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5.9 : Attendance/ Late Arrivals/ Early Exits and Collections

Attendance:
Teachers have the responsibility to promote regular class attendance and he/she will inform
Parents/Guardians when an attendance problem exists. Teachers also will explain to students that
every absence is a concern since every class, lesson, and activity is important in the learning plan of
each course. Learning is maximized and desirable behaviour patterns are developed when a student
attends school regularly and arrives in classes punctually. Absences are either approved (usually for
medical purposes only) or not approved. Please note that for reporting purposes all absences are
counted regardless of them being approved or not approved. The symbols used are as follows:
x

Present: back slash /

x

Absent : a circle,

x

Late: a circle with a L in it

and in case of medical leave,

M

L

Late arrivals and collections :
1. Children can start arriving in school at 6.45 a.m. The school day begins at 7.00 a.m. Ideally, the
children should be in school at 6.45 a.m. so they can prepare for the school day. They need to
put away their jackets, lunch boxes and get settled with all their equipment and books ready for
the start of the day.
2. The registers are taken at 7.00 a.m. Any student arriving after 7:00a.m is considered late. If a
bus rider comes late, due to some problem with the bus, he/she should not be marked as late.
3. With reference to the Primary School, those children who arrive after 7.10am must be
accompanied by a Parent/Guardian to the office to be signed in and fill out the late arrival slip.
Students are not permitted to sign themselves in, nor are they permitted into class without the
authorisation given by the administrator.
4. Children need to be collected from school on time. The school doors will be locked at 2.30 pm.
Staff and admin secretary on duty should fill the Late Duty procedure Book before signing out.
Parents should also note that after 3pm there is no teaching or admin staff left in the school and
students will be kept with the male security guards at their own risk. At 4:30 there is no staff left
in the school whatsoever and any child still in the school at 4:00 will be taken to the Family
Consulting Centre or the nearest police station.
5. In case of student frequently collected late from the school, social worker will call and advise
the parents.
Time is a very valuable and important concept which we need to nurture and develop within our
children. The importance of punctuality and time management is essential if we want our children to
be successful individuals.
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Early Exits
1. Early exits are strongly discouraged. Any exit before 1:30 p.m. is considered early exit.
2. Parents/Guardians are required to fill an Early Exit Form which should be signed by V.P or
Principal for approval.
3. The early exits that are not approved are counted and mentioned in End of Term Report.

Note: School administration monitors the attendance on a monthly basis. A notification is sent
in case of 5 or more not approved absences, late arrivals or early exits in a month. Parents will
be called in to school to meet with the head if there are 5 late arrivals or early exits within 6
weeks.
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 :5.9ﺳﻴﺎﺳﺔ ﺍﻟﺤﻀﻮﺭ /ﺍﻟﻮﺻﻮﻝ ﺍﻟﻤﺘﺄﺧﺮ ﻭﺍﻟﺘﺠﻤﻌﺎﺕ
ﺍﻟﺤﻀﻮﺭ:
ﺍﻟﻤﻌﻠﻤﻮﻥ ﻋﻠﻴﻬﻢ ﻣﺴﺆﻭﻟﻴﺔ ﺗﻌﺰﻳﺰ ﺍﻟﺤﻀﻮﺭ ﺍﻟﻤﻨﺘﻈﻢ ﻟﻠﺼﻒ ﻭﺃﻧﻪ ﺳﻴﺘﻢ ﺇﻋﻼﻡ ﺍﻷﻫﻞ ﻭﺍﻷﻭﺻﻴﺎء ﻋﻨﺪ ﻭﺟﻮﺩ ﻣﺸﻜﻠﺔ ﻓﻲ ﺍﻟﺤﻀﻮﺭ  .ﻭ
ﺍﻟﻤﻌﻠﻤﻮﻥ ﺃﻳﻀﺎ ﺳﻮﻑ ﻳﻮﺿﺤﻮﻥ ﻟﻠﻄﻼﺏ ﺃﻥ ﻫﻨﺎﻙ ﺗﺤﻔﻆ ﻋﻠﻰ ﺍﻟﻐﻴﺎﺏ ﻷﻥ ﻛﻞ ﺻﻒ ﻭ ﺩﺭﺱ ﻭﻧﺸﺎﻁ ﻣﻬﻢ ﻓﻲ ﺧﻄﺔ ﺍﻟﺘﻌﻠﻢ ﻓﻲ ﻛﻞ
ﺩﻭﺭﺓ ،ﻭﻳﺤﺪﺩ ﺍﻟﺤﺪ ﺍﻷﻗﺼﻰ ﻣﻦ ﺍﻟﺘﻌﻠﻢ ﻭ ﺗﻄﻮﻳﺮ ﺃﻧﻤﺎﻁ ﺍﻟﺴﻠﻮﻙ ﺍﻟﻤﺮﻏﻮﺏ ﻓﻴﻪ ﻋﻨﺪﻣﺎ ﻳﺤﻀﺮ ﺍﻟﻄﻼﺏ ﺇﻟﻰ ﺍﻟﻤﺪﺭﺳﺔ ﺑﺎﻧﺘﻈﺎﻡ ﻭ
ﻳﺼﻠﻮﻥ ﺇﻟﻰ ﺍﻟﺼﻔﻮﻑ ﻓﻲ ﺍﻟﻤﻮﺍﻋﻴﺪ ﺍﻟﻤﺤﺪﺩﺓ.ﺃﻣﺎ ﺍﻟﻤﻮﺍﻓﻘﺔ ﻋﻠﻰ ﺍﻟﻐﻴﺎﺏ )ﻭﻋﺎﺩﺓ ﻷﺳﺒﺎﺏ ﻁﺒﻴﺔ ﻓﻘﻂ( ﺃﻭ ﻋﺪﻡ ﺍﻟﻤﻮﺍﻓﻘﺔ  .ﻳﺮﺟﻰ
ﻣﻼﺣﻈﺔ ﺃﻧﻪ ﻓﻲ ﻛﺘﺎﺑﺔ ﺍﻟﺘﻘﺎﺭﻳﺮ ﻳﺤﺴﺐ ﻛﻞ ﺍﻟﻐﻴﺎﺏ ﺑﻐﺾ ﺍﻟﻨﻈﺮ ﻋﻦ ﺣﺼﻮﻟﻬﻢ ﻋﻠﻰ ﺍﻟﻤﻮﺍﻓﻘﺔ ﻋﻠﻰ ﺍﻟﻐﻴﺎﺏ ﺃﻭ ﻋﺪﻡ ﺍﻟﻤﻮﺍﻓﻘﺔ .
ﺍﻟﺮﻣﻮﺯ ﺍﻟﻤﺴﺘﺨﺪﻣﺔ ﻫﻲ :

ﺍﻟﺤﻀﻮﺭ / :
ﺍﻟﻐﻴﺎﺏ :
ﺍﻟﺘﺄﺧﻴﺮ :

ﻭ ﻓﻲ ﺣﺎﻟﺔ ﺍﻟﻐﻴﺎﺏ ﺍﻟﻤﺮﺿﻲ

M

L

ﺳﻴﺎﺳﺔ ﺍﻟﺤﻀﻮﺭ ﻭﺍﻟﻮﺻﻮﻝ ﻣﺘﺄﺧ ًﺮﺍ:
-1

-2
-3

-4

-5

ﻳﺒﺪﺃ ﺍﻷﻁﻔﺎﻝ ﺑﺎﻟﻮﺻﻮﻝ ﺇﻟﻰ ﺍﻟﻤﺪﺭﺳﺔ ﻓﻲ ﺍﻟﺴﺎﻋﺔ  06:45ﺻﺒﺎﺣً ﺎ ،ﻭﻳﺒﺪﺃ ﺍﻟﻴﻮﻡ ﺍﻟﺪﺭﺍﺳﻲ ﻓﻲ  7:00ﺻﺒﺎﺣً ﺎ ﻭ ﺗﺒﺪﺃ ﺍﻟﻔﺘﺮﺓ
ﺍﻷﻭﻟﻰ ﻓﻲ  7.00ﺻﺒﺎﺣً ﺎ  .ﻣﻦ ﺍﻟﻨﺎﺣﻴﺔ ﺍﻟﻤﺜﺎﻟﻴﺔ ،ﻳﻨﺒﻐﻲ ﺃﻥ ﻳﻜﻮﻥ ﺍﻷﻁﻔﺎﻝ ﻓﻲ ﺍﻟﻤﺪﺭﺳﺔ ﻓﻲ ﺍﻟﺴﺎﻋﺔ  6.45ﺣﺘﻰ ﻳﺘﻤﻜﻨﻮﺍ ﻣﻦ
ﺍﻻﺳﺘﻌﺪﺍﺩ ﻟﻠﻴﻮﻡ ﺍﻟﺪﺭﺍﺳﻲ .ﻓﻬﻢ ﺑﺤﺎﺟﺔ ﺇﻟﻰ ﺗﺮﺗﻴﺐ ﺳﺘﺮﺍﺗﻬﻢ  ،ﻭﺻﻨﺎﺩﻳﻖ ﺍﻟﻐﺪﺍء ﻭ ﻳﻜﻮﻧﻮﺍ ﻣﺴﺘﻌﺪﻳﻦ ﺑﺄﺩﻭﺍﺗﻬﻢ ﻭﻛﺘﺒﻬﻢ ﻟﺒﺪء
ﺍﻟﻴﻮﻡ.
ﻳﺘﻢ ﺍﺣﺘﺴﺎﺏ ﺍﻟﺤﻀﻮﺭ ﻭﺍﻟﻐﻴﺎﺏ ﻋﻨﺪ ﺍﻟﺴﺎﻋﺔ  07:00ﺻﺒﺎﺣﺎ ﺃﻱ ﻁﺎﻟﺐ ﻳﺄﺗﻲ ﺑﻌﺪ ﻫﺬﺍ ﺍﻟﻮﻗﺖ ﻳﺤﺘﺴﺐ ﻣﺘﺄﺧﺮﺍ ﺃﻣﺎ ﺑﺎﻟﻨﺴﺒﺔ
ﻟﻄﻼﺏ ﺍﻟﺤﺎﻓﻠﺔ ﺇﺫﺍ ﺣﺼﻞ ﺃﻱ ﺗﺄﺧﻴﺮ ﻧﺘﻴﺠﺔ ﻷﻱ ﻅﺮﻑ ﻓﻲ ﺍﻟﺤﺎﻓﻠﺔ ﻓﻼ ﻳﺤﺘﺴﺐ ﺃﻧﻬﻢ ﻣﺘﺄﺧﺮﻭﻥ.
ﺑﺎﻹﺷﺎﺭﺓ ﺇﻟﻰ ﻁﻼﺏ ﺍﻟﻤﺮﺣﻠﺔ ﺍﻻﺑﺘﺪﺍﺋﻴﺔ ﺍﻟﺬﻳﻦ ﻳﺼﻠﻮﻥ ﺑﻌﺪ  07:10ﺻﺒﺎ ًﺣﺎ ﺇﻟﻰ ﺍﻟﻤﺪﺭﺳﺔ ﻳﺠﺐ ﺃﻥ ﻳﻜﻮﻧﻮﺍ ﻓﻲ ﺻﺤﺒﺔ ﻭﻟﻲ
ﺍﻷﻣﺮ ﺣﺘﻰ ﻳﺘﻢ ﺍﻟﺘﻮﻗﻴﻊ ﻋﻠﻰ ﻭﺭﻗﺔ ﺍﻟﻮﺻﻮﻝ ﻣﺘﺄﺧﺮﺍً ،ﻭﻻ ﻳﺴﻤﺢ ﻟﻠﻄﻼﺏ ﺑﺎﻟﺘﻮﻗﻴﻊ ﺑﺄﻧﻔﺴﻬﻢ  ،ﻭﻻ ﻳﺴﻤﺢ ﻟﻬﻢ ﺑﺪﺧﻮﻝ ﺍﻟﺼﻒ
ﺩﻭﻥ ﺍﻟﻤﻮﺍﻓﻘﺔ ﻣﻦ ﻗﺒﻞ ﺍﻟﻤﺴﺆﻭﻝ
ﻳﻨﺒﻐﻲ ﺍﻟﺤﻀﻮﺭ ﻻﺻﻄﺤﺎﺏ ﺍﻷﻁﻔﺎﻝ ﻓﻲ ﺍﻟﻮﻗﺖ ﺍﻟﻤﺤﺪﺩ ﻟﻨﻬﺎﻳﺔ ﺍﻟﻴﻮﻡ ﺍﻟﺪﺭﺍﺳﻲ .ﺗﻐﻠﻖ ﺃﺑﻮﺍﺏ ﺍﻟﻤﺪﺭﺳﺔ ﻓﻲ ﺗﻤﺎﻡ ﺍﻟﺴﺎﻋﺔ
 02:30ﻣﺴﺎء ﻭﻳﺠﺐ ﻋﻠﻰ ﻣﻮﺍﻅﻒ ﺍﻟﻤﻨﺎﻭﺑﺔ ﺍﻟﻤﺘﺄﺧﺮﺓ ﺍﻟﺘﻮﻗﻴﻊ ﻓﻲ ﺩﻓﺘﺮ ﺇﺟﺮﺍءﺍﺕ ﺍﻟﺘﺄﺧﻴﺮ ﻭﻣﻞء ﺍﻟﺒﻴﺎﻧﺎﺕ ﺍﻟﻤﻄﻠﻮﺑﺔ
،ﻭﻳﻨﺒﻐﻲ ﻋﻠﻰ ﺍﻵﺑﺎء ﺃﻳﻀﺎ ﺃﻥ ﻳﻌﻠﻤﻮﺍ ﺃﻧﻪ ﻟﻦ ﻳﺘﻮﺍﺟﺪ ﻣﻌﻠﻤﻮﻥ ﺃﻭ ﻣﺸﺮﻓﻮﻥ ﺑﻌﺪ ﺍﻟﺴﺎﻋﺔ  03:00ﻣﺴﺎ ًء ﻭﺳﻮﻑ ﻳﺘﺮﻙ
ﺍﻟﻄﻼﺏ ﻣﻊ ﺍﻷﻣﻦ ﻭﻳﻨﺒﻐﻲ ﺍﻟﻌﻠﻢ ﺃﻥ ﺑﻌﺪ ﺍﻟﺴﺎﻋﺔ  4:30ﻻ ﻳﺘﻮﺍﺟﺪ ﺃﻱ ﺷﺨﺺ ﻓﻲ ﻣﺒﻨﻲ ﺍﻟﻤﺪﺭﺳﺔ.ﻭﺇﺫﺍ ﺗﺮﻙ ﺃﻱ ﻁﻔﻞ ﺣﺘﻰ
ﺍﻟﺴﺎﻋﺔ  04:00ﻣﺴﺎ ًء ﺳﻮﻑ ﻳﺆﺧﺬ ﻟﻤﺮﻛﺰ ﺍﻻﺳﺘﺸﺎﺭﺍﺕ ﺍﻟﻌﺎﺋﻠﻴﺔ ﺃﻭ ﺇﻟﻰ ﺃﻗﺮﺏ ﻣﺮﻛﺰ ﺷﺮﻁﺔ .
ﻓﻲ ﺣﺎﻟﺔ ﺍﻟﻐﻴﺎﺏ ﺍﻟﻤﺘﻜﺮﺭ ﺳﻴﺘﻢ ﺍﻷﺗﺼﺎﻝ ﺑﺄﻭﻟﻴﺎء ﺍﻷﻣﻮﺭ ﻣﻦ ﻗﺒﻞ ﺍﻷﺧﺼﺎﺋﻲ ﺍﻷﺟﺘﻤﺎﻋﻲ ﻟﻤﻨﺎﻗﺸﺔ ﺍﻷﻣﺮ ﻭﺍﻟﻨﺼﺢ ﺑﻌﺪﻡ
ﺗﻜﺮﺍﺭ ﺍﻟﺘﺄﺧﻴﺮ.

ﺇﻥ ﻣﻔﻬﻮﻡ ﺍﻟﻮﻗﺖ ﻗﻴﻢ ﻭﻣﻬﻢ ﻳﺠﺐ ﻋﻠﻴﻨﺎ ﺃﻥ ﻧﺮﺑﻲ ﺃﺑﻨﺎءﻧﺎ ﻋﻠﻰ ﺍﻟﺤﻔﺎﻅ ﻋﻠﻴﻪ  .ﻓﺄﻫﻤﻴﺔ ﺍﻻﻧﻀﺒﺎﻁ ﻭﺇﺩﺍﺭﺓ ﺍﻟﻮﻗﺖ ﺿﺮﻭﺭﻱ ﺇﺫﺍ
ﺃﺭﺩﻧﺎ ﺃﻥ ﻳﻜﻮﻥ ﺃﺑﻨﺎﺅﻧﺎ ﺃﻓﺮﺍﺩًﺍ ﻧﺎﺟﺤﻴﻦ .
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ﺍﻟﺨﺮﻭﺝ ﺍﻟﻤﺒﻜﺮ:
 -1ﻻ ﻳﻨﺼﺢ ﻭﺑﺸﺪﺓ ﺍﻟﺨﺮﻭﺝ ﺍﻟﻤﺒﻜﺮ ﻟﻠﻄﻼﺏ .ﺃﻱ ﺧﺮﻭﺝ ﻗﺒﻞ ﺍﻟﺴﺎﻋﺔ  1:30ﻣﺴﺎ ًء ﻳﻌﺘﺒﺮ ﺧﺮﻭﺟﺎ ﻣﺒﻜﺮﺍ.
 -2ﻳُﻄﻠﺐ ﻣﻦ ﺍﻵﺑﺎء  /ﺃﻭﻟﻴﺎء ﺍﻷﻣﻮﺭ ﻣﻞء ﻧﻤﻮﺫﺝ ﺍﻟﺨﺮﻭﺝ ﺍﻟﻤﺒﻜﺮ ﺍﻟﺬﻱ ﻳﺠﺐ ﺃﻥ ﻳﻮﺍﻓﻖ ﻭﻳﻮﻗﻊ ﻋﻠﻴﻪ ﻧﺎﺋﺐ ﺍﻟﻤﺪﻳﺮ ﺃﻭ ﺍﻟﻤﺪﻳﺮ.
 -3ﻳﺘﻢ ﺣﺴﺎﺏ ﺍﻟﺨﺮﻭﺝ ﺍﻟﻤﺒﻜﺮ ﺍﻟﺬﻱ ﻟﻢ ﺗﺘﻢ ﺍﻟﻤﻮﺍﻓﻘﺔ ﻋﻠﻴﻪ ﻭﺍﻟﻤﺸﺎﺭ ﺇﻟﻴﻪ ﻓﻲ ﺗﻘﺮﻳﺮ ﻧﻬﺎﻳﺔ ﺍﻟﻔﺼﻞ ﺍﻟﺪﺭﺍﺳﻲ.
ﻣﻼﺣﻈﺔ :ﺗﺮﺍﻗﺐ ﺇﺩﺍﺭﺓ ﺍﻟﻤﺪﺭﺳﺔ ﺍﻟﺤﻀﻮﺭ ﻋﻠﻰ ﺃﺳﺎﺱ ﺷﻬﺮﻱ ﻭﻳﺘﻢ ﺇﺭﺳﺎﻝ ﺇﺷﻌﺎﺭ ﻓﻲ ﺣﺎﻟﺔ ﺍﻟﻐﻴﺎﺏ ﺃﻭ ﺍﻟﻮﺻﻮﻝ ﺍﻟﻤﺘﺄﺧﺮ ﺃﻭ
ﺍﻟﺨﺮﻭﺝ ﺍﻟﻤﺒﻜﺮ ﻓﻲ ﻏﻀﻮﻥ ﺷﻬﺮ ﻟﻌﺪﺩ ﺧﻤﺲ ﻣﺮﺍﺕ ﺃﻭ ﺃﻛﺜﺮ ﻏﻴﺮ ﻣﻌﺘﻤﺪﺓ ﻣﻦ ﻗﺒﻞ ﺍﻟﻤﺪﺭﺳﺔ  .ﺳﻴﺘﻢ ﺍﺳﺘﺪﻋﺎء ﺃﻭﻟﻴﺎء ﺍﻷﻣﻮﺭ ﺇﻟﻰ
ﺍﻟﻤﺪﺭﺳﺔ ﻟﻤﻘﺎﺑﻠﺔ ﺍﻟﻤﺪﻳﺮﺓ ﺇﺫﺍ ﺗﻜﺮﺭ ﻭﺿﻊ ﺍﻟﻮﺻﻮﻝ ﻣﺘﺄﺧﺮ ﺃﻭ ﺍﻟﺨﺮﻭﺝ ﻣﺒﻜﺮ ﺧﻤﺲ ﻣﺮﺍﺕ ﺧﻼﻝ  6ﺃﺳﺎﺑﻴﻊ.

