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5.2 : Staff Absence
1. Hours of work for the staff are as per internal organisation rules approved by Ministry of
labor i.e. 6:45 a.m. to 3:45 p.m. on weekdays and 7:00 a.m. to 1:00 p.m. on Saturdays.
2. At the absolute discretion of the management, the staff either individually or in groups will
be allowed to leave at 2:30 p.m. on normal school days but must be willing and prepared to
work up to legal end time as necessary. Instances where the staff may be required to do so
include but are not limited to after school duties, PTM, workshops or meetings. Lateness
and early departures will be monitored every month which will eventually affect the pay in
the following month.
3. At least three times a year, the school conducts Parents Teachers’ meetings. To facilitate
good communication and to maximise the ability of the parents to attend, they are usually
held in late afternoons or early evenings. Since the school does not fully enforce the legal
working hours nor does it deduct of under time, therefore, these periodic changes to the
work hours will not be considered overtime and will not be eligible for overtime pay.
4. Staff members are entitled for sick leave provided they submit a doctor’s certificate from an
approved medical centre / hospital that issues approved government documentation for sick
leave. Staff members must inform management of absence by 6.30 a.m. and no later than
6.45 a.m. in the morning. This is to give management time to find suitable supply teachers
or arrange lesson cover and inform staff prior to starting their day as they need to be
informed early to plan their day. Any delays of informing management will incur the day to
be counted as unpaid leave. Therefore 6.46 is not acceptable as it will be considered short
notice.
5. Tiredness and headaches are not sickness therefore; they are not accepted as an excuse for
being absent.
6. Staffs are also entitled for compassionate leave in accordance with Qatar labour law during
the year. Proper and valid certificates and or documents must be provided, however, this
does not automatically mean it will be approved.
7. If a staff member knows that (s)he is going to be absent on a certain day(s), management
should be informed as soon as possible to arrange substitute for the day(s) of his/her
absence.
8. Staff is not entitled for paid holidays during the school year that are outside the designated
school holidays. However, an application for unpaid leave can be submitted subject to
approval.
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9. School closure periods are not official staff holiday periods. In some cases, staff individually
or as groups, may be required to work during school closure periods announced for students.
Therefore, before making any travel or other arrangements staff must confirm with the
management that they are not required to be in attendance during a school closure period.
Any days taken off before or after a school closure period will automatically arouse
suspicion from the management and the staff member risks having the whole period
(including weekends) considered as unauthorized and therefore unpaid absence.
10. Staff is only permitted to leave the school during the day for emergencies with the approval
of the principal and after completing the proper forms. A doctor’s appointment is not an
emergency.
11. Eating balanced meals and sleeping 8 hours every night shall provide all the energy needed
to have a great school day every day and still enjoy family and personal time.
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 :5.2ﺳﻴﺎﺳﺔ ﻏﻴﺎﺏ ﺍﻟﻤﻮﻅﻔﻴﻴﻦ
 .1ﺳﺎﻋﺎﺕ ﺍﻟﻌﻤﻞ ﻟﻠﻤﻮﻅﻔﻴﻦ ﻭﻓﻘًﺎ ﻟﻘﻮﺍﻋﺪ ﺍﻟﺘﻨﻈﻴﻢ ﺍﻟﺪﺍﺧﻠﻲ ﺍﻟﻤﻌﺘﻤﺪﺓ ﻣﻦ ﻗﺒﻞ ﻭﺯﺍﺭﺓ ﺍﻟﻌﻤﻞ  ،ﻣﻦ ﺍﻟﺴﺎﻋﺔ  6:45ﺻﺒﺎﺣً ﺎ ﺇﻟﻰ ﺍﻟﺴﺎﻋﺔ
 3:45ﻣﺴﺎ ًء .ﻓﻲ ﺃﻳﺎﻡ ﺍﻷﺳﺒﻮﻉ ﻭﻣﻦ ﺍﻟﺴﺎﻋﺔ  7:00ﺻﺒﺎﺣً ﺎ ﺇﻟﻰ  1:00ﻣﺴﺎ ًء ﺍﻳﺎﻡ ﺍﻟﺴﺒﺖ.
 .2ﻭﻓﻘًﺎ ﻟﺘﻘﺪﻳﺮ ﺍﻹﺩﺍﺭﺓ  ،ﻳُﺴﻤﺢ ﻟﻠﻤﻮﻅﻔﻴﻦ  ،ﻣﻨﻔﺮﺩﻳﻦ ﺃﻭ ﻓﻲ ﻣﺠﻤﻮﻋﺎﺕ  ،ﺑﺎﻟﻤﻐﺎﺩﺭﺓ ﻓﻲ ﺍﻟﺴﺎﻋﺔ  2:30ﻣﺴﺎ ًء .ﻓﻲ ﺃﻳﺎﻡ ﺍﻟﺪﺭﺍﺳﺔ
ﺍﻟﻌﺎﺩﻳﺔ  ،ﻭﻟﻜﻦ ﻳﺠﺐ ﺃﻥ ﻳﻜﻮﻧﻮﺍ ﻣﺴﺘﻌﺪﻳﻦ ﻟﻠﻌﻤﻞ ﺣﺘﻰ ﻭﻗﺖ ﺍﻧﺘﻬﺎء ﺍﻟﻌﻤﻞ ﺍﻟﻘﺎﻧﻮﻧﻲ ﻭﺫﻟﻚ ﺣﺴﺐ ﺍﻟﻀﺮﻭﺭﺓ ﻭ ﺗﺸﻤﻞ ﺍﻟﺤﺎﻻﺕ ﺍﻟﺘﻲ
ﻗﺪ ﻳُﻄﻠﺐ ﻓﻴﻬﺎ ﻣﻨﻬﻢ ﺫﻟﻚ ﻋﻠﻰ ﺳﺒﻴﻞ ﺍﻟﻤﺜﺎﻝ ﻻ ﺍﻟﺤﺼﺮ ﻭﺭﺵ ﺍﻟﻌﻤﻞ ﺃﻭ ﺍﻻﺟﺘﻤﺎﻋﺎﺕ ﻭﺧﺎﺻﺔ ﺇﺟﺘﻤﺎﻉ ﺃﻭﻟﻴﺎء ﺍﻷﻣﻮﺭ ﻭﻳﺘﻢ ﻣﺮﺍﻗﺒﺔ
ﺍﻟﺘﺄﺧﻴﺮ ﻭﺍﻟﻤﻐﺎﺩﺭﺓ ﺍﻟﻤﺒﻜﺮﺓ ﻛﻞ ﺷﻬﺮ ﻣﻤﺎ ﺳﻴﺆﺛﺮ ﻓﻲ ﺍﻟﻨﻬﺎﻳﺔ ﻋﻠﻰ ﺍﻟﺮﺍﺗﺐ ﻓﻲ ﺍﻟﺸﻬﺮ ﺍﻟﺘﺎﻟﻲ.
 .3ﻋﻠﻰ ﺍﻷﻗﻞ ﺛﻼﺙ ﻣﺮﺍﺕ ﻓﻲ ﺍﻟﺴﻨﺔ  ،ﺗﻌﻘﺪ ﺍﻟﻤﺪﺭﺳﺔ ﺍﺟﺘﻤﺎﻋﺎﺕ ﺃﻭﻟﻴﺎء ﺍﻷﻣﻮﺭ ﻟﺘﺴﻬﻴﻞ ﺍﻟﺘﻮﺍﺻﻞ ﺍﻟﺠﻴﺪ ﻭﺗﺤﻘﻴﻖ ﺣﻀﻮﺭ ﺃﻛﺒﺮ
ﻋﺪﺩ ﻣﻦ ﺃﻭﻟﻴﺎء ﺍﻻﻣﻮﺭ  ،ﻳﺘﻢ ﺣﻀﻮﺭ ﺍﻟﻮﻅﻔﻴﻦ ﺑﻌﺪ ﺍﻟﻈﻬﺮ ﺃﻭ ﻓﻲ ﺍﻟﻤﺴﺎء .ﻧﻈ ًﺮﺍ ﻷﻥ ﺍﻟﻤﺪﺭﺳﺔ ﻻ ﺗﻄﺒﻖ ﺳﺎﻋﺎﺕ ﺍﻟﻌﻤﻞ ﺍﻟﻘﺎﻧﻮﻧﻴﺔ
ﺑﺎﻟﻜﺎﻣﻞ ﻭﻻ ﺗﺨﺼﻢ ﻣﻦ ﺍﻟﻮﻗﺖ ﺍﻟﻤﺤﺪﺩ  ،ﻓﻠﻦ ﻳﺘﻢ ﺍﻋﺘﺒﺎﺭ ﻫﺬﻩ ﺍﻟﺘﻐﻴﻴﺮﺍﺕ ﺍﻟﺪﻭﺭﻳﺔ ﻟﺴﺎﻋﺎﺕ ﺍﻟﻌﻤﻞ ﺳﺎﻋﺎﺕ ﻋﻤﻞ ﺇﺿﺎﻓﻴﺔ ﻭﻟﻦ ﺗﻜﻮﻥ
ﻣﺆﻫﻠﺔ ﻟﻠﺤﺼﻮﻝ ﻋﻠﻰ ﺃﺟﺮ ﺇﺿﺎﻓﻲ.
 .4ﻳﺤﻖ ﻟﻠﻤﻮﻅﻔﻴﻦ ﺍﻟﺤﺼﻮﻝ ﻋﻠﻰ ﺇﺟﺎﺯﺓ ﻣﺮﺿﻴﺔ ﺑﺸﺮﻁ ﺗﻘﺪﻳﻢ ﺷﻬﺎﺩﺓ ﻁﺒﻴﺐ ﻣﻦ ﻣﺮﻛﺰ ﻁﺒﻲ  /ﻣﺴﺘﺸﻔﻰ ﻣﻌﺘﻤﺪ ﻳﺼﺪﺭ ﻭﺛﺎﺋﻖ
ﺣﻜﻮﻣﻴﺔ ﻣﻌﺘﻤﺪﺓ ﻟﻺﺟﺎﺯﺓ ﺍﻟﻤﺮﺿﻴﺔ .ﻳﺠﺐ ﻋﻠﻰ ﺍﻟﻤﻮﻅﻔﻴﻦ ﺇﺑﻼﻍ ﺍﻹﺩﺍﺭﺓ ﺑﺎﻟﻐﻴﺎﺏ ﺑﺤﻠﻮﻝ ﺍﻟﺴﺎﻋﺔ  6.30ﺻﺒﺎ ًﺣﺎ ﻭﻓﻲ ﻣﻮﻋﺪ ﻻ
ﻳﺘﺠﺎﻭﺯ  6.45ﺻﺒﺎ ًﺣﺎ.
ﻭﺫﻟﻚ ﺣﺘﻰ ﺗﺘﻤﻜﻦ ﺍﻹﺩﺍﺭﺓﺍ ﻟﻌﺜﻮﺭ ﻋﻠﻰ ﻣﻌﻠﻢ ﻣﻨﺎﺳﺐ ﺃﻭ ﺗﺮﺗﻴﺐ ﺗﻐﻄﻴﺔ ﺍﻟﺪﺭﺱ ﻭﺇﺑﻼﻍ ﺍﻟﻤﻮﻅﻔﻴﻦ ﻗﺒﻞ ﺑﺪء ﻳﻮﻣﻬﻢ ﺣﻴﺚ ﻳﺤﺘﺎﺟﻮﻥ ﺇﻟﻰ
ﺃﻥ ﻳﺘﻢ ﺇﻋﻼﻣﻬﻢ ﻓﻲ ﻭﻗﺖ ﻣﺒﻜﺮ ﻟﻠﺘﺨﻄﻴﻂ ﻟﻴﻮﻣﻬﻢ .ﺃﻱ ﺗﺄﺧﻴﺮ ﻓﻲ ﺇﺑﻼﻍ ﺍﻹﺩﺍﺭﺓ ﺳﻮﻑ ﻳﻌﺘﺒﺮ ﺍﻟﻴﻮﻡ ﺇﺟﺎﺯﺓ ﻏﻴﺮ ﻣﺪﻓﻮﻋﺔ ﺍﻷﺟﺮ ﻋﻠﻤﺎ
ﺑﺎﻥ  6.46ﻏﻴﺮ ﻣﻘﺒﻮﻝ ﻷﻧﻪ ﺳﻴﺘﻢ ﺍﻋﺘﺒﺎﺭﻩ ﻣﻬﻠﺔ ﻗﺼﻴﺮﺓ.
 .5ﺍﻟﺘﻌﺐ ﻭﺍﻟﺼﺪﺍﻉ ﻟﻴﺴﺎ ﻣﺮﺿﺎ ؛ ﻻ ﻳﺘﻢ ﻗﺒﻮﻟﻬﻢ ﻛﺴﺒﺐ ﻟﻠﺘﻐﻴﺐ.
 .6ﻳﺤﻖ ﻟﻠﻤﻮﻅﻔﻴﻦ ﺍﻟﺤﺼﻮﻝ ﻋﻠﻰ ﺇﺟﺎﺯﺓ ﻓﻲ ﺣﺎﻻﺕ ﺍﻟﻮﻓﺎﺓ ﻭﻓﻘًﺎ ﻟﻘﺎﻧﻮﻥ ﺍﻟﻌﻤﻞ ﺍﻟﻘﻄﺮﻱ ﺧﻼﻝ ﺍﻟﻌﺎﻡ .ﻳﺠﺐ ﺗﻘﺪﻳﻢ ﺷﻬﺎﺩﺍﺕ ﻭ  /ﺃﻭ
ﻣﺴﺘﻨﺪﺍﺕ ﺻﺤﻴﺤﺔ ﻭﺻﺎﻟﺤﺔ  ،ﻭﻣﻊ ﺫﻟﻚ  ،ﻻ ﻳﻌﻨﻲ ﻫﺬﺍ ﺗﻠﻘﺎﺋﻴًﺎ ﺃﻧﻪ ﺳﻴﺘﻢ ﺍﻋﺘﻤﺎﺩﻫﺎ.
 .7ﺇﺫﺍ ﻋﻠﻢ ﺃﺣﺪ ﺍﻟﻤﻮﻅﻔﻴﻦ ﺃﻧﻪ ﺳﻴﻐﻴﺐ ﻓﻲ ﻳﻮﻡ ﻣﻌﻴﻦ ﻳﺠﺐ ﻋﻠﻴﻪ ﺇﺑﻼﻍ ﺍﻹﺩﺍﺭﺓ ﻓﻲ ﺃﻗﺮﺏ ﻭﻗﺖ ﻣﻤﻜﻦ ﻟﻠﺘﺮﺗﻴﺐ ﻟﻴﻮﻡ ﻏﻴﺎﺑﻪ.
 .8ﻻ ﻳﺤﻖ ﻟﻠﻤﻮﻅﻔﻴﻦ ﺍﻟﺤﺼﻮﻝ ﻋﻠﻰ ﺇﺟﺎﺯﺍﺕ ﻣﺪﻓﻮﻋﺔ ﺍﻷﺟﺮ ﺧﻼﻝ ﺍﻟﻌﺎﻡ ﺍﻟﺪﺭﺍﺳﻲ ﺧﺎﺭﺝ ﺃﻳﺎﻡ ﺍﻟﻌﻄﻞ ﺍﻟﻤﺪﺭﺳﻴﺔ ﺍﻟﻤﺤﺪﺩﺓ .ﻭﻣﻊ ﺫﻟﻚ
 ،ﻳﻤﻜﻦ ﺗﻘﺪﻳﻢ ﻁﻠﺐ ﻟﻠﺤﺼﻮﻝ ﻋﻠﻰ ﺇﺟﺎﺯﺓ ﻏﻴﺮ ﻣﺪﻓﻮﻋﺔ ﺍﻷﺟﺮ ﻭﻫﺬﺍ ﻻ ﻳﻌﻨﻲ ﺃﻧﻪ ﺗﻠﻘﺎﺋﻴًﺎ ﺳﻴﺘﻢ ﺍﻋﺘﻤﺎﺩﻫﺎ.
 .9ﻓﺘﺮﺍﺕ ﺇﻏﻼﻕ ﺍﻟﻤﺪﺍﺭﺱ ﻟﻴﺴﺖ ﻋﻄﻠﺔ ﺭﺳﻤﻴﺔ ﻟﻠﻤﻮﻅﻔﻴﻦ ﻓﻔﻲ ﺑﻌﺾ ﺍﻟﺤﺎﻻﺕ  ،ﻗﺪ ﻳُﻄﻠﺐ ﻣﻦ ﺍﻟﻤﻮﻅﻔﻴﻦ ﺑﺸﻜﻞ ﻓﺮﺩﻱ ﺃﻭ
ﻛﻤﺠﻤﻮﻋﺎﺕ ﺍﻟﻌﻤﻞ ﺧﻼﻝ ﻓﺘﺮﺍﺕ ﺇﻏﻼﻕ ﺍﻟﻤﺪﺍﺭﺱ ﺍﻟﻤﻌﻠﻨﺔ ﻟﻠﻄﻼﺏ .ﻟﺬﻟﻚ  ،ﻗﺒﻞ ﺍﻟﻘﻴﺎﻡ ﺑﺄﻱ ﺳﻔﺮ ﺃﻭ ﺗﺮﺗﻴﺒﺎﺕ ﺃﺧﺮﻯ  ،ﻳﺠﺐ ﻋﻠﻰ
ﺍﻟﻤﻮﻅﻔﻴﻦ ﺍﻟﺘﺄﻛﻴﺪ ﻣﻊ ﺍﻹﺩﺍﺭﺓ ﻋﻠﻰ ﺃﻧﻬﻢ ﻏﻴﺮ ﻣﻄﺎﻟﺒﻴﻦ ﺑﺎﻟﺤﻀﻮﺭ ﺧﻼﻝ ﻓﺘﺮﺓ ﺇﻏﻼﻕ ﺍﻟﻤﺪﺭﺳﺔ .ﺃﻱ ﻋﻄﻼﺕ ﺗﻘﻊ ﻗﺒﻞ ﺃﻭ ﺑﻌﺪ ﻓﺘﺮﺓ
ﺇﻏﻼﻕ ﺍﻟﻤﺪﺭﺳﺔ ﺳﻮﻑ ﺗﺜﻴﺮ ﺷﻜﻮﻙ ﺍﻹﺩﺍﺭﺓ ﺗﻠﻘﺎﺋﻴًﺎ ﺣﻴﺚ ﻳﺨﺎﻁﺮ ﺍﻟﻤﻮﻅﻒ ﺑﻤﺪﺓ ﺍﻟﻌﻄﻠﺔ ﺑﺄﻛﻤﻠﻬﺎ )ﺑﻤﺎ ﻓﻲ ﺫﻟﻚ ﻋﻄﻼﺕ ﻧﻬﺎﻳﺔ
ﺍﻷﺳﺒﻮﻉ( ﻭﺗﻌﺘﺒﺮ ﺑﻤﺜﺎﺑﺔ ﻏﻴﺎﺏ ﻏﻴﺮ ﻣﺼﺮﺡ ﺑﻪ ﻭﺑﺎﻟﺘﺎﻟﻲ ﻏﻴﺮ ﻣﺪﻓﻮﻋﺔ.
 .10ﻳﺴﻤﺢ ﻟﻠﻤﻮﻅﻔﻴﻦ ﻓﻘﻂ ﺑﻤﻐﺎﺩﺭﺓ ﺍﻟﻤﺪﺭﺳﺔ ﺧﻼﻝ ﺍﻟﻴﻮﻡ ﻟﺤﺎﻻﺕ ﺍﻟﻄﻮﺍﺭﺉ ﻭﺑﻤﻮﺍﻓﻘﺔ ﻣﺪﻳﺮ ﺍﻟﻤﺪﺭﺳﺔ ﻭﺑﻌﺪ ﻣﻠﺊ ﺍﻻﺳﺘﻤﺎﺭﺍﺕ
ﺍﻟﻤﻨﺎﺳﺒﺔ ﻭﻳﻌﺘﺒﺮ ﻣﻮﻋﺪ ﺍﻟﻄﺒﻴﺐ ﻟﻴﺲ ﺣﺎﻟﺔ ﻁﺎﺭﺋﺔ.
 .11ﻳﻌﺘﺒﺮ ﺗﻨﺎﻭﻝ ﺍﻟﻮﺟﺒﺎﺕ ﺍﻟﻤﺘﻮﺍﺯﻧﺔ ﻭﺍﻟﻨﻮﻡ ﻟﺜﻤﺎﻧﻴﺔ ﺳﺎﻋﺎﺕ ﻛﻞ ﻟﻴﻠﺔ ﻫﻮ ﻣﺼﺪﺭ ﻛﻞ ﺍﻟﻄﺎﻗﺔ ﺍﻟﻼﺯﻣﺔ ﻟﻘﻀﺎء ﻳﻮﻡ ﻣﺪﺭﺳﻲ ﺭﺍﺋﻊ ﻛﻞ
ﻳﻮﻡ  ،ﻭﻳﺰﺍﻝ ﻳﺘﻤﺘﻊ ﺍﻟﻤﻮﻅﻒ ﺑﻮﻗﺖ ﻟﻼﺳﺮﺓ ﻭ ﻳﺤﻈﻼ ﺑﻮﻗﺖ ﺍﻟﺸﺨﺼﻲ.

