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Staff Code of Conduct Policy at Al Argam Academy for Girls

Policy Developers

e Academy Principal
e Head of Staff Affairs Department

Approving Authorities

e« CEO
e Academy Principal

Policy Review Cycle

e Annually or as needed based on changes.

General Provisions

This policy aims to regulate the behavior of staff within the school in a manner that reflects Islamic
values, fosters a respectful and positive learning environment, and adheres to the Code of Ethics for
Private schools and kindergartens. It includes:

Protocol for Organizational Hierarchy & Structure

The goal is to ensure the workflow proceeds in an organized manner, respecting the administrative
structure and avoiding randomness in communication and decision-making. The hierarchy of
responsibilities within the academy ensures that decisions are made, and orders are executed through
official, structured channels, allowing for smooth operations, avoiding conflicts, and maintaining clarity
in roles and responsibilities. Each employee must refer to her immediate supervisor for any inquiry or
issue, and it is not permitted to bypass the direct supervisor to a higher level. Coordinators and
department heads are expected to respond to staff within their scope of authority. If escalation is
necessary, it must be done in coordination with senior management.

Every employee is to carry out her duties within the framework defined by the organizational structure,
with tasks assigned based on job roles rather than individuals, to ensure continuity during leaves or
personnel changes. Internal communications must pass through proper channels: the employee
submits the request to the coordinator or department head, who then reviews it and, if needed,
forwards it to the higher authority through the following chain:

e Board Chairman.

e Academy Principal.

e Heads of Schools.

o Deputy Heads of Schools.
o Heads of Departments.

e Coordinators.

e Employee.

Colleague Interaction Protocol

e Treat colleagues with respect, politeness, and honesty, and maintain friendly relationships
without discrimination.
e Work towards achieving the academy’s vision, mission, and educational outcomes.
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To prepare a generation that is faithful to its origins, Rashed, proud of its identity, committed to values,
dedicated to academic excellence, and connected to humanity

o Actively participate in all school activities and promote the academy’s core values.

o Work in a spirit of teamwork within departments.

e Support new colleagues and help them integrate into the work environment.

o Respect colleagues’ privacy and avoid exploiting any personal information with the intent to
harm.

e Collaborate with colleagues in a spirit of teamwork and offer professional and objective
support.

e Support colleagues whenever possible in resolving work-related issues to enhance
performance and improve the work environment.

e Treat supervisors with respect.

e Inform her supervisor of any challenges faced in the workplace.

e Uphold Islamic values when interacting with students, colleagues, parents, and
administrators.

e Avoid negative competition or belittling others' efforts.

e Adhere to professional ethics, including honesty, accuracy, and confidentiality.

e Be clear and direct when presenting ideas or questions.

e Respect differing opinions, even if you do not agree with them.

e Use courteous and respectful language.

¢ Respect meeting times and task deadlines.

e Always respect and uphold the dignity of the school and its administration.

¢ Acknowledge and respect individual differences in opinions, experience, and skills.

e Avoid spreading rumors or gossip that could harm colleagues.

¢ Maintain the privacy of disputes and avoid discussing them in front of others.

Student Interaction Protocol

e Treat students with compassion, respect, and proper educational guidance.

e Maintain sincere intentions in teaching and upbringing, seeking the pleasure of Allah.

e Avoid physical punishment or verbal abuse, and adhere to Islamic methods of discipline and
guidance.

o Preserve students’ privacy and respect their feelings.

¢ Promote Islamic values and national identity through being a good role model.

o Respect and value students without discrimination.

e Do not use students' personal information or secrets to pressure or defame them.

¢ Avoid forming individual relationships based on personal interests.

¢ Do not accept gifts that could influence the relationship with students.

e Ensure students are protected from any factors that might lead them astray.

o Prepare students to take responsibility and become positive, active members of society.

o Apply consistent principles in dealing with all students.

o Empower students to become productive leaders in their institutions and communities.

e Promote mutual respect among students.

e Build strong relationships with students, be open to their questions, allow dialogue and
discussion, and encourage them to express their views with care and respect.

e Guide students on Islamic etiquette in speech, dress, and behavior—not through force or
harshness, but through proper direction and counseling.

e Take individual differences into account and provide care and support based on students’
needs.

e Create an engaging educational environment by selecting appropriate teaching methods.
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To prepare a generation that is faithful to its origins, Rashed, proud of its identity, committed to values,
dedicated to academic excellence, and connected to humanity

e Adhere to the modest school uniform that aligns with Islamic guidelines.

Parent Interaction Protocol

e Provide accurate and clear information about the student’s academic and behavioral
performance.

e Align the teacher’s mission with the family’s mission in raising children.

e Understand the privacy of the parent and maintain confidentiality.

o Cooperate with the parent to improve the student’s academic level.

e Be committed to honesty, transparency, and respect in dealing with parents.

e Communicate with parents in a polite and respectful manner regardless of the situation or
level of dissatisfaction and listen attentively to their feedback.

¢ Do not disclose any information about other students during conversations with a parent.

e |f the parent is angry or speaking emotionally, remain calm and do not respond in the same
manner.

¢ Document all important meetings or observations during conversations with parents.

e Personal or unofficial communication channels must not be used.

¢ Communication with parents must occur through approved channels such as email, the
school app, or the official school phone.

¢ Involve the parent in the student’s academic or behavioral support plan when needed.

e Avoid arguments or taking a defensive stance, even in difficult situations.

¢ Avoid exaggerating or downplaying problems.

e Give the parent an opportunity to express their views or inquiries without interruption.

e Show understanding and concern for the parent’s observations and concerns.

¢ Do not discuss issues with parents in hallways or non-designated areas.

o Focus on the student’s best interest as a shared goal between the school and the parent.

o Encourage the parent to follow up regularly.

e Receive complaints with openness and address them professionally.

e Document all complaints and respond to them formally.

Community Contribution Mechanisms

First: Cooperation with Community Institutions

e Build partnerships with charitable organizations, health centers, and religious outreach
centers.

o Offer educational or support programs such as free tutoring sessions or family seminars.

e Host educational visits from external organizations to help raise awareness among students
and the wider community.

Second: Supporting Needy Families

e Establish a charity fund within the school to support needy families among students or the
community.

e Collect donations during Islamic occasions (e.g., Ramadan, Eid) and distribute them under
the supervision of the school administration.

e Encourage students to donate in-kind items (such as clothes, books, and school supplies)
under the school’s supervision.

Third: Cultural and Religious Activities
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To prepare a generation that is faithful to its origins, Rashed, proud of its identity, committed to values,

dedicated to academic excellence, and connected to humanity

Organize school exhibitions or religious gatherings that are open to students’ families and
the wider community.

Hold Quranic or cultural competitions with community participation.

Conduct religious awareness programs (lectures, seminars) in collaboration with female
preachers and scholars.

Fourth: Media and Awareness

Use social media platforms to spread awareness messages and educational values targeted
at the community.

Publish a regular newsletter, either electronic or printed, about school activities and share it
with parents.

Document community activities and publish them as a source of inspiration and to promote
social responsibility.

Fifth: Fostering Responsibility in Students

Integrate community service concepts into the curriculum and classroom activities.
Assign students community-serving projects as part of extracurricular activities.
Instill the value of volunteer work in students from early stages.

Employee Appearance Guidelines

Adherence to modest and appropriate clothing suitable for the educational environment,
without decorative accessories or strong perfumes.

Clothing must be modest, non-transparent, and should not reveal body details.

Wearing tight, short clothes, or clothing containing inappropriate phrases or images is
prohibited.

Full compliance with the Islamic hijab inside the school premises and outside during school-
related activities is required.

Maintain personal hygiene and overall appearance daily.

Hair should be neatly styled and appropriate for the educational environment.

Makeup should be applied moderately and only within the school premises.

Shoes must be closed, clean, and suitable for the nature of the work.

All staff are expected to maintain a professional appearance that befits the academy and
represents it before parents and visitors.

Any violation of the dress code will result in a formal warning and may lead to administrative
action upon repetition.

Maintain dignity in movements and voice.

Staff must be role models for students in behavior and appearance.

Wearing the abaya inside classrooms, administrative offices, and all internal facilities of the
academy is not permitted.

Disciplinary Code

When an employee fails to perform her duties or does not comply with the requlations and

policies, the following actions will be applied:

A verbal warning from the employee’s direct supervisor, which is recorded in the employee’s
personal file.
In case of a second violation, the employee must fill out and sign an explanation form.
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To prepare a generation that is faithful to its origins, Rashed, proud of its identity, committed to values,

dedicated to academic excellence, and connected to humanity

Upon a third violation, regardless of the type, a written warning is issued, considered the
employee’s first formal warning, kept in her file, and affects her administrative evaluation.
Frequent warnings impact the employee’s experience certificate, and continued violations
expose the employee to administrative accountability by the academy principal and may
affect her continuation of employment.

Failure to adhere to the start or end date of the academic year affects the employee’s
administrative evaluation unless a written permission for delay is granted by the principal
before the end of the year.

Three written warnings for neglecting professional or job duties result in a deduction of one
day’s salary.

For violations related to safety, security, and precautionary procedures, a written warning is
applied immediately without verbal warning or explanation.

Frequent absence negatively affecting students’ academic performance and job
responsibilities will impact the employee’s evaluation and continuation of employment at the
academy.

If an employee verbally or physically abuses a colleague in an unacceptable manner, an
immediate investigation will be conducted, including witness statements if available. If the
incident is proven, the employee will receive an immediate dismissal letter, as such behavior
contradicts the academy’s values that it aims to instill in students. If the employee does not
embody these values, she cannot impart them to the students.

Any disputes or conflicts between employees in front of students will result in a written
warning to each involved employee, due to the severity of the matter, as this undermines the
values the academy strives to instill in students throughout the year.

The approved disciplinary regulations will be applied for any violation of the provisions of
this policy, ensuring fair investigation and adherence to procedural rules.

Signing a clarification form and receiving a negative performance evaluation in cases of
poor preparation for lessons or failure to submit lesson plans on time.

Each employee must adhere to the academy’s dress code and precisely implement the
agreed-upon points; violations will result in the application of the academy’s policies on rule
violations.

Printing papers or documents for personal purposes is prohibited.

Guidelines on Inteqgrity, Honesty, Abstaining from Cheating, Misconduct, Bribery, and Forgery

Instilling Islamic values, the teachings of the tolerant religion, national identity, and positive
customs and traditions aimed at nurturing a conscious and faithful generation.

Developing Islamic values and positive social customs and traditions.

Commitment to ideas and behaviors that reinforce the values, customs, and traditions of
society.

Establishing the value of honesty and trustworthiness, and instilling the value of truthfulness
in words and actions.

Instilling the concept of God’s watchfulness both in public and in private, emphasizing that
integrity stems from faith, not just fear of punishment.

Encouraging students to complete exams and assignments themselves without cheating.
Clarifying the seriousness of cheating, whether in exams or daily work, as it is considered
betrayal.

Performing job duties and assigned tasks with honesty, integrity, accuracy, and
professionalism.
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To prepare a generation that is faithful to its origins, Rashed, proud of its identity, committed to values,
dedicated to academic excellence, and connected to humanity

e Carrying out professional tasks carefully and diligently to serve the students’ interests and
enhance education quality.

e Declaring that bribery is a major sin that corrupts consciences and deprives rights.

e Prohibiting speech or behavior that contradicts Islamic etiquette.

¢ Respecting school rules and maintaining good conduct with colleagues and teachers.

e Prohibiting offering or accepting any material or in-kind compensation to influence academic
results or educational decisions.

e Prohibiting forgery of any official documents or signatures.

e Maintaining confidentiality of information related to students or school affairs.

o Respecting the administrative hierarchy and official communication within the school.

o Dedicating official working hours to performing job duties and avoiding any unrelated
activities during these hours.

e Working to serve the school’s goals and objectives, and achieving the public interest.

e Avoiding stirring unrest or chaos within the school by addressing politically, religiously, or
socially sensitive issues.

¢ Immediate investigation of any violations of this policy according to approved procedural
regulations.

¢ Imposing disciplinary measures including (official warning, cancellation of test results,
temporary deprivation of certain school privileges).

¢ Avoiding any words or actions that contradict Islamic teachings or harm the school’s
reputation.

o Employees are not allowed to photograph their daughter or any student at school events if
there are instructions from the administration prohibiting photography by parents to ensure
fairness for all.

¢ Refraining from using mobile phones during working hours except in necessary cases and in
a way that does not interfere with task performance.

e Avoid discussing personal or unrelated matters inside classrooms or educational facilities.

¢ Maintaining school property and equipment.

¢ Employees must demonstrate the academy’s core values through their clothing and
behavior, reflecting the school’s values, and must comply with the dress code and respect
the academy’s vision and mission.

e Providing relevant information when needed and avoiding withholding information that
causes suspicion or ambiguity.

Confidentiality and Data Privacy Guidelines

e Maintaining the confidentiality of work-related matters.

¢ All academy employees must not disclose any confidential information to external parties
without official approval from the academy management.

e It is prohibited to discuss any information related to students or the school in hallways or
open areas.

e Sensitive information must only be sent through secure and official channels.

o Personal data of students (such as name, ID number, phone number, academic results,
health reports) must not be circulated.

e An employee’s salary is confidential and must remain private; disclosing it may subject the
employee to administrative accountability.
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To prepare a generation that is faithful to its origins, Rashed, proud of its identity, committed to values,

dedicated to academic excellence, and connected to humanity

The password for an employee’s electronic account or department head’s account is
confidential and exclusive to the employee; sharing it with colleagues constitutes a violation
subject to the academy’s disciplinary procedures.

Employees are not allowed to disclose academy secrets or speak disrespectfully about the
academy in external communities or damage its reputation.

It is prohibited to photograph or copy official files or student records without permission.
Ensure to log out from electronic systems after use.

Attendance, Punctuality, and Work Discipline Guidelines

Commitment to the specified arrival and departure times and notifying administration in case
of absence or delay.

The school day begins at 7:00 AM and ends at 2:00 PM.

All employees must attend the morning meeting according to the scheduled time for each
school.

School hours during Ramadan will be announced accordingly.

Employees must sign their own attendance; signing on behalf of another employee is
prohibited.

Repeated tardiness is considered a violation requiring a formal warning.

Unexcused absences expose the employee to administrative penalties.

Avoid wasting time on matters unrelated to work.

Ensure completion of assigned tasks within the specified deadlines.

Employees must adhere to the official start and end dates of the academic year and take
appropriate measures to comply. Absence of one or more days at the beginning or end of
the school year results in a deduction of two days’ salary for each absent day unless there is
a written permission approved by administration.

Administrative approval does not guarantee exemption from salary deductions or counting
these days as casual leave. Casual leave is not allowed immediately before or after official
holidays. Administrative approval may result in only one day’s deduction per day of
absence.

If the employee misses the official start date at the end of the week as announced in the
calendar, her actual attendance will be counted from the day she arrives, and absent days
will be deducted. This deduction will also affect the year-end bonus and the employee’s
evaluation.

All employees must adhere to the school attendance regulations from their first day of work
until the end of the school year.

Attendance is mandatory for professional development sessions held every Monday from
1:00 PM to 3:00 PM. Absence or leave on this day, except for medical reasons, is not
allowed and is considered unpaid leave.

Sudden travel without informing administration and obtaining prior approval is prohibited.
Such absence is considered unpaid leave or job abandonment and may lead to disciplinary
action.

Leaving the school during working hours is only allowed with prior written permission.

All employees are expected to demonstrate seriousness and professionalism in executing
their duties and to avoid distraction or negligence during school hours.

Keep up with changes and developments in the educational process.

Supervision and Conduct During Duty
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To prepare a generation that is faithful to its origins, Rashed, proud of its identity, committed to values,
dedicated to academic excellence, and connected to humanity

e The on-duty employee must not leave her assigned area before ensuring all students have
returned to their classrooms or reached the next duty station.

¢ Do not get distracted from supervising students by talking with colleagues, using mobile
phones, grading papers, or any other tasks.

e Students are not allowed to leave the designated duty area or the cafeteria.

e Eating and drinking inside classrooms is strictly prohibited.

e Absolutely no discussion, topics, or materials that focus on or promote violence or fear are
allowed unless they are part of the approved curriculum mandated by the administration.

e Maintain calmness and composure in all situations within the school.

e Mobile phones are not allowed inside classrooms during lessons.

o Never leave students unattended under any circumstances.

e Eating and drinking inside classrooms is strictly forbidden, and classrooms must be kept
clean. Coffee, tea, and hot drinks are also prohibited in hallways or student gathering areas.
Carrying cups is only allowed if they are closed containers.

e Students are prohibited from engaging in games or activities that could endanger their
safety, such as running.

¢ Avoid any distraction from supervising students by talking with colleagues, using mobile
phones, grading papers, or any other work.

| confirm that | have reviewed, understood, and commit to abiding by the Staff Code of Conduct
Policy at Al-Argam Academy.

Name:
Signature:
Date:
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