered to the Cash Office or sent by
email to: admingatar@sek.ga with the invoice number and student’s name.

Payment by Cheque

Please make cheques payable to “PAK SHAMAA SCHOOL” and delivered to Finance office.




WITHDRAWN

in order to help the school, manage its enrolments efficiently, it is essential that parents give the
Admissions department at least one month’s written notice of withdrawal.

PSS reserves the right to withdraw an already registered student when any or all of the following
conditions apply:
» the student’s learning needs cannot be met given the available resources
the student’s presence in the class has an ongoing negative impact on her/his classmates
the student’s behavior is determined to have a detrimental impact on the school community
the student’s attendance record is unacceptable

If a student is required to withdraw from PSS due to any of the above reasons, tuition refund will be
applicable on a pro rata basis of 12 months.

FEE CANCELATION POLICY

For those enrolling after the start of the school year and withdrawing before the end of school year,
annual tuition fees will be prorated in 12 months.

For families who wish to withdraw their child from the school, one month’s notice is required.
Without the required notice, all fees for the following term are payable,

-A refund of school fees cannot be claimed for casual absence, sickness, holidays periods of
exclusion or other circumstances as judged by the school,

-If a student leaves the school temporarily (subject to the Head of School’s approval), fees covering
the withdrawal period must be fully paid.

-The student’s name will NOT be deactivated from the Ministry of Education and Higher Education
Students Information System (NSIS) until all due fees are paid upon him/her leaving the school;
hence the student will not be able to register in any other school in Qatar

TERMS
For more information on paying fees and deposits, or to arrange any other method of payment

’

please contact the school’s AGA Department pakshamaaschool@gmail.com

o

EVALUATION:

The policy will be reviewed with whole staff, students, parents and community input as part of the
school’s annual review cycle

NABILA KAUKAB M.A. SHAHID

PRINCIPAL PRESIDENT
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ADMISSION

Rationale:

To get the knowledge and be literate is the right of every child and the responsibility of every
parent. So MOE has made it mandatory for every parent to be educating their child from 3 years to
19 years. For getting proper education every child must be admitted in a school, for that purpose
school must have an admission policy.

STEPS OF ADMISSION:

First: - Online Registration for students is opened during March and Last week of
August every year.

Second: - The school should decide the mechanism of registration and it should be
announced.

Third: - It sets the age for each level as per Ministry of Education’s Rule and table
attached herewith.

Fourth: - Conduction of Entry Test.




IMPLEMENTATION:
For new admission/registration of the students, following steps will be taken:

» Parents will fill up the admission clearance slip, provided to them by the
receptionist. It will be ensured that the spelling of name should be correct in
accordance with the passport copy.

After filling the clearance slip, it will be taken to IT office for admission
eligibility to meet the requirement of Ministry of Education.
After clearance from IT, it will be given to the receptionist for the entrance
test.

> The result of the entrance test will be announced within one or two days and
reception staff will call the concerned parents about it.
In case a child does not pass or fails in admission test, school may provide a
chance to re-test the student after one week.
After getting the result, if the student has passed, then the parents can decide
whether they want to enroll their child in the school or not.

- After deciding, parents will be required to submit all the documents needed

which are as below:
Student Passport copy
Student QID copy
Father’s Passport Copy
Father's QID copy

Birth Certificate Copy
Health Certificate Copy
School Leaving Certificate

v
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Letter of Employment of father
On transfer basis of SSC or HSSC students, ‘no objection certificate’ is required
in case they come from other than Federal Board of Intermediate and
Secondary Education, Islamabad.

- On the basis of result/documents, the Principal’s decision for admission will be
final.




FEE CONCESSION:

» In case of sibling half fee concession will be granted to fourth (4t) child / or full
fee concession may be granted depending upon the situation and
management decision.

» If any parent give application for fee concession the management may grant

full or half fee concession to needy people depending upon the circumstances.
» Half fee concession will be granted to staff’s children.

NOTE: all the fee concession case will be reviewed at the start of each session and
will be extended or cancelled depending upon the circumstances for next session.

AGE LIMIT:

KG1, KG2 and Primary: (Grade system Pakistani)

Age
Class . a Maximum Age
Minimum Age Day Month

Pre School 3 29 11

KG1 4 29 11

KG2 29 11

Grade 1 29 11

Grade 2 29 11

Grade 3 29 11

Grade 4 29 11

Grade 5 29 11

Grade 6 29 11




The Preparatory and Secondary Stage: (Grade System Pakistani)

Age

Class . Maximum Age
Minimum Age Day Month

Grade 7 12 29 11

Grade 8 13 29 11

Grade 9 14 29 11

Grade 10 13 29 11

Grade 11 16 29 11

Grade 12 29 11

All students who passed in the previous level in secondary should directly go to the
next level.

EVALUATION:

The policy will be reviewed as part of the school’s yearly review cycle.

NABILA KAUKAB M.A. SHAHID

PRINCIPAL 7 PRESIDENT
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POLICY

Rationale:

A uniform dress code reinforces in students a pride in their own appearance, instills recognition of
themselves as an integral part of the school community, and assists in developing pride in

representing their school. Issues of equality, health and safety and expense are also factors that
contribute to the establishment of the dress code.

AlMS:

To promote equality amongst all students.

YV

Y

A

To further develop a sense of pride in, and identification with our school.
To provide durable clothing that is cost effective and practical for our school environment.
To maintain and enhance the positive image of the school in the community.

IMPLEMENTATION:

After consultation with the school community school council has developed a dress code that
we believe provides choices for the students, allows for students to safely engage in the many
varied school activities, and caters for the financial constraints of families.

The dress code applies during school hours, while traveliing to and from school, and when
students are on school excursions.

The uniform is required to be worn.

Stud earrings, plus watches and small religious pendant- tucked into clothing are the only
acceptable jewellery.

Extreme hair colors (e.g., green, pink or purple rinses) and/or extreme hairstyles (e.g., spikes
or Mohawks) are not permitted.

Other than clear nail polish, cosmetics may not be worn at school.



A7

The student dress code, including details of uniform items and places of purchase are
attached herewith are provided to all students at the time of admission.

# The school council requires the principal be responsible for implementation of the dress code
in a consistent manner.

Parents seeking exemption to the dress code due to religious beliefs, ethic or cultural
background, student disability, health condition or economic hardship must apply in writing
to the school council for consideration.

A

EVALUATION:

The policy will be reviewed as part of the school’s three-year review cycle
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NABILA KAUKAB

PRINCIPAL ¢ PRESIDENT




291 (Al ANAY Gl

2025-2026 (oo8¥1 alall

a1, 5ga81 oLt
Ol igsnsg oMl LY 3890 gulys ple iy lemtll coulol daad Il duyte oot

edaidlg dw Al 35139 e 239 LQSJ}AS’I eldo¥ é)‘:&” Sldl Lole o Sacoes

[PV 1 (PY DRI (P P 00 [ PYCA VPN
Araglazll Acleall e cnaslall plisd 5ygyng pulaill Aecals Silidly cli¥ll ducys @
Ayuall il ae alisl Jolailly Al SLSeludi L) @
Ayl Bloj 1 calill plally izl @
Ayl Slyl8 e baiiall deLaaa¥l L o Ladds ol copaill JHizul pus  ®
parent Code of Ethics
Academic year 2025-2026

Dear parents
Pak Shamaa School presents you with its best regards and wishes its students a successful
academic year. We are pleased to inform you of the Ethical Charter for Parents as stated by

the Ministry of Education.

® Educating sons and daughters about the importance of education and the need to respect those in

charge of the educational process.
® Demonstrate positive behaviors and deal respectfully with school members.
® Adhere to the appropriate appearance when visiting the school.

® Do notexploit your job position or social status to put pressure on the school’s decisions.

Approv
Ministry of Education
State of Qatar
P.0.Box: 22579

Our Vision

Provide safe and supportive learning environment with Islamic ideology where students can become independent

lifelong learners and responsible citizens.
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Student Code of Ethics
Academic year 2025-2026

As a student, | undertake to:

e | adhere to the correct teachings of religion and moral values.

e To respect teachers and those in charge of the educational process.

e To respect and abide by school work rules.

e To deal with my colleagues in a spirit of tolerance and mutual respect.

e To be considerate of the feelings of others and offer them assistance when needed.
e To use polite words in my daily dealings with my family, colleagues and friends.

e To accept the opinions of others and stay away from intolerance.

e To be honest and trustworthy.

e To respect and appreciate myself without arrogance, as | respect others.

e To resort to negotiation and dialogue to resolve my differences without resorting to W

violence.
e To deal with the school building, furniture and tools in the school wil¥cg
belong to me and those after me.

Iintstry of Education
State of Qatar
P.0.Box: 22579 /

Our Vision maa%('a
Provide safe and supportive learning environment with Islamic ideology where students Carheeam@Tndependent
lifelong learners and responsible citizens.




