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AFIA will take all practicable steps to ensure the safety of staff, students and visitors by complying
with relevant health and safety legislation, standards, and codes of practice.
This is achieved by understanding that:

1.
2.

All staff have individual responsibility for health and safety.
All staff should understand and accept the responsibility for eliminating or minimizing the
potential for harm to all people at AFIA.

. Ensure that all staff are consulted and given the opportunity to participate in health and safety

management.

. Ensuring that the school has an effective method for identifying hazards.
. Creating and maintaining a safe working environment.
. Having in place plans and procedures for all foreseeable emergencies that may arise in the

workplace.

. Providing appropriate orientation, training, and supervision for all new and existing staff.
. Accurate recording, reporting, and investigating injuries.
. Ongoing evaluation, review and updating of compliance with the health and safety programmes

and this policy.

There are nine sub sections for Health and safety policy at AFIA:
1.Administration of medication policy

2.
3,
4.

Medical emergency response policy
Emergency evacuation policy
Crisis and emergency response policy

5.Supervsion Policy

6.Field Trip Policy

7.Food Policy

8.School Transport Policy

9.ICT and safe internet use Policy

Note: Health and safety policy should be read in conjunction with safequarding and child
protection policy.

Sectionl.Administration of Medication Policy

Objective:

Administration of Medications Policy aims to outline all steps taken to ensure that in case, any
medication has to be administered to a student, following guidelines will be followed:
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10.
11.

12.

Management and the teaching staff of the school shall not administer any medical treatment to
pupils on their own.

The School Nurse will be the only authorized person to administer medication. She will only
administer chronic and emergency medication prescribed by a doctor if a parent/guardian has
signed the School Medications Indemnity document.

It is important that parents supply a medical certificate of any medical condition suffered by
their children. Children who are asthmatic, epileptics or diabetics or who are prone to
anaphylactic shock syndrome may have an attack at any time and it is vital, therefore, to
identify the symptoms in order that treatment can be given by an appropriate person if
necessary.

Clear instructions about medicines requiring regular administration must be provided by the
parent/guardian with doctor’s note and will be strictly followed by the school Nurse.

Where possible, the school Nurse will arrange times for medication so that it doesn’t coincide
with lesson time.

Sick children should not be sent to school as they pose a health risk to the other students and
teachers in the school.

In the event that a student falls ill during school time, the parent/guardian will be called to fetch
the child from school.

Should it be necessary for the school Nurse to administer OTC (over the counter) symptomatic
medications such as paracetamol, the school Nurse will contact the parent/guardian for verbal
approval first.

The school nurse must ensure that all medications are stored safely and in the correct
environmental conditions and that they are current. Expired medications must be safely
disposed of.

The School Nurse will keep a written record of all cases dealt with.

In emergencies, the school Nurse will do no more than is obviously necessary and appropriate
to relieve extreme distress or prevent further and otherwise irreparable harm. Qualified medical
treatment will be secured in emergencies at the earliest opportunity.

Parents must ensure that the emergency contact numbers and any information concerning their
children’s health which is with the school is always up to date and valid.

Section 2. Medical Emergency Response policy:

Objective:

This policy is intended to meet students’ health needs during minor and major injuries or medical
emergencies. Procedures established in this policy shall be followed during the school day and
while on a school bus or other school property for first aid and emergency treatment for students.
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Following guidelines have been adopted to prepare staff members to provide first aid and
emergency care during any medical emergency:

1. The school nurse will always be contacted first to handle any first aid and emergency treatment.
In case of unavailability of the school nurse, the school staff who is trained in CPR and First
Aid may offer care.

2. First aid supplies shall be kept in central locations in the schools, where they will remain clean,
dry, and available to all personnel.

3. In case any student has any known major health issue such as epileptic seizures, asthma attacks
or allergies that may require emergency care; teachers should be made aware of appropriate
procedures for handling these conditions and for calling Emergency Medical Services (EMS).
Each year, student’s parents or guardians will be requested to update the Student Health
Information Form.

4. When an emergency exists, school staff members will implement the following emergency
procedures:

* Remain calm and communicate a supportive attitude to the ill or injured individual.

* * Never leave an ill or injured individual unattended. Have someone else call social worker
and school nurse, If trained and if necessary, institute CPR.

* Do not move an injured individual or allow the person to walk without the advice of the
school nurse. Other school staff should be asked to help clear the area of students or staff that
may congregate following an injury or other emergency situation.

e SLT will decide to call EMS on the recommendation of school nurse. The Social worker will
contact the parents on the instructions of SLT. In case parents are unable to accompany the
student to the hospital, the social worker or any other staff appointed by the SLT will
accompany the child to the hospital.

e SLT will instruct the social worker to carry out a formal investigation and submit a report in
case required. The Social worker will take statements from staff /students who have
witnessed the incident in case of inquiry.

* Based on the inquiry report, the director will decide if any disciplinary action is required for
the incident.

Section 3: Emergency Evacuation Plan:
Emergency evacuation plan is a part of AFIA Health and Safety Policy.

Objective:

AFIA is committed to ensure that, in the event of an emergency incident affecting the school, the
school will provide an effective response to minimise the impact of the emergency.

Guidelines:
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An emergency incident can be an unexpected event which affects the school community and may
cause disruption on a scale which is beyond the normal coping capability of the school. The
following are examples of emergency incidents which may impact on the school and require
activation of the emergency plan.

e A fire within the school or nearby premises

e A serious accident/incident involving children and/or school staff.
* Chemical or toxic substances are released on or off site.

* Severe weather conditions such as heavy rain or sandstorm etc.

Fire Drills:

AFIA practices a full emergency evacuation on a regular and routine basis and at least one fire drill
is being conducted at regular intervals. A drill is undertaken at the beginning of the academic year
to enable new pupils and staff to hear the alarm and practice an evacuation.

The fire alarm is activated in an assembly at the start of the new academic term to help prevent
any new younger children being frightened by the alarm. In addition, notices detailing evacuation
procedures are being clearly displayed around all premises. They are concise and non- conflicting,
specific escape routes are mentioned. The drill is designed to fully assess the formulated practices
and procedures and therefore, where possible, prior warning is not given.

It is considered good practice to vary the times when a fire drill is conducted and to occasionally
restrict access through a corridor or escape route, as if blocked by fire, so that the drill doesn't
become too regimented. Consideration is also given to undertaking a drill at significant times of
difficulty e.g. break time, school opening and closing times, immediately after holidays etc.

Evacuation procedures:

Following guidelines should be followed in case of a fire drill or in case of any emergency that
requires evacuation. All staff should be aware of their nearest exit, not only in their classrooms but
other areas of the school. Fire Evacuation notices and plans should be in place in all areas of the
school. All staff should take time to familiarize themselves with these plans.

On hearing the fire alarm, following procedures/duties will be followed:

1. Teaching staff

1. On hearing the fire alarm, the teacher managing the class will take the students through the
nearest fire exit.

Students must evacuate the building in silence.

No one should stop collecting any belongings.

If possible, switch off any electrical equipment.

ok W

Close any doors to the areas close to the fire.
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Students must be evacuated to the nearest assembly point.
7. Staff will check attendance and immediately inform administration of any missing children.

Any staff that has a non-contact period at the time of fire alarm will immediately leave the staff
room and assist other teachers in evacuation.

2.Administrative Staff

In case of a real fire, DD will instruct the secretary to contact the fire department. In all cases of
emergency evacuation, the admin supervisors will distribute the attendance registers to the class
teachers at the assembly points.

3. Senior Leadership Team

SLT will monitor the evacuation of the premises from the assembly points. When the headcount
has been completed, the Fire drill in charge will inform SLT that that everyone is present.

4. Fire drill in charge
Fire drill Incharge and DSL will check the following areas:
1. Visually check the buildings, student toilets, staff toilet, PE hall etc.

2. SLT will be informed that all buildings are clear.

3. Fire drill Incharge will monitor the school main entrance to wait for the fire brigade and to
ensure no unauthorized persons enter the premises.

4.No one may re-enter the buildings until they have been given all clear by the SLT in the case of
a fire drill or Fire Officers, in the case of a fire.

5. Support services officer:
Support services officer will ensure the following at all times: a)
Key Escape Routes

* All areas have direct escape routes to the assembly points.

» Fire exit signs are posted on all exits.

* All exits are kept unlocked and clear of obstructions.

* There is emergency lighting on key routes throughout the building. These are tested on a
regular basis.

b) Fire Fighting Equipment

»  Fire extinguishers are checked on a rota basis for functionality.
*  Check expiry dates and serviced annually.
e Staff are trained in the use the fire extinguishers.
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c)Assembly Points

e Assembly points are clearly labeled, preferably near the school gates.
*  Assembly points should not be the same as fire engine access.

d) Personal Emergency Evacuation Plans

Individual emergency evacuation plans for children with a disability are put in place after
consultation with the staff involved.

Section 4: Crisis and emergency Response Policy

AFIA is committed to ensure that, in the event of an emergency incident affecting the school,
the school will provide an effective response to minimise the impact of the emergency.

Objective:

The objective of the crisis and emergency response policy is to identify and respond to
emergencies by outlining the responsibilities and duties of the school management and the
staff. Developing, maintaining, and exercising the policies allows the staff to act quickly and
knowledgably during an emergency or crisis. This plan provides parents and other members of
the community with assurances that AFIA has established guidelines and procedures to respond
to a crisis/emergency in an effective way.

Preparedness for a crisis/emergency:

The school administration will ensure preparedness for emergencies through the following

steps:

1. Appoint a crisis response team that acts as a first responder for school emergencies and
assists the administration in developing and implementing emergency plans.

2. Ensure efficient monitoring and supervision of school gates.

3. Administration staff at the reception should identify and record details of visitors to the
school.

4. Monitor and close all doors from inside (Do not lock or chain the doors).
Emergency telephone numbers

* Police/ civil defense :999
» Kahramaa emergency number: 991
* Emergency team hotline of MOE 44045999

Crisis response team

The members of crisis response team are:
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Designated safeguarding Lead

1. Director

2. DD

3. DH

4. Student Affairs
5. Secretary

6.

7.

Admin supervisors

Following are the guidelines for emergency/crisis situations:

1. Unidentified person inside the school building:

All Staff have the responsibility of identifying any visitor or adult in the school who does
not have the visitor card.
Identify the issue of the unknown person and his location.
Identify the nature of his/ her work.
Ask him/ her to show his/ her identification card.
Ask him/her to go to the administration building.
If she/ he refuses to leave, alert the admin or Social Worker.
The administration will check the purpose of the visit and if there is no acceptable reason
for such a person’s presence in the building, ask him/ her to leave the premises. If she/he
refuses to leave:
I. Call the Police 999
I1. Provide a description of the suspect.

2. Short — Circuit Electrical Fault / Water and Gas leak:
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Notify the support services officer to evaluate the issue and call the Civil Defense Department
999 or Kahramaa 991, if necessary.

e Call the Crisis and Emergency Management Committee of the Ministry of Education and
Higher Education 44045999.

» Teachers and students should remain inside their classrooms, keep calm and continue lessons,
unless asked to evacuate.

* Do NOT turn on any light switch, electrical outlet, or appliances in case of short circuit or gas
leak.

* Do NOT re-enter the building without permission from the Civil Defense Department or the
crisis response team.

* Call the Crisis and Emergency Management of the Ministry of Education and Higher Education
44045999.

3- Earthquakes / Landslides (Partial or Full)

 Cut the main power supply of electricity.

* Emphasize that students and employees in the building should drop immediately to the floor,
take cover under sturdy desks, or stay at the corners and hold to firm objects, and the need to
protect their heads and faces.

* Emphasize staying away from walls, mirrors, closets and windows.

* Emphasize staying in the beginning of the stairwell in multi-floor buildings and NOT using
elevators under any circumstance.

* Emphasize on staying as much away as possible from electrical cables and not touching such
cables.

* Call the police, Civil Defense and ambulance and provide them with the available information.
* Call the clinic nurse and individuals with first-aid training.

* Try to calm down students and employees and separate them from injured cases.

* Ensure the school’s exits and entrances are clear for ambulance access.

4- Severe Storm (Internal Protection):

* Prevent students from leaving the school building unless requested by the parents.

* Bring all employees and students inside the school building if they are outside.

* Confine activities and PE classes inside the classrooms.

* Make sure that the doors and windows are firmly shut.
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* Partially switch off air conditioners and monitor the dispersal of dust and the ventilation filters.
Communicate with the clinic to check students with respiratory diseases and distribute masks to
them.

e Communicate with competent authorities to get information about the storm and its
ramifications.

* Shut the school gates and prevent vehicles from moving in case of reduced visibility to prevent
accidents of running over pedestrians.

* Remove any furniture/ equipment that might be lifted-off by the wind and cause injuries.

* Call the nurse and individuals with first-aid training.

* Try to calm down students and employees and separate them from injured cases if any.

* Ensure the school’s exits and entrances are clear for ambulance access.

5- Heavy Rain

In case the building is damaged (electrical fault or collapse in the school because of rain), take the

following actions:

e Alert support services officer.

¢ Call the Civil Defense and the Crisis and Emergency Management Committee of the Ministry
of Education and Higher Education.

* Activate evacuation plan immediately.

» Take attendance and transfer students to the nearest safe school or location near the school or
building.

» Wait until you receive further instructions.

In case the building is damaged in the external environment surrounding the school, take the

following actions:

* Keep students inside the classroom and continue classes and activities.
* Raise alert level and Contact the Crisis and Emergency Management Committee of the Ministry
of Education and Higher Education.

¢ Wait until you receive further instructions.

6- Sudden Epidemic or Disease Breakout

* Call an ambulance providing them with the number of cases and with their information.

* Call the Crisis and Emergency Management Committee of the Ministry of Education and Higher
Education.
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* Call the clinic nurse and individuals with First-aid training.

* Try to calm down students and employees and separate them from infected cases.

Ensure the school’s exits and entrances are clear for ambulance access.

* Investigate in cooperation with the concerned authorities.

7- Mass Poisoning

Call an ambulance providing them with the number of cases and the type of poisoning cases if
possible.

Call the Crisis and Emergency Management Committee of the Ministry of Education and
Higher Education.

Call the clinic nurse and individuals with First-aid training.

Close and seize the source of poisoning; Make sure the source is NOT used across the school.

Confiscate and provide samples of poisoned food / water to the competent authorities and
request examination report.

Try to calm down students and employees and separate them from infected cases.
Ensure the school’s exits and entrances are clear for ambulance access.

Conduct an investigation in cooperation with the concerned authorities.

8- Acts of Sabotage \ Terrorist attack/violence

Call police immediately 999 to assess the situation to determine the method of intervention
and action.

Call the Crisis and Emergency Management Committee of the Ministry of Education and
Higher Education.

Evacuate the building completely or isolate students from places of riots and terrorism.

Try to calm down students and employees and separate them from injured cases to avoid
psychological trauma.

Seek protection on the opposite side of the school or building.

The internal safety and security team should control the situation as much as possible.
Evacuate all the individuals in places even though not crossing the scene for safety purposes.
Ensure the school's exits and entrances are clear for ambulance and police access.

If the threat persists, emphasize on keeping everyone inside the school and NOT evacuating
students or employees until the competent authorities arrive at the site and confirm it as
secured.
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9- Kidnapping Prevention and Response Policy

1. Purpose
To ensure the safety and security of all students by preventing unauthorized removal and
establishing clear procedures to respond to any suspected kidnapping incident.

2. Preventive Measures
e Maintain an approved parent/guardian list with updated contact details
» Enforce a strict student pick-up policy (only authorized persons allowed)
e Issue and monitor and parent/visitor pass
* Ensure controlled school entry and exit points with security personnel
e Install and monitor CCTV cameras across key areas
e Conduct regular staff training on child protection and safeguarding
e Educate students on personal safety and “stranger danger” awareness

3. Arrival and Dismissal Procedures
e Supervise all entry and dismissal points
e Verify identity of adults collecting students
e Use a sign-out system for early pick-ups
e Immediately report any irregularities to school leadership
4. Visitor Management
e All visitors must sign in, show ID, and wear visitor badges
e Visitors must be escorted at all times
e Restrict access to student areas
5. Response to Suspected Kidnapping
e Immediately inform school leadership and safeguarding lead
e Lock down the school if necessary
e Contact local authorities/police immediately Cooperate with the police investigations.
e Inform parents/guardians of the affected child
e Secure CCTV footage and witness information
» Keep clear records of the incident
6. Roles and Responsibilities
¢ School Leadership: Ensure policy implementation and coordination with authorities
e Teachers: Monitor students and report concern immediately
e Security Staff: Control access and verify identities
e Parents: Follow school pick-up procedures strictly

7.Communication
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e Maintain clear and immediate communication with staff and parents during any incident
e Avoid sharing unverified information
8. Review and Training
¢ Review the policy annually
e Conduct regular drills and awareness sessions
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10- Death of a School Member
Staff Responsibility

» Alert SLT and secure and isolate the area.
* Move students quietly away from the area and discourage discussions.
* Identify distressed students in need of immediate support.

SLT Responsibility *
Call the police.

 Isolate the area and call the Crisis and Emergency Management Committee of the Ministry of
Education and Higher Education.

* Assist the police and local authorities to assess the situation and cause of death.

11- Fire incidents
A) Fire in Multiple rooms

* Call the Civil Defense Department and Crisis and Emergency Management Committee of the
Ministry of Education and Higher Education.

» Evacuate the floor where the fire is located and the floor above and check attendance.

» Cut the power supply to air conditioners.

* Direct the fire brigade teams to deal with the incident.

* Provide medical assistance to the injured if needed.

* Reassure students and employees.

* Report to the Crisis and Emergency Management Committee of the Ministry of Education and
Higher Education.

B) Limited fire

e (Call the Civil Defense Department and Crisis and Emergency Management Committee of the
Ministry of Education and Higher Education.

» Evacuate the room and two other rooms on each side on the same floor as well as the room located
above.

» Cut the power supply to the entire floor and air conditioners.

* Direct emergency team to tackle the incident.

* Provide medical assistance to the injured if needed.

* Reassure students and employees at school.

* Follow the Civil Defense instructions and recommendations.

C) Large Fire in the Building
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* Call the Civil Defense Department and Crisis and Emergency Management Committee of the
Ministry of Education and Higher Education.

* Cut the main power supply and evacuate the building completely.

» Extinguish fire with the available means.

* Provide medical assistance and care to the injured if possible until the ambulance arrives.

e Try to calm down students and employees and separate them from injured cases to avoid
psychological trauma.

* Ensure the school's exits and entrances are clear to facilitate rescue operations and prevent
gathering at the doors.

D) Fire at an adjacent building posing threat of spreading to the school

* Call the Civil Defense Department and the Crisis and Emergency Management Committee of the
Ministry of Education and Higher Education.

* Cut the power supply to the building.

* Reassure students and employees at school.

* Follow the Civil Defense instructions and recommendations.

Emergency response procedures:

Following procedures will be followed as response to an emergency or crisis :
1. Evacuation

2. Lock out

3. Seek shelter

4. Seek Safe Area

5. Prompts: Drop, Cover and Hold.

1. Evacuation:

Evacuation guidelines given in section 3 should be followed in case of a fire or in case of any
emergency that requires evacuation. All staff should be aware of their nearest exit, not only in their
classrooms but other areas of the school.

Fire Evacuation notices and plans should be in place in all areas of the school. All staff should take
time to familiarize themselves with these plans.

2. Lock down
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Lock down is used to protect building occupants from potential dangers in or outside the building

When the announcement is made; follow the following procedures as precaution: * Confine
students in the classes immediately.
* All windows and doors should be shut and locked, and none of it should be left open for any
reason.
* Display the Emergency Procedures Guide at the door/window to indicate the followings:
a) Red: injured person/ missing students
b) Yellow: Help is needed
c) Green: all students are safe and accounted for.
» Cover all openings in the room including doors and windows if possible.
» Stay away from all doors and windows and move students to the interior walls and sit on the
floor.

* Switch lights off.
¢ Be calm and wait for further instructions.

3. Seek shelter

Seeking shelter is used for protection from gas or chemical emissions. When the announcement is
made; follow the following procedures as precaution:

* Shut all windows and doors using tape and seal the gap between the bottom of the door and floor
using coats, blankets or rugs.

 Turn off heating, ventilation, and air conditioning systems.

* Seek Safe area:

* Used during severe weather conditions When it is announced, or the alarm is set off:

* Take the nearest, safest route to shelter in designated safe areas.

* Take the Emergency Procedures Guide and take attendance of students. * Help individuals who

need special assistance. * * Do NOT stop to take student/ staff belongings.
e Shut all the doors.
* Remain in a safe place until the situation is announced safe.

4. Prompts: Drop, Cover and Hold

These are used in earthquakes or other dangers to the building or immediate surroundings. When the
prompt are given:

* DROP- to the ground take shelter under a nearby desk or table far from the windows
* COVER- your eyes by leaning your face against your arms.

* HOLD- on to the legs of any table or desk and stay where you are.

* Help individuals who need special assistance.

*  Wait for further instructions.
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Personal Emergency Evacuation Plans (PEEP):

As AFIA takes its obligations to fire safety extremely seriously, a PEEP is in place which is a plan
for a staff/student who may need assistance, for instance, a student with impaired mobility, to
evacuate a building or reach a place of safety in the event of an emergency such as:

a) Mobility impairment

b) Sight impairment

¢) Hearing impairment

d) Cognitive impairment
Sometimes the requirement for a PEEP may be temporary, for instance, someone who is using a
wheelchair because of a broken leg or someone in the late stages of pregnancy. It is the

responsibility of the school nurse to identify individuals who may require a PEEP and to implement
the PEEP assessments.

Based on the nurse advice, DSL will develop a plan which will:

» Identify specific evacuation routes where appropriate.

* Identify refuge areas and specific evacuation procedures.

* Identify specialist equipment such an evac-chair that is needed.
* Identify staff responsibilities and training requirements.

* Identify any building adaptations that are required.

Section 5: Supervision Policy
At AFIA, we believe that all staff have a duty of care towards the students. The nature and extent
of the duty will vary according to the circumstances. As part of that duty, teachers are required to
supervise students adequately.
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This requires not only protection from known hazards, but also protection from those that could
arise (that is, those that the teacher should reasonably have foreseen) and against which preventive
measures could be taken.

We understand our duty of care and that the staff are required to supervise all learning
environments that students are working in- the school playground, classrooms and online spaces
as well as excursions and camps.

The school will manage Duty of Care in the following ways:

1.Informing Staff of Duty of Care: * All staff will be informed of their legal

requirement in the following ways:

A copy of this policy will be provided to each member of staff at the commencement of the
school year and will be placed on the shared drive.

New staff will be informed of their Duty of Care as part of the school’s Induction Program.
Duty of Care will be discussed from time to time in staff and grade level team meetings.
Designated safeguarding lead will complete a risk assessment including duty of care when
planning for camps, excursions, and incursions.

Ensure that staff understand the direct link to the safeguarding and child protection policy and
meet all of the standards.

Staff are fully aware of other related policies which support Duty of Care obligations.

2. Safety of the building and premises;

The school will ensure it provides safe and suitable buildings, grounds and equipment by:

Assigning Occupational Health and Safety as a role of a staff member of the school.
Completing regular workplace inspections of school premises.

Ensuring all regular maintenance work is completed e.g., paint, repairs, air conditioner
maintenance.

Regular fire equipment maintenance, pest control and water tank cleaning.

Regular cleaning of school cleaning.

Students are taught and reminded on an ongoing basis about road safety and safe routines
regarding arriving and leaving school.

Admin Supervisor Responsibilities During Duty Hours

Supervise daily school operations during duty hours.

Coordinate with staff and management regarding school matters.
Monitor student attendance, punctuality, and discipline records.
Ensure smooth arrival, break, and dismissal procedures.
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» Supervise maintenance, cleanliness, and safety procedures in the assigned areas.

e Maintain and distribute maintenance forms to staff when needed.

e Maintain school documentation, reports, and records.

*  Monitor compliance with school policies and MOEHE requirements.

e Conduct regular school inspections and follow up on action plans.

» Support health, safety, safeguarding, and emergency procedures.

» Ensure proper management of resources and facilities.

» Support staff with operational requirements when needed.

e Supervisors must continuously monitor students and remain present in their assigned duty
areas to ensure student safety at all times.

e Monitor Salah and Wudhu time to ensure students maintain discipline, safety, and proper
behaviour during prayer preparations and prayer time.

3. Morning and after school supervision:

It is the policy of the school to supervise the school playground at all times during regular breaks.
Admin staff assumes a duty of care from 6:30 a.m. While the school gate opens at 6:00 a.m. and
students are allowed access to the school yard, to facilitate the parents, but as a matter of health
and safety, AFIA informs parents that the school does not accept responsibility for students
dropped off earlier than 6:30 a.m. (Please see attendance, arrival and collection policy for more
details). A rota for supervision of playtime, morning and after school is drawn up by the SLT and
shared with the staff.

4.Classroom Supervision

1. Students should be supervised at all times by AFIA staff. It is not appropriate to leave students
in the care of any external education providers or volunteers unless authorized by the director.

2. No student should be left unsupervised outside the classroom as a withdrawal consequence for
misbehaviour. Withdrawal is to be conducted by sending the student with admin supervisors or
MLT only if approved by DD or DH.

3. Teachers should also consider their duty of care when seating students in the class. For example,
not sitting particular students together if there has been a case of bullying or on-going
misbehaviour.

4. In an emergency situation use the school group to call for assistance from SLT or MLT or the
nurse.

5.Movement of Students

1. Students must be supervised by teachers /Admin supervisor when moving from one location to
another inside the school.

2. Students must use the pass to go to the toilet, canteen, clinic or while completing other monitor
roles.
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3. No student will be allowed to go to the admin office for an early exit, without the exit slip.

6.Indoor Supervision- wet/hot/windy days

In certain weather conditions, SLT will decide to keep students inside during lunch breaks with a
prior announcement. Homeroom teachers will monitor the students inside the classrooms and keep
them engaged in suitable indoor activities.

DH and student affairs officer will assign the rest of the staff on suitable supervision duties in the
corridors and canteen as deemed necessary.

7.Playground Supervision Objective:

We will ensure that the playground environment must be a safe and secure place for all students
at AFIA. It is of paramount importance that whilst our children are at school the activities that they
experience are those that will help them to grow and develop as caring members of our school and
community. Playtimes/Break times are times when interactive skills between others are needed,
when children are learning how to deal with the many problems that relationships with others
bring.

Aims:

1. To ensure that all staff are aware of the importance of strict supervision in the playground.

2. To implement an ongoing workable supervision roster system throughout all areas of the school.
3. To ensure the children are purposefully occupied during break times.

4. To ensure that all children have equal opportunities whilst using play areas.

Guidelines

1. Through staff meetings or notices, all staff will be made aware of the critical nature of a well
supervised playground.

2. The DH will organise a roster to cover any areas which will require supervision.

3. The duty roster will be reviewed at least once per term and updated accordingly.

4. Each teacher will be given access to a copy of the duty roster and a copy will be displayed on
the duty noticeboards.

The teacher teaching the lesson prior to break will escort the students to the playground.
Class teachers will be responsible for bringing the students back after play time.

Duty Areas will be allocated to all staff.

® N e U

No PE equipment should be used during break time except for the supervised activities initiated
by the PE teacher.
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9. Duty will commence at the beginning of each break to the end of each break.

10. Students will be encouraged to put any rubbish into the bins provided.

11. If a student needs to be removed from the playground for disciplinary reasons, the student should
be sent to the Social Worker.

12. If any member of staff is unable to perform break duty, he/she must inform the DH at the
beginning of the day.

13. In case of staff absence, a substitute staff should be assigned for break duty.

14.All injuries during the break time should be reported to the Nurse, and recorded in the accident
book.

15.All visitors must report to the office. No unauthorized adult should be on the playground.

16. Students are not allowed to remain in the playground unless supervised by an adult.

17. Students must not enter classrooms during playtimes, unless on a message from the staff on duty
outside.
18.All staff must ensure that they are in the playground on time for duty.

19. Staff should not walk around the playground together, but space themselves around to ensure
supervision of the playground.

20.DD or DH should be informed if any staff is not on duty.

21.We must ensure that all children are happy to be in the playground. All possible incidents of
bullying must be reported.

22.Asthma pumps should be readily available to children who need them during break times.
A Code of Practice for encouraging Positive Behaviour:
As staff we should aim to set a good example by:

a) Talking to children politely, not shouting.
b) Trying to suggest an alternative activity rather than saying ‘Don’t...’
¢) Encourage positive activities and play games.

Staff are to report incidents that happen in the playground that are a cause for concern. If the
incident needs to be followed up immediately, the social worker, deputy head or the head must be
located personally. If the incident needs to be followed up but is not urgent, please report to the
class teacher or social worker. Each member of staff on duty at break time can award class dojo
points to children who have shown positive behaviour.

Strategies and sanctions in the Playground:
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Level 1

a) giving verbal warnings.

b) reasoning.

¢) apology if necessary.

d) using - ‘stop, wait, calm down, carry on.’

e) sitting down on bench - no more than 5 minutes (in the shade)

Level 2

a) verbal warning and stating consequences.

b) standing by adult’s side.

c) Stopping any confrontation between students

d) sitting down on the bench, no longer than 10 minutes (in the shade)

Level 3

Repetition of any of the above can lead to break detention sanctioned by Deputy Head or DD on
social worker advice.

The systems and procedures for playground supervision have been established to ensure that to the
best of our ability, the students remain safe and happy.

Section 6: Field Trip Policy

At AFTA, we believe that out of school activities are an important part of our students’ education.
The trips that children are taken on are always linked to the curriculum. We believe that the places
visited during day trips are an extension of our learning environment and provide numerous
opportunities for learning. It is imperative therefore that all pupils attend the day trips.

Aims of School trips

* For our students to see ‘real life’ examples of what has been studied.
» To facilitate learning.

* To ensure there is variety and interest in the curriculum.

* To see the students outside the classroom environment.

The Aims of policy:

To ensure the wellbeing of students whilst out of school and to Represent the school in the wider
community. To ensure the reputation of the school is upheld.:

School uniform must be worn on all trips (please refer to the Uniform Policy)

Staff accompanying the pupils on the trip must continue to follow the Staff Dress Code Policy.

Vision: Leading in education, with an Islamic identity, according to locally and internationally approved standards.



Exclusion from a field trio is a serious penalty and should be used with caution and will be authorized
only by the director AFIA.

Preparation

1. All field trips at AFIA should be educational or fun trips and where possible the venue should be
investigated by one of the staff before the visit.

2. All departments should suggest trips related to their lessons.

3. The Field Trip Approval Form must be completed by the person in charge, at least two weeks
before the visit.

4. MOEHE approval should be sought as early as possible before the trip.
5. Letter to the parents should be sent only after attaining MOEHE approval for the field trip.

6. Transport requests should be made at least a week in advance.

7. Details of the proposed visit should be sent to parents at least two to three days beforehand and
their consent gained.

Field Trip letter should be drafted in English and Arabic.
Staffing

DH will assign a designated group leader. For each trip. A deputy may also be nominated.
The group leader is responsible for:

a) Supervision and conduct of the visit/trip.
b) Welfare and safety of pupils and staff.
c) Operating emergency procedures where necessary.

Staff must be suitably experienced, competent (e.g., with the age of the group) and, where relevant
to the activity, qualified. Group leaders should be aware of their own levels of competence, take
advice from experts if necessary, and identify the skills and experience of other members of staff
and plan to accommodate these. Supervising adults should be well briefed by the group leader
and have a good understanding of their responsibilities on the trip, the emergency procedures, the
information in the risk assessment and information about individual pupils.

Following points should be considered while staffing a field trip:

1. Ratio of staff going with the students to a field trip should be at least one staff per 10 students. A
cleaner or a maid should accompany KS1 students. Staffing can always be more generous, and
the admin should make the decision based on the duration, nature and location of the visit.

2. If parents or any volunteers accompany any trip, they should not:
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* supervise more than 10 pupils.
* be in sole charge of pupils for more than half a day.
* be in a situation remote from the support of teachers or other appropriate members of staff.

3.Class teachers must check the permission slips for authenticity. A student who does not have a
permission slip will not be allowed to go on the trip. A phone call from a parent will not be accepted
in place of the signed form.

4.Students will not be allowed to go on the field trip if they are not wearing proper school uniform.

5. Qualified first aiders should be among the staff accompanying the trip.

6. A complete list of names and addresses of children going on outings should be left at the school.
7.An accurate list of children in attendance on the day of the trip must be supplied.

Preparing students:

Students should be carefully briefed before a visit, especially in matters of conduct and safety by the
class teachers. Students should understand:

e Aims and objectives of the visit/activity.

e Background information about the place to be visited.

* Relevant culture/customs.

» Safety precautions.

» Standards of behaviour expected.

* Emergency procedures.

*  What to do if separated from the group.

* Items banned from being brought on the trip and from being purchased during the trip.
Medical Details:

e The group leader must consult the nurse for the Special Medical List for details of students
‘medical conditions plus a list of allergies, etc.

* Ideally a member of the group will have a good working knowledge of first aid and an
adequate first aid box must be taken.

* On every trip an adult should be appointed to be in charge of first aid arrangements.
Supervising adults should know how to contact the emergency services and they should know
the location of the nearest hospital.

Emergency Procedures:

e If anything goes seriously wrong contact the School Office and the Deputy Head at once.

e Establish the nature and extent of the emergency as quickly as possible and ensure that all
the group are safe and looked after.

* Record accurately and as soon as possible all facts, evidence, witness details.

* Keep a written record of events, times, contacts, decisions after the incident.
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* No-one should talk to any outside party including the parents. SLT will contact parents if
needed, and act as a link between the group and parents.

* On arrival back at school, the group leader should wait until all students have been collected
by their parents unless you know that other arrangements have been made.

e If your return is delayed, telephone the school Office to give a revised estimated time of
arrival.

e Students’ affairs/DH should inform the coordinators in plenty of time in advance if any
disruption to lessons is planned. Enter all trips onto the events Calendar as far as possible.

* Observe strict accounting practices, keeping accurate records of all payments received, and
made, with receipts as appropriate in case money has to be collected for a trip.

Conduct on the School Bus

¢ Students must wear the seat belt.
e Students must remain in their seats.
* Students should not disturb the driver by making excessive noise.

Section 7: Food Policy Objective:

At AFIA, we are committed to encouraging and developing positive attitudes towards food and a
healthy diet. Promoting a healthy lifestyle is integral to our curriculum and as a school we know
that food is fundamental to the quality of a child’s life, not just in providing essential nutrition, but
in communicating and sharing positive values, attitudes and experiences with each other.

We believe that adults (staff, parents and carers) should be good role models and should support
the children in understanding how balanced nutrition contributes to a person’s health, happiness
and general well-being. We also recognize the importance of food related skills in enriching our
social development and in celebrating, nurturing, and increasing our appreciation of cultural
diversity.

Aims:

The general aim of AFIA is to provide a stimulating, purposeful, educational environment enabling
students to develop academically and socially in a cheerful atmosphere, so preparing each student
for the opportunities, responsibilities and experiences of life.

More specifically, through our food policy we will endeavour:

1. To maintain or improve the health of the whole school community through education —
increasing knowledge and understanding of what constitutes a balanced diet and how to ensure that
food is prepared at home healthily and safely.

2. To ensure that children are well nourished at school, given enough time to finish it and every
child having access to safe and nutritious food and clean water during the school day.
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3.To encourage children to develop positive attitudes towards food through the curriculum and all
the other learning opportunities that are provided in school.

4.To promote an understanding of a balanced diet in which some foods play a greater role than
others.

5.To increase children’s knowledge of where their food comes from, food production,
manufacturing, distribution and marketing and how these will impact upon their own lives and the
environment in Healthy Eating. These aims will be met in lessons through a cross-curricular
approach, through shared eating times and through social activities.

6.To encourage responsibility and accountability of all parents and carers in offering healthy choices
to children.

Cross curricular links:

Healthy eating, food safety and an understanding of where our food comes from will be taught.
Where possible this will be linked to other curriculum areas. For example:

e Art — observational drawing of fruit, healthy eating posters

* ECA —recipes, food preparation and cooking without fire activities.

* English — instructions on recipes * Maths — weights and measures

* PE — healthy eating and exercise

e Science - healthy lifestyles, effects of heat on food, bacteria, how plants grow
* Social Studies- agriculture and fishing, land and its uses.

Being Healthy

e Eat breakfast every day.

* Eat fruit and vegetables daily.

* Choose snacks that will provide nutrients to compliment meals.

* Avoid snacks and drinks with a high sugar content between meals.
e Drink plenty of fluids to avoid becoming dehydrated.

* Be physically active everyday.

* Brush teeth twice a day and visit your dentist regularly.

All students are encouraged to bring in a water bottle so that they can have access to water
throughout the day. Water coolers are also provided in the school for additional access to drinking
water.

AFIA actively encourages healthy eating and for this reason the following food items are not
permitted:

¢ Sweets and chocolates
e Crisps / Chips
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* Fizzy drinks
¢ Nuts and seeds

The following foods are encouraged:-

e Sandwiches
* Boiled eggs
e Fresh fruits

*  Yoghurt

e Milk

e (Clean Water

Any child bringing in food that is not permitted will have it confiscated and it will only be returned
at the end of the day. The parents should notify the school in case of any food allergies.

Role of the staff:

1. During the orientation week, students should be briefed on foods allowed for their snack.
2. To check on students’ snacks during break.

3. Encourage students to bring their own water bottle/tumbler and fork/spoon.

4. Teachers should caution students about food sharing, especially if a child has any allergy.
5. School nurse should inform class teachers about any known food allergies.

6. Teachers are not allowed to distribute chocolates, sweets, chips etc. as rewards.

7. 1f a child forgets his/her food, please inform the school secretary or the social worker to call
parents to send the lunch box. In case other children would like to share food please check for any
allergy if any.

Role of the school:
It is the responsibility of the school to

1. ensure that all stakeholders are informed about the Healthy Eating Policy and that it is
implemented effectively.

2. The school encourages staff to be positive role models for the children.

Role of the Parents:
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The school is aware that the primary role model in children’s healthy eating education lies with
parents. We wish to build a positive and supportive relationship with the parents of our children.

1. It is the responsibility of parents to supply their children with healthy food on a daily basis and
support the school in the implementation of this policy.

2. Parents should support the key messages being given to the children at school.

3. To inform the school of any dietary requirements or food allergies that their child might have.

Section 8: School Transport Policy

Bus Registration Procedure Registration for school transportation occurs on an annual basis.
Parents should submit the Bus Registration Application Form to the school admin between March
and May. Students may be enrolled any time during the school year, but allocation of seats will
depend on seat availability and the availability of the route for your location.

Please note: submitting an application does not guarantee seat availability/allocation or service to
your area. Once an application is received, it will be processed by the school’s transportation

department and parents will then be notified as to whether or not the school can provide bus

transportation for their child(ren).

Upon receiving a completed and signed Bus Registration Application Form, the following steps
are taken: All applications, and applicant information, are forwarded to the facilities department
in order to determine the possibility of providing the service and to assign a bus/route number

for the residential area of the applicant.

Once finalised, the bus supervisor will inform the parents with the following:
(1) Bus number

(2) Time of pick-up & drop-off

(3) Location/Bus Stop

Please note: parents must contact the school administration should they need to make any changes
to their child’s transport arrangement. This will be subject to availability and the school cannot
guarantee the arrangement of such changes. Drivers are not authorized to accept any direct requests

from the parents. Parents are not allowed to enter the bus and speak to any students or the bus
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driver/ bus monitor. In case of any concerns, parents should only communicate with the school

administration or the school social worker.
Transport Fees

Please see the fees policy for details about transport fees.

Bus Cancellation:

If parents wish to cancel their use of the bus transportation service, they must inform the school
administration in writing no later than seven working days prior to cancellation. Verbal requests

are not permitted.

Change in address:

If there is any change in home address, a new application form must be submitted. The school
reserves the right to accept or reject the application as the new area might not be covered by the

transportation service or the bus that serves in the new area may have no availability.
Transportation regulations and general guidelines:

1. Morning Pick-Up from home:

The students must be ready on time and at the designated area for pick-up. Students must be
accompanied by an adult who waits until the bus arrives and picks up the child from the agreed
pick up location. Failure to do so, the school will not be held liable in any way. Bus drivers have
been instructed to wait no longer than three (3) minutes during the morning pick-up time. If a

student misses the bus, the parents must provide transportation to school.

2. After School Drop-Off:

Drivers and bus monitors have been instructed NOT to drop off any student unless there is a
designated adult present to meet and collect the student. Should the bus arrive at the stop and no
adult is present to meet the bus on arrival, the student will be kept on the bus and brought back to

school where parents will be contacted to provide transportation home.
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Behaviour guidelines for the school bus:

The students must follow the bus monitors’ instructions regarding seat allocation. Students will be

subject to disciplinary action should they:
1. Remove/loosen or refuse to wear seatbelts whilst inside the bus.

2. Change seats, stand or move around the bus.
3. Shout, yell, speak in loud voices or use bad language.

4. Open the window at any time.

5. Fight, tease, bully or harass other students.

6. Behave in any way that is distracting to the driver and/or other students.
7. Shout at pedestrians or passengers.

8. Mark or vandalize the bus on the inside and/or outside.

9. Eat or drink on the bus. Only drinking water is permitted.

10. Carrying any sharp objects is strictly prohibited.

11. Leave trash/rubbish on the bus seats and floors.

The Bus Assistant has the authority to report violations of the above-mentioned rules to the school
management. Students found to be in breach of the bus rules will be subject to referral and/or
disciplinary action. Serious incidents and/or repeated misbehavior will result in suspension or

termination of their use of bus transportation service.

Students who would have received two (2) warnings will be suspended from riding the bus for 1 to

3 days depending on the severity of the case.

Any further misconduct by any student after receiving two warnings will lead to the cancellation
of their use of the school bus service and the parents will be fully responsible for the transportation

of their children to and from school.
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The school management reserves the right to cancel the use of the school bus for any student

without prior warning in case of a serious misconduct that can jeopardize the safety of other bus

riders.

Safety and security instructions for the bus drivers:

1-

10-

Every school bus driver must hold a valid driving license issued by Qatar’s Traffic Department
— Ministry of Interior and should be fully aware of the traffic rules and regulations in the State
of Qatar regarding the operation of the school bus.

The bus driver is not authorized to allow any passenger or unauthorized person to operate the

school bus at any time, nor is anyone allowed to sit in the driver’s seat.

The driver must not leave the driving seat without installing the brakes, turning off the engine,
putting the bus in a parking position by means of the gearshift device, removing the ignition key

from its place and then keeping the keys with him.

The bus monitor has the primary responsibility for the safety of children whilst on and off the

bus.

The driver should not leave his driving seat at any time whilst ever there are passengers on the
bus. In the event of any malfunction in the bus, assistance is requested according to the local

policy in the country.

The driver should not make/answer any phone call whilst driving.

The bus driver is only permitted to pick up and transport children and persons designated by the

school.

The students should not be dropped off at any drop off station other than the place of residence

stated on their Bus Registration Application Form.

The driver must make sure that the front and rear windshields are completely clean before

starting any trip.

Tools and other miscellaneous materials must be carried in appropriate places.
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11- The bus driver must ensure that all brakes, lights, stop signs, warning signal lights and other

safety devices are operational and working properly before starting any journey.

12- The bus driver must also ensure that the first aid kit and fire extinguisher are available on the

bus and fully prepared.

13- The driver must check the door latch and safety lock and ensure that they are operational and
working properly before operating the bus.

14- Tt is forbidden to move or operate any bus if any of the exit doors are fully or partially open. 15-
Drivers must immediately report any malfunction or necessary repair they suspect may be

required for the bus in their custody to the bus supervisor.

16- Drivers must not exceed the legal speed or the specified and enforced speed. Failure to do so
will lead to the penalties permitted by the Qatar Labour Law, the penal and grievances list, and the
work regulations list. For offences that affect students’ safety, a termination of contract may be

applied.

17- When it is necessary to overtake any slow-moving vehicle, the driver must take reasonable
measures to ensure that it is safe to do so. They must also ensure that there is no other vehicle
approaching and they must maintain a distance and clearance of not less than 800 feet between the

school bus and the vehicle ahead that is slow moving.

18- Reversing the bus is prohibited unless requested by a police officer, or an emergency vehicle.

19- Bus drivers must give right of way to emergency vehicles.

20- When there is a need for any change in the direction of the bus, electrical signals must be used
as necessary. For example, the left direction signal is used to indicate that the bus will move to

the left.

21- Before the bus stops, the hazard light must be used as necessary.

22- The driver shall ensure that no children are left alone in the bus, and he must always check that

the bus is empty before locking and leaving.

23- Report any behaviour concerns to school administration immediately.
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24- Bus attendance procedures as instructed by the school management must be followed by the

drivers at all times.

Procedures to be followed by the Bus Driver at morning pick up time:

1.  The driver will mark the attendance of every child on his own register as soon as the student

enters the bus at morning pick up.

2.  The driver will park the bus upon reaching the school, stand at the bus door and take the
attendance again on his register as the students disembark the school bus. The driver must submit
his attendance register to the social worker along with the bus monitors’ register and cross check the
attendance with actual head count.

3. The driver will enter the bus and check all seats and under the seats after all students have

disembarked the bus to ensure that there are no students left unnoticed.

4.  The driver will proceed to the admin area and fill the daily pledge form to confirm that he has
completed all his responsibilities for the morning pick up and safety check of the bus and he has

reported the absentees to the social worker.

5. The driver will park the bus at the designated parking area and carry out a final check of the

bus and inform the bus supervisor.

Procedures to be followed by the Bus Driver at drop off time:

1. The driver will mark the attendance of all bus riders on his register as soon as the students

enter the bus at dismissal time.

2. The driver will wait until the bus inspector has checked the attendance and signed the register.
3. The driver will park the bus at the agreed drop-off location for each student and mark his

attendance register as soon as the student is dropped off at his home.

4.  The driver will ensure that the student has been picked up by the designated adult from the

drop off location before moving.

5.  The driver will report back to the admin staff on duty upon returning to the school to sign the

daily pledge to confirm that all students have been safely dropped off at their locations.
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The school Bus monitor will:

* Assist the driver in maintaining the good conduct and behavior of students on the bus.
* Check the attendance record to ensure the presence of all students and report any absence.

* Assist all students when getting on or off the bus.

» Help students and ensure safety when pupils are boarding, transferring and disembarking from
buses, whether in emergency or normal situations.

» Submit observations and incident reports immediately to the social worker in case of concerns
such as discipline, accidents, inappropriate social behavior, etc. for the purpose of communicating

information to responsible personnel appropriately.

* Assist the driver in maintaining the cleanliness of the bus interior, in order to maintain the

appearance, health and safety of the bus.

* Allocate seats to the students in order to ensure the safety and welfare of students.

» Ensures that aisles are kept clear of luggage, bags, lunch boxes, etc., so that other students are not

harmed in any way.

* Monitor dangerous areas around the bus, as well as check for dangerous situations. (Example:

Students should not go too close to the rear wheels.)

* Inform students about bus safety and requirements to enforce laws and regulations and provide

positive discipline and student guidance.

* Collect personal items that some students leave on the bus and deliver them to the school

secretary.
Procedures to be followed by the bus incharge at morning bus arrival:
1. He/she will receive all school buses at the designated location in the school building.
2. He/she will take actual head count as the students disembark the bus.

3. He/she will receive the attendance registers from the bus drivers.
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4. He/she will wait until the bus is checked by the bus monitor and bus driver and ensure that all

students have safely disembarked the bus.
5. He/she will submit the attendance registers to the admin staff and report the absentees.
Procedures to be followed by the bus inspectors at dismissal time:

1. Bus inspectors will record the attendance of the pupils and cross-check this with the registers

provided by the bus monitors and the bus driver.

2. Bus inspectors will check that all students are properly seated in their allocated seats with their

seat belts fastened.
3. The bus inspector will sign the register and allow the bus to leave the school premises.
Procedures to be followed by the admin supervisors:

1. admin supervisors will ensure all bus riders are collected at dismissal time.

3. Bus rider collector will ensure that the students will be escorted to the bus area with Bus

Incahrge in a disciplined manner and safely board the bus/es.

4. Bus incharge will stay in the bus area until all buses are checked for attendance and the buses

are allowed to leave by bus inspectors once all necessary checks are made.

Procedures to be followed by school secretary:

1. School secretary will receive the bus registers and will immediately contact the parents of any

absent bus riders.

2. School secretaries will ensure that the parents are contacted no later than 7:45 a.m. in case of
absentee bus riders, the phone calls record must be maintained date wise and should be checked by

student affairs officer.

3. In case there is no response to the admin phone calls, the secretary will send a formal text

message as a notification to the parent of the absent bus riders.
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4.  School secretary will alert the bus rider collectors and bus incharge if a bus rider takes an early

exit and will not use the bus at drop off time.

5.  School secretary will ensure that daily undertaking forms are duly signed by all bus drivers

and bus monitors and filed appropriately.

Section 9: ICT and Safe Internet Use Policy
Objectives:

AFIA recognizes that technology will play a significant part in the education of the 21st century
students, but this use should follow agreed rules and guidelines to prevent classroom disruption,
student misuse and teacher difficulties and to ensure safe learning environment and maximum
effectiveness of these tools. ICT prepares students to learn about new technology and trends that
is being incorporated on almost every aspect of the modern life. It is a vital tool where staff and

students can explore, learn and present information effectively.
Policy Aims:
This Policy is intended to ensure:

1. Staff, pupils, and volunteers will be responsible users and stay safe while using the Internet and
other communications technologies for educational, personal, and recreational use.

2. The school ICT systems and users are protected from accidental or deliberate misuse that could

put the security of the systems and users at risk.

This Policy also applies to students during school excursions and extracurricular activities.

Ensuring Internet access is appropriate and safe:
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The school will take every practical measure to ensure that children do not encounter upsetting,

offensive and otherwise inappropriate material on the Internet while at school.

Rules for Acceptable Use — Staff

IT support should always ensure an effective filtering system set up within the school to prevent

access to material inappropriate for students.

1.Students using the Internet will do so safely under the filters and security system of the school

2.Staff will use their professional judgement and check that the sites pre- selected for student use
are appropriate to the age and maturity of the students.

3.As much as possible, the students should access contents or resources prepared or recommended
by the teacher, instead of accessing the Internet browser, establishing certain digital platforms as
ways of communicating with the teacher: Class Dojo, Google Classroom, and others educational
apps which might be established to that end and for the different stages.

4.Teachers will promote student awareness regarding the need to validate information whenever
possible before accepting it as true and understand that this is even more important when
considering information from the Internet.

5. The IT support and SLT will be responsible for periodically checking files and documents saved

on the school computers, in order to follow the ICT Acceptable Use Policy, and minimizing the

risk of exposure to inappropriate content.

ICT includes all equipment such as Computers, Projectors, Smart boards, Networking Equipment,

Printers, Scanners, Software and Internet usage. The school’s ICT equipment should only be used

for work-related matters.

7. Teachers should Incorporate ICT for teaching and learning whenever possible.

8. Staff must be responsible users when handling information, documents, and media especially

confidential ones.

No staff has the authority to delete content without prior approval, this includes website, social

media and shared folder contents.
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10.

11.

12.
13.

14.

15.

16.

17.

18.

19.

20.

The staff must consult IT Support before installing and downloading files as it might contain
harmful viruses. All software and hardware that needs to be installed should be approved by the
IT Support.

External storage devices such as hard drives, USB drives, memory cards, mobile phones, etc.
should always be scanned for viruses before using.

Students should be supervised when using ICT Equipment and the Internet.
Damaging/vandalizing of ICT equipment is forbidden. In case of any damage to the equipment,
the person/s responsible for the damage (staff/student) shall be liable to pay.

The staff must keep passwords private, sharing of password/login is prohibited.

Videos/websites used during lessons should be screened before the lesson.

Class Teachers/subject teachers teaching the last lesson are responsible for proper shutdown of
classroom PC and Projector at the end of the day.

ICT teacher is responsible for safeguarding the ICT equipment in the ICT lab. He/she will be
responsible for reporting any damage to the ICT equipment by the students.

All PCs in the ICT lab should be password protected and will be accessible to the students on ICT
teacher’s discretion.

ICT teacher is responsible for safe use of internet by the students in the ICT lab. Any breach to
this rule will lead to disciplinary action against staff and/or students.

ICT lab rules should be clearly displayed in the ICT lab.

Rules for Acceptable Use — Students

The school makes use of devices with Internet access as learning tools. These rules will help keep
us safe and help us to be fair and respect others. Staff and children will regularly reinforce Internet

Safety during the lessons.

Any use of a digital device that interferes with or disrupts the normal procedures of the school or
classroom is prohibited. This prohibition extends to activities that occur off school property and
outside of school hours if the result of that activity causes a substantial disruption to the

educational environment. Using mobile phones or devices to bully and threaten other students is
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unacceptable and will not be tolerated. Pictures and videos must not be taken of students, teachers

or other individuals without their permission.

Students will pledge the following regarding use of their personal tablets during the school

hours:

I will immediately report any damage or faults involving equipment or software; however, this may
have happened.

I will take full responsibility for the safety of my device.

I will not use my own devices to record audiovisual material unless I am given permission to do so,
and I will always follow the schools’ policies for acceptable use of digital images and video.

I will ask permission from a teacher before using the Internet, using apps and webs previously
suggested for each subject.

I will turn off the monitor and report any unpleasant material to a teacher immediately because this
will help protect other pupils and myself.

I understand that, for safety reasons, the school may ask for permission to check my computer files
and may monitor the Internet sites I visit.

I will not use VPN systems during the school day, and I assume that it could be uninstalled if its use
is detected.

I will not try to upload, download, or access illegal or inappropriate contents which might upset
others.

When a work is copyright-protected, I will not download it nor distribute it.

I understand that e-mail messages I receive or send may be read by others.

The messages I send will be polite and responsible and I will only e-mail people my teacher has
approved.

I will not open any attachments to emails, unless I know and trust the person / organisation that sent

the email, due to the risk of the attachment containing viruses or other harmful programmes. * I will
not give my full name, home address or telephone number or any other personal information with

anyone without taking permission from my teacher or parents.
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* [ understand that the school also has the right to act against me if I am involved in incidents of
inappropriate behaviour, that are covered in this agreement, when I am out of school and where
they involve my membership of the school community (examples would be cyber-bullying, use of

images or personal information).

* Tunderstand that if I fail to comply with this Acceptable Use Policy Agreement, I will be subject to

disciplinary action according to the school’s Behaviour Policy.

Social Media

The aim of the school’s social media and websites is to provide information regarding activities and
achievements in our school community, as well as our pupils’ success in the most immediate

environment.

The students’ photographs and videos of the school might be used for the exclusive use of AFIA,
communicating with parents and the wider community, in newsletters, in the school prospectus and
on the school website. The local press may be used to publish photographs of children participating
in events at school. Lists of those children for whom permission has NOT been given to appear in

any audiovisual material will be held by each class teacher, and by the school office.
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Vision: Leading in education, with an Islamic identity, according to locally and internationally approved standards.
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Vision: Leading in education, with an Islamic identity, according to locally and internationally approved standards.
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Vision: Leading in education, with an Islamic identity, according to locally and internationally approved standards.
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