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Dear Parents

Assalam Alaikom

Sub: Re-registration and settling fees for 2020/2021 through e-mail and online bank transfer

We are pleased to share with you the procedures we have put in place for re-registering your children through emails
and online bank transfer. This is to eliminate the need for you or your representatives to come to school, which is
required for your safety and the safety of our staff during the current public health concern resulting from Covid-19.

1.

To re-register your child(ren), please email the Registration Officer, Mrs. Sheren Al-Jallad at:
sheren.jallad@hayatschool.com

Your email must include the following:

e This letter and the attached policies. Please email them to Mrs. Sheren

e A statement that “you have read and accept the policies”

e Names of the children you want to re-register and their grades next year

o Atelephone number that the registration and accounts staff may use to communicate with you

Notes:

e If you face any difficulty downloading and sending the required policies to the Registration Officer, please let
her know in your email to her. She will email you these policies to make it easier for you to send them back to
her.

e You will be asked to sign these policies when the school resumes.

e Please do take this opportunity to have the Registration Officer register you in PlusPortals. It is absolutely
important that you are registered there so that you would receive e-learning materials and school
notifications.

When you send all the required information, you will receive an email from the Registration Officer confirming
this. During this stage of the process, the Registration Officer will inform you if any of your children is on the “no
re-registration list”.

The accounts staff will email you to inform you of the amount that needs to be settled and school bank account
details that you need to use to make the transfer.

Once you complete the transfer, please email the accounts staff. Please include in your email the following:

e The amount that has been transferred
¢ Names of the child(ren) you want to re-register and their grades next year
e The telephone number that you would have provided the Registration Officer

Once the accounts staff have checked the school account, they will email you to confirm that the amount has been
deposited. They will scan and attach the receipt voucher to the email and will let you know that you will receive
the original voucher when the school resumes and you come to sign the policies in person.

Note:

Transferring the re-registration fee for a student who is not allowed to re-register does not result in booking a seat
for that student. The parent may either receive a refund of this fee or the amount may be transferred to the
account of a sibling, if any.

Best wishes,

School Administration

Hayat Graduates are: Effective Communicators, Reflective Thinkers, Responsible Individuals, and Global Muslims
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Absence, Tardy and Early Exit:
Parent Acknowledgement

BRITISH

1. School day starts at 7. All students must be in class at that time. Students who do not get to class at 7 must go to
Reception to get a Late Slip, which is required to enter class, and they will be registered as Tardy.

2. Tardy Levels

a. Tardy1:7:01-7:10
b. Tardy2:7:11-7:30
c. Tardy 3: After 7:30

3. Effect of Tardy and Early Exit on Calculation of Absence Days

6 Tardy 1 equals 1 Absence Day (one Tardy 1 is % Absence Day)

4 Tardy 2 equals 1 Absence Day (one Tardy 2 is % Absence Day)

2 Tardy 3 equals 1 Absence Day (one Tardy 3 is %2 Absence Day)

A combination of different levels of Tardy will be added up to arrive at the equivalent of Absence days.

An Early Exit (with and without excuse) will be treated as one incident of Tardy 2 and will account to Absence
days as referenced in (d)

®oo oo

4. Required Approvals

a. Forabsences, late arrivals or early exits to be considered excused, parents must submit to the school
Administration a request supported by the required documents, such as medical certificate, ahead of time. In
cases of emergency, the request and supporting documents must be submitted within 24 hours.

b. Early exit without prior approval will require meeting with the Principal or Vice Principal.

5. A maximum of 25 excused and unexcused absence days is allowed in the school year, including days resulting
from lates and early exits with and without excuse. Exceeding this limit gives the school the right to deny re-
registration for the following year. An Adjudication Committee Headed by the Principal will make these decisions.

6. Penalty for Tardy 3: If a student arrives to school after 7:30 for three times, in the third time, the school has the
right to deny them attendance for the day. On common mid/end term assessment days, students who come after
the first class may not be allowed to take the assessment, even if it was their first Level 3 Tardy.

7. 10 percentage marks will be allocated for attendance and positive participation in each of the following courses:

a. G6-G9: Arabic, English, Math, Science and Social Studies
b. G10-G12: All courses because they are all required for graduation.

1% will be deducted for every unexcused Absence day including days resulting from unexcused Tardies and Early
Exits.

8. The school is not responsible for covering missed instruction as this would delay progress on the curriculum. Nor
will the support program be used to help students, who are absent/late to class, or who have been suspended for
negative behavior, as the program is meant to help punctual and serious students who continue to struggle despite
their regular attendance.
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Hayat Universal School

Qatar

Behavior Program & Behavioral
Modification Process

HUBS Qatar implements a behavior program that proactively works on developing positive behavior and
supports students to grow to be responsible citizens. Recognizing students may make poor choices, the
program includes a progressive discipline process. These are the main components of the program:

A. Teaching Positive Behavior

To avoid discipline issues the school proactively addresses negative behavior; teachers, administrators
and counsellors teach and enforce positive behavior and model to help students behave positively and
avoid being disciplined.

1. Clear behavior expectations are established: grade specific expectations, common areas
expectations and expectations and processes during emergencies

2. Positive Behaviour Programs are implemented including Hayat High Five, Stop and Think,
Mindfulness and Tribes

3. Positive behaviour is recognized and rewarded including individual student/group
recognition. Assemblies are used for school-wide recognition.

B. Consequences and Strategies Used by the Classroom Teacher

Should discipline issues arise they will be addressed through classroom and behavior management
strategies such as:

1. Having one to one discussion with the student to remind them of good and acceptable behaviors
and to use applicable programs and rewards. Arabic/Islamic Education teachers may remind the
student of related teachings of the Quran, Prophet Mohammed Hadith and positive behavior
norms within the Qatari culture.

2. Moving the student to another spot in the classroom (near the teacher) and/or separating the child
from others

3. Giving the student more responsibility in the classroom, such as sharpening pencils, handing out or
collecting materials, organizing books, etc.

4. Losing privileges such as recess, computer lab or PE activities, or going on field trips.

5. Informing parents by email or PlusPortals as early as possible when discipline issues arise,
especially when behaviour has resulted in loss of privilege.

C. Individual Behavior Modification Plan

A Behavior Modification Plan will be developed when a minor discipline policy violation persists or as
soon as a major violation, such as fighting, physical aggression or bullying, takes place.

The plan will be prepared jointly by, the teacher, school Administration, counselor and parents.

The behavior plan is signed by the parent, teacher and concerned member of administration. A copy is
sent to the parent. The counselors also receive copies so that they will open a file for the student, where
the plan will be kept, and start working on the case. Also an electronic file will be created for the student
in the Discipline Module of the Student Information System (Rediker). In this file, the repeated infractions
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that have led to the creation of the behavior modification plan will be entered. The consequence section
will show a behavior plan has been created.

If the parent refuses to meet with the teachers and Program Heads, the behaviour plan will be created
and implemented. A hard copy of the plan will be sent to the parent. A soft copy will be uploaded on

PlusPortals.

D. Progressive Discipline Process

1* Infraction

K- Grade 4

Grade 5-12

The student is referred to the counselor. The
counselor discusses the incident with the student,
provides them with advice and guidance and
continues to implement the behavior modification
plan. If she perceives a need to modify the plan,
she meets with the teacher and Program Head.
The counselor records the incident information
(student name, date, type of infraction, brief

description).

The student is referred to the counselor. The counselor
discusses the incident with the student, provides them with
advice and guidance and continues to implement the behavior
modification plan. The counselor completes the 1* Conduct
Form and sends a copy to the parent and calls him/her if
needed. If she perceives a need, she may have the student stay
with her or her assistant for an hour. During this time she may
provide the student with strategies to address the challenges
they are dealing with and/or have them do the work assigned
to them by the teacher.

2" Infraction (after implementing the behavior modification plan)

K- Grade 4

Grade 5-12

The student is referred to the
counselor and remains with
her for a maximum of one-
hour depending on the
infraction. During this time
she may provide the student
with strategies to address the
challenges they are dealing
with and/or have them do
the work assigned to them by
the teacher, supervised by
her or her assistant. The
counselor will call the parent
and will record the details of
the incident.

The student is referred to the counselor. They continue to receive advice and
guidance. At the same time the 2™ conduct Form is completed and a copy is sent to
the parent. She arranges a meeting with the parent and teachers to discuss the case
and the behavior modification plan and whether it needs to be amended. During
this meeting, the parent receives the 1* Warning Letter and is asked to sign the
letter. The counselor records the incident and any decisions and actions taken. The
parent is also reminded that further violation of the school behavior policy will
result in more warnings and that if a third warning letter is issued, they will not be
allowed to register their child at Hayat School for the next academic year. At this
point, the school may ask the parents to have the child assessed by a psycho-
educational specialist and bring a report that will detail the condition of the student,
type of schooling the child needs, and any specific strategies that will help the
school address the needs of the child. When the parents bring the report, a meeting
is held to discuss the content of the report and updates needed to the behaviour
modification plan.

3" Infraction (after implementing the behavior modification plan)

K- Grade 4

Grade 5-12

The student is referred to the
counselor, who continues to
providing them with advice and
strategies to deal with their
challenges. At this point the

counselor the counselor completes
t
the 1°' Conduct Form and sends a

copy to the parent and calls

him/her. The counselor arranges for

The student is referred to the counselor. They continue to receive advice and
guidance. At the same time the counselor completes the 3" Conduct Form
and sends a copy to the parent. The counselor arranges a meeting with the
parent and teachers to discuss how the case and the behavior modification
plan are progressing and whether the plan needs to be amended. During this
meeting, the parent receives the 2™ Warning Letter and is asked to sign the
letter. The counselor records the incident and any decisions and actions
taken. The parent is also reminded that further violation of the school
behavior policy will result in more warnings and that if a third warning letter
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a meeting with the parent, the
teacher and Program Head to
discuss the case and decide if the
behavior plan needs to be modified.
The counselor records the incident
information (student name, date,
type of infraction, brief description).

the next academic year.

to them by the teacher.

is issued, they will not be allowed to register their child at Hayat School for

At this point, the student remains with the counselor or her assistant for a
day. During this time she may provide the student with strategies to address
the challenges they are dealing with and/or have them do the work assigned

4™ Infraction (after implementing the behavior modification plan)

K- Grade 4

Grade 5-12

The student is referred to the counselor. The counselor continues to provide advice
and guidance. At the same time, she completes the 2" conduct Form and a copy is
sent to the parent. The counselor arranges a meeting with the parent, teachers and
Program Heads to discuss how the case and the behavior modification plan are
being implemented and whether the plan needs to be amended. During this
meeting, the parent receives the 1 Warning Letter and is asked to sign the letter.
The counselor records the incident and any decisions and actions taken. The parent
is also reminded that further violation of the school behavior policy will result in
more warnings and that if a third warning letter is issued, they will not be allowed
to register their child at Hayat School for the next academic year. At this point, the
school may ask the parents to have the child assessed by a psycho-educational
specialist and bring a report that will detail the condition of the student, type of
schooling the child needs, and any specific strategies that will help the school
address the needs of the child. When the parents bring the report, a meeting is held
to discuss the content of the report and updates needed to the behaviour
modification plan.

The student is referred to the
counselor. The counselor
discusses with the student the
stage that they have reached
and it implications. The
counselor calls the parent for
a meeting, during which she
hands the parent the 3_rd
Warning Letter. The parent is
asked to sign the letter, which
informs the parent that the
student will not be allowed to
re-register in the following
year.

5™ Infraction (after implementing the behavior modification plan)

K- Grade 4

Grade 5 -12

The student is referred to the counselor. They continue to receive advice and guidance. At the
same time the counselor completes the 3" Conduct Form and sends a copy to the parent. The
counselor arranges a meeting with the parent and teachers to discuss how the case and the
behavior modification plan are progressing and whether the plan needs to be amended.
During this meeting, the parent receives the 2" Warning Letter and is asked to sign the letter.
The counselor records the incident and any decisions and actions taken. The parent is also
reminded that further violation of the school behavior policy will result in more warnings and
that if a third warning letter is issued, they will not be allowed to register their child at Hayat

School for the next academic year.

At this point, the student remains with the counselor or her assistant for a day. During this
time she may provide the student with strategies to address the challenges they are dealing

with and/or have them do the work assigned to them by the teacher.

The student is
suspended at
school or at home
for a period that is
determined by the
Administration.

6" Infraction (after implementing the behavior modification plan)

K- Grade 4

Grade 5 - 12

The student is referred to the counselor. The counselor discusses with the student
the stage that they have reached and it implications. The counselor calls the
parent for a meeting, during which she hands the parent the 3" Warning Letter.
The parent is asked to sign the letter, which informs the parent that the student
will not be allowed to re-register in the following year.

The student is suspended at
school or at home for a period
that is determined by the
Administration.

If the infraction is serious, such as fighting, physical aggression, the process will be fast-tracked.
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E. Zero Tolerance regarding Fighting and Physical Aggression

Early Years and Lower Elementary Grades (PreK, K1, K2, G1 — G3)

When a student in these grades gets into a fight or shows physical aggression that is deemed to put
them, other students and adults, who will be responsible for restraining them, at risk, the parent will
be called to take the child home. The child must stay home until the parent meets with the school
administration to set up a plan to address the case. The school has the right to not allow the child to
attend school until the parent brings a psychologist/psycho-educational report from a credible
organization.

G4-G12

When a fight occurs, or a student demonstrates physical aggression towards others, students are sent
home that day. The length of the suspension will be determined by the principal (based on the
situation). Parents will be notified of the length. This may not be communicated until the student is
already at home. If an incident occurs in the morning and the student is picked up before 10:30 am,
that day will count as the first day of a suspension. Students picked up after 10:30 am will have the
next day as their first suspension day.

Upon reentry, the student must attend with a parent to meet with an administrator, counsellor other
staff members required to discuss the incident and determine a behavior plan and possible strategies
(restorative justice, restitution). The principal will determine who should attend.

Important Notes

If the school invites a parent to attend a meeting regarding the behavior of their children and the
parent does not attend the meeting; nor do they reschedule it for some other time, the meeting will
be held without the parent, the case will be discussed, action plan created, minutes with the action
plan is sent to the parents and placed on PlusPortal for the parents to access it. .

The student will not be allowed to re-register in the following year if:
o They receive three warning letters in one school year,
o They receive four warning letters in two years,
o They receive five warning letters in three years.
Parents will be informed of the status of their children before the end of the school year.

If a student is not allowed to re-register for repeated violation of the school behavior policy, they will
not be allowed to re-register in any other following year and their application will not be entertained.

Student Name: Grade/Class:
Parent Name: Signature:
Date:
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