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Student Drop-off & Collection Policy

(Private transportation)
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Rationale:
The health and safety of our students is obviously our first priority, and so ensuring students of all ages arrive and
depart from school safely is paramount. This policy outlines the procedures in place for students arriving to our Al

Waab campus by private transport. Parents who utilize the school’s bus provision should also refer to our school

Bus Policy.
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Drop-off and collection by private transportation:

The school operates a “red-zone” around the perimeter of the school freeing all available parking areas for
Parents / Guardians to use. Staff parking is not permitted in the “red-zone”. The school employs a team of Security
Guards whose role during student drop-off and collection times is to oversee students’ safe entry to and from the
school campus.
A pedestrianized area exists at the front and sides of the school, with the left front side designated drop off area.
There are separate entrances for students to Block A (Secondary Boys), Block B (Primary including KG and
Reception classes), and Block C (Secondary Girls). Secondary students arriving with Primary siblings can use the
Block B main entrance. The entrance gates are closed by 7:45am.
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Expectations of Parents:

Under no circumstances are parents / guardians / older siblings / drivers permitted to approach another student
with concern. All concerns, as per our parent feedback & complaints policy must be communicated via the correct
staff channels.
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Student drop-off:
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® The school gates open at 6.20am and students are 8y by Lo 6:20 delud! (8 duyull Culgl aas e

supervised by staff either in the main reception area
or outside Building B depending on the
temperature. Parents are welcome to remain with

their children during this time.
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® Entry to the EYFS section is from 6.40am, with
Teacher Assistants escorting the children. Parents /
Guardians are also welcome to drop their child to

their classroom.
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® Bus students arrive to the front main gate by
6.45am and are escorted to classrooms by the Bus

Supervisors.
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*The Primary Senior Leadership Team (SLT) supervises student arrival on the ground floor.
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PRIMARY (Years 1 —6)
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® The school gates open at 6.20am and students are
supervised by staff either in the main reception area
or outside Building B depending on the
temperature. Parents / Guardians are welcome to

remain with their children during this time.
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® Entry to the main building is from 6.45am. Parents /

Guardians are not permitted to enter the Primary

building without an appointment and until

collection time.
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® Bus students arrive to the front main gate by
6.45am and are escorted directly into the building

by the Bus Supervisors.
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® The Primary Senior Leadership Team (SLT)

supervises student arrival on each floor.
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® Students arriving after 7.45am are issued with a
yellow late card and recorded late on iSAMS. The
parents of students arriving after 8am are contacted

by the Secretary.
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SECONDARY (Years 7 —12)
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® Students can enter from the main and side gates
(relevant to their section) from 6.30am onwards and

are expected to move directly and independently

into the building.
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® As stated above, Secondary students with primary

siblings can escort their sibling to the Primary

Building.
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® Secondary Bus students arrive by 6.45am and are
dropped in the pedestrian area at the front of the

school and are directly immediately into the campus.
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® Students arriving after 7.25am and during lesson 1
(7.25am — 8.25am), who do not have a late note
from their parent, are directed to a supervised study
room so as not to disturb the learning of others.
These students then join Lesson 2. Students without
a legitimate excuse arriving after the
commencement of lesson 2 are internally suspended

from classes for the day and the parents informed.
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Student Collection:

EYFS (KG and Reception)

® Parents / Guardians can enter the section from 12

s 12 e Ll (0 el Jgs o ligmg¥1/ppetd 5l o Sae
295> Jemads sleams¥1/s L agiy o JLabei Sl

oo adl ML) By (55 Jumdl wlas sd e lLas]
s 12:30 5 Byls 12 Ze Ll

midday to collect their child. Parents / Guardians
sign out their child from the class teacher. Normal
collection time is between 12 midday and

12.30pm.

® Parents / Guardians wishing to collect their child
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early are required to report to the main reception

desk in the Primary building.
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PRIMARY (Years 1 —6)

® Parents / Guardians can enter the section from
1.10pm midday to collect their child, and wait in
the main reception area, which is supervised by

staff.
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® At 1.15pm Parents / Guardians are allowed into the
Primary section to collect their child. Parents /
Guardians complete a sign-out form, which is with

the Class Teacher.
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® At 2pm any uncollected students are taken to a
“late room” (the Primary Canteen), which is
supervised by staff according to a Late Duty rota.
Similarly, Parents / Guardians sign-out their child

from there.
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® Secondary students with Primary siblings are
issued with a “Sibling Pass” and can collect their

sibling from the “late room” at 2pm.
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® Primary bus students are collected from classrooms
at 1.30pm. Bus students meet in the main reception
area to complete the bus register, and are then
escorted by the Bus Assistants to their bus outside

the main entrance.
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® Early collection is not permitted unless for medical
appointment reasons and will only be allowed if an
online form is completed and approved by the

Head of the Primary section.

mewd (19 cgbo e g ol W) LS ¥l o Ve
0 dale Aadlolly i UY1 e 3l JleSawl ¥l 4

G ¥] euall sty 8




dagall dirolalal
DOHA ACADEMY

SECONDARY (Years 7 - 12)

® Secondary students depart independently from the
building at 2pm. At this time students are permitted
to use a mobile phone to contact their Parent /
Guardian to coordinate collection at either the Boys'
or Girls’ side of the school or main entrance if there

isa Primary sibling.
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® Parents / Guardians are informed that the
responsibility, including for use of taxis, is with them
for the safe collection of their child. Secondary
parents are permitted to collect their child from the

Secondary building if they wish.
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® Alate room is in operation for Secondary students
whose Parents / Guardians who are unable to collect
their child at 2pm and who have notified the school.
Parents / Guardians are provided with the contact
numbers of the Secretaries and Receptionists if they

are late to collect their child.
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® Bus students also leave the building at 2pm and

depart the premises at approximately 2.05pm.
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Persistent Late Collection:

Parents who are faced with challenges collecting their children on time on a regular basis should request a
meeting with the Head of Section to discuss the matter. Parents who persistently collect their child late,
without any prior arrangement with the school, will be requested to meet with the Head of Section.
Persistent late collection that cannot be accommodated by the school may result in proceedings by which

the student’s enrolment may not be continued in the school.
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Non-Compliance with Drop-Off and Pick-Up Procedures

Itis essential for all parents and guardians to adhere to the drop-off and pick-up procedures for the safety
and well-being of our students and to ensure smooth and efficient operations. Persistent failure to comply

with the established guidelines will result in the following actions:

1. Warning System: Parents or guardians who do not follow the procedures will receive a verbal or

written warning outlining the breach and the required actions to correct it.
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2. Formal Notification: Should the non-compliance continue after the initial warning, a formal written
notification will be issued, and a meeting may be arranged to discuss the importance of adhering to

the procedures.

3. Involvement of Ministry: In cases where repeated violations occur and all school-level interventions
have been exhausted, the school may seek the support and involvement of the Ministry of Education

to resolve the issue and ensure compliance.
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