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5.4 :Incentive and Promotion Policy
Rationale:
Iqra English Schools believe that a clear Incentive and Promotion Policy plays a key role in a
positive employment relationship. It is the goal of the school that staff employed by Iqra English
Schools feel valued and recognised; and that they are able to be productive and experience job
satisfaction so that good staff are retained.
People change jobs for a variety of reasons, including factors outside the control of the employer
such as location or family commitments. However, dissatisfaction in the work place is the main
reason why people change jobs. The following are some of the ways used at Iqra to ensure that staff
is motivated to perform at their best:
o Clear expectations through a known organizational structure, clear Job descriptions, detailed
policies and procedures in the Staff Handbook etc.
o Good communication through memos, SMS, WhatsApp groups, meetings and the personal
touch.
o Realistic workloads through shared planning, guidance and support mechanisms, availability of
resources, and monitoring and evaluation of teams, individuals and programs.
o Provision of Training and Development Opportunities; allowing the staff identify their own
training needs through individual professional development plans, in particular the coaching,
mentoring, training and other support required to successfully fulfill the tasks of the job.
o Empowerment through consultation with staff formally and informally about matters within the
school and ensuring staff opinions are carefully considered within the decision making process.
o Preventing low staff morale by creating a team atmosphere and not allowing negativity to
infiltrate the positive team spirit and not allowing individuals to dominate or bully other staff
members.
o Clear and graded lesson observations and annual performance appraisal with specific targets for
improvement.

Following are the incentives used at Iqra to acknowledge the services and efforts of staff:
1. Promotion:
Iqra English Schools believes that, whilst not all staff seeks or desire promotion, nevertheless
opportunities for promotion is one of the important incentives for quality staff to be retained. We
endeavor to achieve this by:
x Periodically assessing the organizational structure within the schools to identify opportunities for
promotion and/ or additional responsibilities.
x Advertising vacancies or direct appointment internally before seeking external candidates.
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x Having an open and transparent application process for internally announced vacancies (anyone
can apply and all applicants will be considered fairly).
x Having clear criteria for direct internal appointments.
x Having a solid performance management system in place which allows the school to be aware of
staff abilities as well as staff aspirations.
2. Incentives:
Recognition through various means which can be monetary or non monetary such as
x Performance bonus
x Staff functions such as end of term get together, end of year get together etc.
x Staff excursions
x Certificates of Appreciation
x Employee of the month
x Early exits individually or as groups
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 :5.4ﺳﻴﺎﺳﺔ ﺍﻟﺤﻮﺍﻓﺰ ﻭ ﺍﻟﺘﺮﻗﻴﺔ
ﺍﻷﺳﺒﺎﺏ:
ﺗﺆﻣﻦ ﻣﺪﺍﺭﺱ ﺍﻗﺮﺃ ﺍﻻﻧﺠﻠﻴﺰﻳﺔ ﺑﺄﻥ ﺳﻴﺎﺳﺔ ﺍﻟﺤﻮﺍﻓﺰ ﻭ ﺍﻟﺘﺮﻗﻴﺎﺕ ﺍﻟﻮﺍﺿﺤﺔ ﺗﻠﻌﺐ ﺩﻭﺭﺍً ﺭﺋﻴ ًﺴﺎ ﻓﻲ ﻋﻼﻗﺔ ﺍﻟﻌﻤﻞ ﺍﻹﻳﺠﺎﺑﻴﺔ .ﺍﻥ ﻫﺪﻑ
ﺍﻟﻤﺪﺭﺳﺔ ﻫﻮ ﺃﻥ ﻳﺸﻌﺮ ﺍﻟﻤﻮﻅﻔﻮﻥ ﺍﻟﻌﺎﻣﻠﻮﻥ ﻓﻲ ﻣﺪﺍﺭﺱ ﺍﻗﺮﺃ ﺍﻹﻧﺠﻠﻴﺰﻳﺔ ﺑﺄﻧﻬﻢ ﻗﻴّﻤﻮﻥ ﻭﻣﻌﺘﺮﻑ ﺑﻬﻢ ؛ ﻭﺃﻧﻬﻢ ﻗﺎﺩﺭﻭﻥ ﻋﻠﻰ ﺃﻥ ﻳﻜﻮﻧﻮﺍ
ﻣﻨﺘﺠﻴﻦ ﻭﺃﻥ ﻳﺸﻌﺮﻭﺍ ﺑﺎﻟﺮﺿﺎ ﺍﻟﻮﻅﻴﻔﻲ ﺣﺘﻰ ﻳﺘﻢ ﺍﻻﺣﺘﻔﺎﻅ ﺑﺎﻟﻤﻮﻅﻔﻴﻦ ﺍﻟﺠﻴﺪﻳﻦ.
ﺍﻟﺤﻮﺍﻓﺰ:
ﺍﻻﺷﺨﺎﺹ ﻳﻐﻴﺮﻭﻥ ﻭﻅﺎﺋﻔﻬﻢ ﻷﺳﺒﺎﺏ ﻣﺨﺘﻠﻔﺔ  ،ﺑﻤﺎ ﻓﻲ ﺫﻟﻚ ﻋﻮﺍﻣﻞ ﺧﺎﺭﺟﺔ ﻋﻦ ﻧﻄﺎﻕ ﺻﺎﺣﺐ ﺍﻟﻌﻤﻞ ﻣﺜﻞ ﺍﻟﻤﻮﻗﻊ ﺃﻭ ﺍﻻﻟﺘﺰﺍﻣﺎﺕ
ﺍﻟﻌﺎﺋﻠﻴﺔ .ﻭﻣﻊ ﺫﻟﻚ  ،ﻓﺈﻥ ﻋﺪﻡ ﺍﻟﺮﺿﺎ ﻓﻲ ﻣﻜﺎﻥ ﺍﻟﻌﻤﻞ ﻫﻮ ﺍﻟﺴﺒﺐ ﺍﻟﺮﺋﻴﺲ ﻭﺭﺍء ﺗﻐﻴﻴﺮ ﺍﻻﺷﺨﺎﺹ ﻟﻮﻅﺎﺋﻔﻬﻢ .ﻓﻴﻤﺎ ﻳﻠﻲ ﻗﺎﺋﻤﺔ ﺑﺎﻟﺤﻮﺍﻓﺰ
ﺍﻟﺘﻲ ﺗﺴﻌﻰ ﻣﺪﺭﺳﺔ ﺍﻗﺮﺃ ﺍﻹﻧﺠﻠﻴﺰﻳﺔ ﺟﺎﻫﺪﺓ ﻟﺘﻘﺪﻳﻤﻬﺎ ﻟﻀﻤﺎﻥ ﺗﺤﻔﻴﺰ ﺍﻟﻤﻮﻅﻔﻴﻦ ﻋﻠﻰ ﺍﻷﺩﺍء ﻓﻲ ﺃﻓﻀﻞ ﺣﺎﻻﺗﻬﻢ:
 ﺍﻟﺘﻮﻗﻌﺎﺕ ﺍﻟﻮﺍﺿﺤﺔ ﻣﻦ ﺧﻼﻝ ﻫﻴﻜﻞ ﺗﻨﻈﻴﻤﻲ ﻣﻌﺮﻭﻑ  ،ﻭﺍﻟﻮﺻﻒ ﺍﻟﻮﻅﻴﻔﻲ ﺍﻟﻮﺍﺿﺢ  ،ﻭﺍﻟﺴﻴﺎﺳﺎﺕ ﻭﺍﻹﺟﺮﺍءﺍﺕ ﺍﻟﺘﻔﺼﻴﻠﻴﺔ ﻓﻲﺩﻟﻴﻞ ﺍﻟﻤﻮﻅﻔﻴﻦ  ،ﺇﻟﺦ
 ﺍﻟﺘﻮﺍﺻﻞ ﺍﻟﺠﻴﺪ ﻣﻦ ﺧﻼﻝ ﺍﻟﻤﺬﻛﺮﺍﺕ  ،ﺍﻟﺮﺳﺎﺋﻞ ﺍﻟﻘﺼﻴﺮﺓ  ،ﻣﺠﻤﻮﻋﺎﺕ ﻭﺍﺗﺴﺎﺏ  ،ﺍﻻﺟﺘﻤﺎﻋﺎﺕ ﻭﺍﻟﻠﻤﺴﺎﺕ ﺍﻟﺸﺨﺼﻴﺔ. ﺃﻋﺒﺎء ﺍﻟﻌﻤﻞ ﺍﻟﻮﺍﻗﻌﻴﺔ ﻣﻦ ﺧﻼﻝ ﺍﻟﺘﺨﻄﻴﻂ ﺍﻟﻤﺸﺘﺮﻙ ﻭﺁﻟﻴﺎﺕ ﺍﻟﺘﻮﺟﻴﻪ ﻭﺍﻟﺪﻋﻢ ﻭﺗﻮﺍﻓﺮ ﺍﻟﻤﻮﺍﺭﺩ ﻭﻣﺮﺍﻗﺒﺔ ﻭﺗﻘﻴﻴﻢ ﺍﻟﻔﺮﻕ ﻭﺍﻷﻓﺮﺍﺩﻭﺍﻟﺒﺮﺍﻣﺞ.
 ﺗﻮﻓﻴﺮ ﻓﺮﺹ ﺍﻟﺘﺪﺭﻳﺐ ﻭﺍﻟﺘﻄﻮﻳﺮ ؛ ﺍﻟﺴﻤﺎﺡ ﻟﻠﻤﻮﻅﻔﻴﻦ ﺑﺘﺤﺪﻳﺪ ﺍﺣﺘﻴﺎﺟﺎﺗﻬﻢ ﺍﻟﺘﺪﺭﻳﺒﻴﺔ ﺍﻟﺨﺎﺻﺔ ﻣﻦ ﺧﻼﻝ ﺧﻄﻂ ﺍﻟﺘﻄﻮﻳﺮ ﺍﻟﻤﻬﻨﻲﺍﻟﻔﺮﺩﻳﺔ  ،ﻭﻻ ﺳﻴﻤﺎ ﺍﻟﺘﺪﺭﻳﺐ ﻭﺍﻟﺘﻮﺟﻴﻪ ﻭﺍﻟﺘﺪﺭﻳﺐ ﻭﻏﻴﺮﻫﺎ ﻣﻦ ﺍﻟﺪﻋﻢ ﺍﻟﻼﺯﻡ ﻹﻧﺠﺎﺯ ﻣﻬﺎﻡ ﺍﻟﻮﻅﻴﻔﺔ ﺑﻨﺠﺎﺡ.
 ﺍﻟﺘﻤﻜﻴﻦ ﻣﻦ ﺧﻼﻝ ﺍﻟﺘﺸﺎﻭﺭ ﻣﻊ ﺍﻟﻤﻮﻅﻔﻴﻦ ﺑﺸﻜﻞ ﺭﺳﻤﻲ ﻭﻏﻴﺮ ﺭﺳﻤﻲ ﺣﻮﻝ ﺍﻷﻣﻮﺭ ﺩﺍﺧﻞ ﺍﻟﻤﺪﺭﺳﺔ ﻭﺿﻤﺎﻥ ﺁﺭﺍء ﺍﻟﻤﻮﻅﻔﻴﻦ ﻭ ﻳﺘﻢﺍﻟﻨﻈﺮ ﻓﻴﻬﺎ ﺑﻌﻨﺎﻳﺔ ﻓﻲ ﻋﻤﻠﻴﺔ ﺻﻨﻊ ﺍﻟﻘﺮﺍﺭ .
 ﻣﻨﻊ ﺗﺪﻧﻲ ﻣﻌﻨﻮﻳﺎﺕ ﺍﻟﻤﻮﻅﻔﻴﻦ ﻣﻦ ﺧﻼﻝ ﺧﻠﻖ ﺟﻮ ﻓﺮﻳﻖ ﺍﻟﻌﻤﻞ ﻭﻋﺪﻡ ﺍﻟﺴﻤﺎﺡ ﻟﻠﺴﻠﺒﻴﺔ ﺑﺎﻟﺘﺴﻠﻞ ﺇﻟﻰ ﺭﻭﺡ ﺍﻟﻔﺮﻳﻖ  ,ﺍﻹﻳﺠﺎﺑﻴﺔ ﻭﻋﺪﻡﺍﻟﺴﻤﺎﺡ ﻟﻸﻓﺮﺍﺩ ﺑﺎﻟﺴﻴﻄﺮﺓ ﺃﻭ ﺍﻟﺘﻨﻤﺮ ﻋﻠﻰ ﺍﻟﻤﻮﻅﻔﻴﻦ ﺍﻵﺧﺮﻳﻦ.
 -ﺣﺼﺺ ﺍﻟﻤﺸﺎﻫﺪﺓ ﻭﺍﺿﺤﺔ ﻭﻣﺪﺭﻭﺳﺔ ﻭﻳﺘﻢ ﺗﻘﻴﻴﻢ ﺍﻷﺩﺍء ﺍﻟﺴﻨﻮﻱ ﻣﻊ ﺃﻫﺪﺍﻑ ﻣﺤﺪﺩﺓ ﻟﻠﺘﺤﺴﻴﻦ.

ﻓﻴﻤﺎ ﻳﻠﻲ ﺍﻟﺤﻮﺍﻓﺰ ﺍﻟﻤﺴﺘﺨﺪﻣﺔ ﻓﻲ ﻣﺪﺭﺳﺔ ﺇﻗﺮﺍ ﻟﻼﻋﺘﺮﺍﻑ ﺑﺨﺪﻣﺎﺕ ﻭﺟﻬﻮﺩ ﺍﻟﻤﻮﻅﻔﻴﻦ:
 -1ﺍﻟﺘﺮﻗﻴﺔ ﺍﻟﻮﻅﻴﻔﻴﺔ:
ﺗﺆﻣﻦ ﻣﺪﺍﺭﺱ ﺍﻗﺮﺃ ﺍﻻﻧﺠﻠﻴﺰﻳﺔ ﺃﻧﻪ ﻋﻠﻰ ﺍﻟﺮﻏﻢ ﻣﻦ ﺃﻥ ﺟﻤﻴﻊ ﺍﻟﻤﻮﻅﻔﻴﻦ ﻻ ﻳﺴﻌﻮﻥ ﺇﻟﻰ ﺍﻟﺘﺮﻗﻴﺔ ﺃﻭ ﻳﺮﻏﺒﻮﻥ ﻓﻴﻬﺎ  ،ﺇﻻ ﺃﻥ ﻓﺮﺹ
ﺍﻟﺘﺮﻗﻴﺔ ﻫﻲ ﺃﺣﺪ ﺍﻟﺤﻮﺍﻓﺰ ﺍﻟﻤﻬﻤﺔ ﻟﻠﺤﻔﺎﻅ ﻋﻠﻰ ﺟﻮﺩﺓ ﺍﻟﻤﻮﻅﻔﻴﻦ .ﻧﺴﻌﻰ ﻟﺘﺤﻘﻴﻖ ﺫﻟﻚ ﻣﻦ ﺧﻼﻝ:
 ﺇﺟﺮﺍء ﺗﻘﻴﻴﻢ ﺩﻭﺭﻱ ﻟﻠﻬﻴﻜﻞ ﺍﻟﺘﻨﻈﻴﻤﻲ ﺩﺍﺧﻞ ﺍﻟﻤﺪﺍﺭﺱ ﻟﺘﺤﺪﻳﺪ ﻓﺮﺹ ﺍﻟﺘﺮﻗﻴﺔ ﻭ  /ﺃﻭ ﺍﻟﻤﺴﺆﻭﻟﻴﺎﺕ ﺍﻹﺿﺎﻓﻴﺔ. ﺍﻹﻋﻼﻥ ﻋﻦ ﺍﻟﻮﻅﺎﺋﻒ ﺍﻟﺸﺎﻏﺮﺓ ﺃﻭ ﺍﻟﺘﻌﻴﻴﻦ ﺍﻟﻤﺒﺎﺷﺮ ﺩﺍﺧﻠﻴﺎً ﻗﺒﻞ ﺍﻟﺒﺤﺚ ﻋﻦ ﻣﺮﺷﺤﻴﻦ ﺧﺎﺭﺟﻴﻴﻦ. ﻭﺟﻮﺩ ﻋﻤﻠﻴﺔ ﺗﻘﺪﻳﻢ ﻭﺍﺿﺤﺔ ﻭﺷﻔﺎﻓﺔ ﻟﻠﻮﻅﺎﺋﻒ ﺍﻟﺸﺎﻏﺮﺓ ﺩﺍﺧﻠﻴﺎً )ﻳﻤﻜﻦ ﻷﻱ ﺷﺨﺺ ﺍﻟﺘﻘﺪﻡ ﻭﺳﻴﺘﻢ ﺍﻟﻨﻈﺮ ﻓﻲ ﺟﻤﻴﻊ ﺍﻟﻤﺘﻘﺪﻣﻴﻦ ﺑﺸﻜﻞﻋﺎﺩﻝ(
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 ﻭﺟﻮﺩ ﻣﻌﺎﻳﻴﺮ ﻭﺍﺿﺤﺔ ﻟﻠﺘﻌﻴﻴﻨﺎﺕ ﺍﻟﺪﺍﺧﻠﻴﺔ ﺍﻟﻤﺒﺎﺷﺮﺓ . ﻭﺟﻮﺩ ﻧﻈﺎﻡ ﻗﻮﻱ ﻟﻤﺮﺍﻗﺒﺔ ﺍﻷﺩﺍء ﻳﺴﻤﺢ ﻟﻠﻤﺪﺭﺳﺔ ﺑﺄﻥ ﺗﻜﻮﻥ ﻋﻠﻰ ﺩﺭﺍﻳﺔ ﺑﻘﺪﺭﺍﺕ ﺍﻟﻤﻮﻅﻔﻴﻦ ﻭﺗﻄﻠﻌﺎﺗﻬﻢ. -1ﺍﻟﺤﻮﺍﻓﺰ :
ﺍﻟﺘﻘﺪﻳﺮ ﻣﻦ ﺧﻼﻝ ﻭﺳﺎﺋﻞ ﻣﺨﺘﻠﻔﺔ ﻭﺍﻟﺘﻲ ﻳﻤﻜﻦ ﺃﻥ ﺗﻜﻮﻥ ﻧﻘﺪﻳﺔ ﺃﻭ ﻏﻴﺮ ﻧﻘﺪﻳﺔ ﻣﺜﻞ:
• ﻣﻜﺎﻓﺄﺓ ﺍﻷﺩﺍء.
• ﺗﺠﻤﻌﺎﺕ ﺍﻟﻤﻮﻅﻔﻴﻦ ﻣﺜﻞ ﻧﻬﺎﻳﺔ ﺍﻟﻔﺼﻞ  ،ﻭﻳﺠﺘﻤﻌﻮﻥ ﻓﻲ ﻧﻬﺎﻳﺔ ﺍﻟﻌﺎﻡ ﻭﻣﺎ ﺇﻟﻰ ﺫﻟﻚ.
• ﺭﺣﻼﺕ ﺍﻟﻤﻮﻅﻔﻴﻦ.
• ﺷﻬﺎﺩﺍﺕ ﺗﻘﺪﻳﺮ.
• ﻣﻮﻅﻒ ﺍﻟﺸﻬﺮ.
• ﺍﻟﺨﺮﻭﺝ ﺍﻟﻤﺒﻜﺮ ﺑﺸﻜﻞ ﻓﺮﺩﻱ ﺃﻭ ﻛﻤﺠﻤﻮﻋﺎﺕ.

