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5.23 : Resource Management Policy

RATIONALE
Resources in a school must be managed so that students can learn effectively; teachers can develop
the best lessons to meet the needs of the students in their classes and to ensure that the school will
be tidy and safe.
PURPOSE
As a result of this policy, students, staff and parents will understand their responsibilities. Both
teaching and support staff will use a set of procedures to ensure that equipment and resources are
audited, maintained, repaired and stored. Staff will be familiar with and order the best resources
available.
Guidelines:
1. Resources will include all curriculum specific equipment, classroom supplies, books and IT
software, as well as classroom furnishings.
2. The classroom environment must be welcoming and safe to ensure that student learning takes
place in the best conditions.
3. Classroom furniture needs to be selected to match both the physical needs of students, and a
range of teaching and learning approaches.
4. Office supplies are essential for efficient and effective administration of the school.
5. There should be specific provision for the funding of the library and for extra textbooks if
required.
6. Textbooks are currently regarded as the school’s property.
7. Resource needs will be identified annually through the review process. The Principal will ask
staff for their recommendations.
8. Consideration of classroom resourcing should include storage spaces, whiteboards, smart
boards, pin boards, and floor coverings (where this has an effect on teaching and learning).
9. Consideration of classroom furniture should also include the security of classroom spaces.
10. A repair and replacement process will be put in place, taking into account the usual depreciation
practices.
11. IT resources will be provided throughout the school.
Procedures:
1.
2.
3.
4.
5.

A school maintenance plan will be developed by the administration.
Resource Coordinator will sign to indicate receipt of resources.
Resource Coordinator will issue resources after signature is being taken from the relevant staff.
All staff must ensure adequate care of resources, and report damage and loss in the agreed way.
Resource Coordinator will keep records of amounts spent on resources for classroom needs.
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6. Class teachers will be responsible for managing the classroom space and resources. A classroom
record will be completed and kept by the administration.
7. Resources will not be issued until they are stamped and catalogued.
8. A resource database will be set up by the Resource Coordinator of all the resources.
9. Phase Leaders will be required, at least each term, to evaluate resource use and needs for their
phase/departments and report to the Principal.
10. Resource Coordinator will report on resource use monthly to the Principal.
11. The spending on resources will be monitored by the Resource Coordinator, in consultation with
the accountant and Principal.
12. Resources will be audited annually.
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 :5.23ﺳﻴﺎﺳﺔ ﺇﺩﺍﺭﺓ ﺍﻟﻤﻮﺍﺭﺩ

ﺍﻷﺳﺒﺎﺏ:
ﻳﺠﺐ ﺇﺩﺍﺭﺓ ﺍﻟﻤﻮﺍﺭﺩ ﻓﻲ ﺍﻟﻤﺪﺭﺳﺔ ﺣﺘﻰ ﻳﺘﻤﻜﻦ ﺍﻟﻄﻼﺏ ﻣﻦ ﺍﻟﺘﻌﻠﻢ ﺑﻔﻌﺎﻟﻴﺔ ﻭﻳﻤﻜﻦ ﻟﻠﻤﺪﺭﺳﻴﻦ ﺗﻄﻮﻳﺮ ﺃﻓﻀﻞ ﺍﻟﺪﺭﻭﺱ ﻟﺘﻠﺒﻴﺔ ﺍﺣﺘﻴﺎﺟﺎﺕ
ﺍﻟﻄﻼﺏ ﻓﻲ ﻓﺼﻮﻟﻬﻢ ﻭﺿﻤﺎﻥ ﺃﻥ ﺗﻜﻮﻥ ﺍﻟﻤﺪﺭﺳﺔ ﻣﺮﺗﺒﺔ ﻭ ﺃﻣﻨﺔ.
ﺍﻟﻬﺪﻑ:
ﻧﺘﻴﺠﺔ ﻟﻬﺬﻩ ﺍﻟﺴﻴﺎﺳﺔ  ،ﺳﻮﻑ ﻳﻔﻬﻢ ﺍﻟﻄﻼﺏ ﻭﺍﻟﻤﻮﻅﻔﻮﻥ ﻭﺃﻭﻟﻴﺎء ﺍﻷﻣﻮﺭ ﻣﺴﺆﻭﻟﻴﺎﺗﻬﻢ .ﺳﻴﺴﺘﺨﺪﻡ ﻛﻞ ﻣﻦ ﻓﺮﻳﻖ ﺍﻟﺘﺪﺭﻳﺲ ﻭﺍﻟﺪﻋﻢ
ﻣﺠﻤﻮﻋﺔ ﻣﻦ ﺍﻹﺟﺮﺍءﺍﺕ ﻟﻀﻤﺎﻥ ﺍﻟﺘﺪﻗﻴﻖ ﻓﻲ ﺍﻷﺩﻭﺍﺕ ﻭﺍﻟﻤﻮﺍﺭﺩ ﻭﺻﻴﺎﻧﺘﻬﺎ ﻭﺇﺻﻼﺣﻬﺎ ﻭﺗﺨﺰﻳﻨﻬﺎ ﻭ ﺳﻴﻜﻮﻥ ﺍﻟﻤﻮﻅﻔﻴﻦ ﻋﻠﻰ ﺩﺭﺍﻳﺔ
ﺑﺄﻓﻀﻞ ﺍﻟﻤﻮﺍﺭﺩ ﺍﻟﻤﺘﺎﺣﺔ.
ﺍﻟﻘﻮﺍﻋﺪ ﺍﻻﺭﺷﺎﺩﻳﺔ:
 -1ﺳﺘﺸﻤﻞ ﺍﻟﻤﻮﺍﺭﺩ ﺟﻤﻴﻊ ﺍﻻﺩﻭﺍﺕ ﺍﻟﺨﺎﺻﺔ ﺑﺎﻟﻤﻨﺎﻫﺞ ﺍﻟﺪﺭﺍﺳﻴﺔ  ،ﻭﻟﻮﺍﺯﻡ ﺍﻟﻔﺼﻞ  ،ﻭﺍﻟﻜﺘﺐ  ،ﻭﺑﺮﺍﻣﺞ ﺗﻜﻨﻮﻟﻮﺟﻴﺎ ﺍﻟﻤﻌﻠﻮﻣﺎﺕ ،
ﺑﺎﻹﺿﺎﻓﺔ ﺇﻟﻰ ﺃﺛﺎﺙ ﺍﻟﻔﺼﻞ ﺍﻟﺪﺭﺍﺳﻲ.
 -2ﻳﺠﺐ ﺃﻥ ﺗﻜﻮﻥ ﺑﻴﺌﺔ ﺍﻟﺼﻒ ﻣﺮﺣﺒﺔ ﻭﺁﻣﻨﺔ ﻟﻠﺘﺄﻛﺪ ﻣﻦ ﺃﻥ ﻋﻤﻠﻴﺔ ﺍﻟﺘﻌﻠﻴﻢ ﻟﻠﻄﻼﺏ ﺗﺤﺪﺙ ﻓﻲ ﺃﻓﻀﻞ ﺍﻟﻈﺮﻭﻑ.
 -3ﻳﺟﺏ ﺍﺧﺗﻳﺎﺭ ﺃﺛﺎﺙ ﺍﻟﺻﻒ ﻟﺗﻼﺋﻡ ﺍﻻﺣﺗﻳﺎﺟﺎﺕ ﺍﻟﻣﺎﺩﻳﺔ ﻟﻟﻁﻼﺏ  ،ﻭﻣﺟﻣﻭﻋﺔ ﻣﺘﻨﻮﻋﺔ ﻣﻥ ﻣﻨﺎﻫﺞ ﺍﻟﺗﻌﻟﻳﻡ ﻭﺍﻟﺗﻌﻟﻡ.
 -4ﺍﻟﻠﻮﺍﺯﻡ ﺍﻟﻤﻜﺘﺒﻴﺔ ﺿﺮﻭﺭﻳﺔ ﻟﻺﺩﺍﺭﺓ ﺍﻟﻔﻌﺎﻟﺔ ﻭﺍﻟﻜﻒء ﻟﻠﻤﺪﺭﺳﺔ.
 -5ﻳﻨﺒﻐﻲ ﺃﻥ ﻳﺘﻮﻓﺮ ﺗﻤﻮﻳﻞ ﻣﺨﺼﺺ ﻟﻠﻤﻜﺘﺒﺔ ﻟﺸﺮﺍء ﻛﺘﺐ ﺇﺿﺎﻓﻴﺔ ﺇﺫﺍ ﻟﺰﻡ ﺍﻻﻣﺮ .
 -6ﺗﻌﺘﺒﺮ ﺍﻟﻜﺘﺐ ﺍﻟﺪﺭﺍﺳﻴﺔ ﻣﻦ ﻣﻤﺘﻠﻜﺎﺕ ﺍﻟﻤﺪﺭﺳﺔ.
 -7ﺳﻴﺘﻢ ﺗﺤﺪﻳﺪ ﺍﻻﺣﺘﻴﺎﺟﺎﺕ ﻣﻦ ﺍﻟﻤﻮﺍﺭﺩ ﺳﻨﻮﻳﺎً ﻣﻦ ﺧﻼﻝ ﻋﻤﻠﻴﺔ ﺍﻟﻤﺮﺍﺟﻌﺔ .ﻭﺳﻮﻑ ﻳﻄﻠﺐ ﺍﻟﻤﺪﻳﺮ ﻣﻦ ﺍﻟﻤﻮﻅﻔﻴﻦ ﺗﻮﺻﻴﺎﺗﻬﻢ
ﻭﺍﺣﺘﻴﺎﺟﺎﺗﻬﻢ.
 -8ﺍﻷﺧﺬ ﺑﻌﻴﻦ ﺍﻻﻋﺘﺒﺎﺭ ﻋﻨﺪ ﺍﻟﻨﻈﺮ ﻓﻲ ﺗﻮﻓﻴﺮ ﺍﻟﻤﻮﺍﺭﺩ ﻟﻠﻔﺼﻮﻝ ﺍﻟﺪﺭﺍﺳﻴﺔ ﺍﻵﺗﻲ :ﻣﺴﺎﺣﺎﺕ ﺗﺨﺰﻳﻦ  ،ﻭﻟﻮﺣﺎﺕ ﺑﻴﻀﺎء  ،ﻭﻟﻮﺣﺎﺕ
ﺫﻛﻴﺔ  ،ﻭﻟﻮﺣﺎﺕ ﺩﺑﻮﺱ  ،ﻭﺃﻏﻄﻴﺔ ﺃﺭﺿﻴﺎﺕ )ﺣﻴﺚ ﻳﺆﺛﺮ ﺫﻟﻚ ﻋﻠﻰ ﻋﻤﻠﻴﺔ ﺍﻟﺘﺪﺭﻳﺲ ﻭﺍﻟﺘﻌﻠﻢ(.
 -9ﺍﻷﺧﺬ ﺑﻌﻴﻦ ﺍﻻﻋﺘﺒﺎﺭ ﻓﻲ ﺃﺛﺎﺙ ﺍﻟﺻﻔﻭﻑ ﺍﻟﺪﺭﺍﺳﻴﺔ ﺑﺎﻟﻨﻈﺮﻓﻲ ﺍﻟﻤﺴﺎﺣﺎﺕ ﺍﻵﻣﻨﺔ ﻟﻠﻔﺼﻮﻝ ﺍﻟﺩﺭﺍﺳﻳﺔ.
 -10ﺳﻴﺘﻢ ﻭﺿﻊ ﻋﻤﻠﻴﺔ ﺇﺻﻼﺡ ﻭﺍﺳﺘﺒﺪﺍﻝ  ،ﻣﻊ ﺍﻷﺧﺬ ﻓﻲ ﺍﻻﻋﺘﺒﺎﺭ ﻋﻤﻠﻴﺎﺕ ﺍﻻﺳﺘﻬﻼﻙ ﺍﻟﻤﻌﺘﺎﺩﺓ.
 .11ﺳﻴﺘﻢ ﺗﻮﻓﻴﺮ ﻣﻮﺍﺭﺩ ﺗﻜﻨﻮﻟﻮﺟﻴﺎ ﺍﻟﻤﻌﻠﻮﻣﺎﺕ ﻓﻲ ﺟﻤﻴﻊ ﺃﻧﺤﺎء ﺍﻟﻤﺪﺭﺳﺔ.
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ﺍﻹﺟﺮﺍءﺍﺕ:
.a
.b
.c
.d
.e
.f
.g
.h
.i
.j
.k

ﺳﻴﺘﻢ ﺗﻄﻮﻳﺮ ﺧﻄﺔ ﺻﻴﺎﻧﺔ ﺍﻟﻤﺪﺭﺳﺔ ﻣﻦ ﻗﺒﻞ ﺍﻹﺩﺍﺭﺓ.
ﺳﻴﻘﻮﻡ ﻣﻨﺴﻖ ﺍﻟﻤﻮﺍﺭﺩ ﺑﺎﻟﺘﻮﻗﻴﻊ ﻟﻺﺷﺎﺭﺓ ﺇﻟﻰ ﺍﺳﺘﻼﻡ ﺍﻟﻤﻮﺍﺭﺩ.
ﻣﻨﺴﻖ ﺍﻟﻤﻮﺍﺭﺩ ﺳﻮﻑ ﻳﺴﻠﻢ ﺍﻟﻤﻮﺍﺭﺩ ﺑﻌﺪ ﺃﺧﺬ ﺍﻟﺘﻮﻗﻴﻊ ﻣﻦ ﺍﻟﻤﻮﻅﻔﻴﻦ ﺍﻟﻤﻌﻨﻴﻴﻦ.
ﻳﺠﺐ ﻋﻠﻰ ﺟﻤﻴﻊ ﺍﻟﻤﻮﻅﻔﻴﻦ ﺿﻤﺎﻥ ﺍﻟﺮﻋﺎﻳﺔ ﺍﻟﻜﺎﻓﻴﺔ ﻟﻠﻤﻮﺍﺭﺩ  ،ﻭﺍﻹﺑﻼﻍ ﻋﻦ ﺍﻷﺿﺮﺍﺭ ﻭﺍﻟﺨﺴﺎﺋﺮ ﺑﺎﻟﻄﺮﻳﻘﺔ
ﺍﻟﻤﺘﻔﻖ ﻋﻠﻴﻬﺎ.
ﻳﺤﺘﻔﻆ ﻣﻨﺴﻖ ﺍﻟﻤﻮﺍﺭﺩ ﺑﺴﺠﻼﺕ ﻟﻠﻤﺒﺎﻟﻎ ﺍﻟﻤﺼﺮﻭﻓﺔ ﻋﻠﻰ ﺍﻟﻤﻮﺍﺭﺩ ﻟﺘﻠﺒﻴﺔ ﺍﺣﺘﻴﺎﺟﺎﺕ ﺍﻟﻔﺼﻮﻝ ﺍﻟﺪﺭﺍﺳﻴﺔ.
ﺳﻴﻜﻮﻥ ﻣﻌﻠﻤﻮ ﺍﻟﺼﻒ ﻣﺴﺆﻭﻟﻴﻦ ﻋﻦ ﺇﺩﺍﺭﺓ ﺍﻟﻔﺼﻞ ﻭﻣﻮﺍﺭﺩﻩ .ﺳﻴﺘﻢ ﺇﻛﻤﺎﻝ ﺳﺠﻞ ﺍﻟﺼﻔﻮﻑ ﻭﺣﻔﻈﻪ ﻣﻦ ﻗﺒﻞ
ﺍﻹﺩﺍﺭﺓ.
ﻟﻦ ﺗُﺴﻠﻢ ﺍﻟﻤﻮﺍﺭﺩ ﺣﺘﻰ ﻳﺘﻢ ﺧﺘﻤﻬﺎ ﻭﻓﻬﺮﺳﺘﻬﺎ.
ﺳﻴﺘﻢ ﺇﻧﺸﺎء ﻗﺎﻋﺪﺓ ﺑﻴﺎﻧﺎﺕ ﺧﺎﺻﺔ ﻟﻜﺎﻓﺔ ﺍﻟﻤﻮﺍﺭﺩ ﺑﻮﺍﺳﻄﺔ ﺍﻟﻤﻨﺴﻖ ﺍﻟﺨﺎﺹ ﺑﻬﺎ .
ﺳﻴﻄﻠﺐ ﻣﻦ ﻗﺎﺩﺓ ﺍﻟﻤﺮﺣﻠﺔ ﻋﻠﻰ ﺍﻷﻗﻞ ﻛﻞ ﻓﺼﻞ ﺩﺭﺍﺳﻲ  ،ﺗﻘﻴﻴﻢ ﺍﺳﺘﺨﺪﺍﻡ ﺍﻟﻤﻮﺍﺭﺩ ﻭﺍﺣﺘﻴﺎﺟﺎﺕ )ﺍﻟﻤﺮﺣﻠﺔ /
ﺍﻷﻗﺴﺎﻡ ( ﻭﺇﺑﻼﻍ ﺍﻟﻤﺪﻳﺮ.
ﺳﻮﻑ ﻳﻘﻮﻡ ﻣﻨﺴﻖ ﺍﻟﻤﻮﺍﺭﺩ ﺑﺘﻘﺪﻳﻢ ﺗﻘﺮﻳﺮ ﻋﻦ ﺍﺳﺘﺨﺪﺍﻡ ﺍﻟﻤﻮﺍﺭﺩ ﺷﻬﺮﻳﺎ ﺇﻟﻰ ﺍﻟﻤﺪﻳﺮ.
ﺳﻴﺮﺍﻗﺐ ﻣﻨﺴﻖ ﺍﻟﻤﻮﺍﺭﺩ ﺍﻹﻧﻔﺎﻕ ﻋﻠﻰ ﺍﻟﻤﻮﺍﺭﺩ ﺑﺎﻟﺘﺸﺎﻭﺭ ﻣﻊ ﺍﻟﻤﺤﺎﺳﺐ ﻭﺍﻟﻤﺪﻳﺮ.
 .iﺳﻴﺘﻢ ﺗﺪﻗﻴﻖ ﺍﻟﻤﻮﺍﺭﺩ ﺳﻨﻮﻳﺎً.

