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Welcome 

 
Welcome to Juthoor Early Education Center. This handbook serves as a guide for 
families to understand our policies, procedures, communication methods, and our shared 
partnership in supporting children’s learning and wellbeing. 
 

1.​ Juthoor EEC Vision, Mission, and Philosophy  
 

Vision  
Nurturing a warm, safe, and inclusive learning environment where children are valued, 
respected, and celebrated for their uniqueness. Fostering a sense of wonder, curiosity, 
and joy in learning, laying the foundation for lifelong resilient learners. 

 

Mission  
As the seed of Qatar Foundation, we are dedicated to delivering high-quality Early Years 
Programs to support our children's full potential and learning journey. We aim to inspire 
the minds of lifelong learners who are locally rooted and globally connected.  
 

Philosophy  
We believe that families and educators are partners in fostering each child's growth. We 
value open communication, respect, and collaboration, and we are committed to 
maintaining a safe, nurturing, and inclusive learning environment.  

2. Communication With Families  
We are committed to keeping families informed and engaged. Our communication 
channels include: 
 

●​ Phone Calls: For urgent matters, wellbeing updates, or immediate follow‑ups.  
●​ Emails: Regular updates, announcements, meeting follow‑ups, documents, and 

additional communication in case of extra support needs.  
●​ Text Messages: Quick reminders and time‑sensitive notifications.  
●​ Mobile App Communication ( Daily Connect): Daily updates, photos, attendance, and 

class announcements.  
●​ Weekly Blog: Highlights of learning, upcoming events, reminders, and center-wide 

updates.  
●​ Open-Door Policy: Families are welcome to visit by scheduling with the teachers or 

administration to ensure safety and smooth classroom operations.  
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●​ Monthly Newsletter (Akhbar): A monthly communication for family/families and the 

wider community that highlights center events, shares topics related to early childhood 
education and development, and provides important health and safety information.  

Contact Details:  

Juthoor EEC Associate Director: Nadine Samko  

nsamko@qf.org.qa 44542331  

Juthoor EEC Manager: Joceline Samarani  

jsamarani@qf.org.qa 44542449  

Juthoor EEC Lead Teacher: Da’ad Batayneh  

dbataineh@qf.org.qa 44542592  

Juthoor EEC Lead Teacher: Ashwaaq Abdilahi  

aabdilahi@qf.org.qa 44542276  

3. Admissions  
Admission is open to children aged from 6 months to 3 years old at Juthoor EEC. The 
enrollment process is an ongoing process throughout the year. All Juthoor EEC children 
are eligible to apply to QF schools, subject to the school admission procedures. The 
children are not automatically enrolled in any QF schools.  

4. Enrollment and Attendance  
●​ Families must complete all enrollment forms before the child’s first day.  
●​ Families must attend their first interview meeting with their child’s teaching team prior to 

the child’s start date.  
●​ The children will follow a staggered start to the school year. In the first week, they will 

attend for three hours, followed by four hours in the second week, five hours in the third 
week, and then transition to full-time attendance in the fourth week. Teachers will 
communicate with families if there is a need to extend the shorter hours to better support 
a child’s transition.  

●​ Please notify the center of absences through a phone call, email, or a Daily Connect 
message.  

●​ For extended absences, kindly inform administration in writing.  
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5. Daily Arrival and Dismissal  
●​ Children must be signed in and out by a family/families or authorized caregiver. 
●​ Attendance will be recorded on the Daily Connect App.  
●​ Updates to pickup authorization must be submitted in writing.  
●​ Families will choose a suitable pickup time slot that meets the family’s needs from the 

time slots the center provides after the fourth week of joining the center ( 12:00 pm, 1:30 
pm or 2:30 pm).  

6. Health and Safety  
●​ Families are requested to follow the center’s health and safety policies and procedures in 

case of illness.  
●​ Children with symptoms of illness must remain at home until cleared. 
●​ Medication will be administered only with a signed authorization form.  
●​ Our facilities follow national and organizational safety standards.  
●​ The center conducts monthly fire evacuation drills with the children.  
●​ All our staff are First Aid trained.  
●​ All our staff receive annual child safeguarding training. 

7. Learning and Curriculum 
●​ Juthoor Center follows the Creative Curriculum.  
●​ We believe in the importance of the native Arabic Language and Islamic values, 

preserving the Qatari Identity, Culture, and Heritage.  
●​ Our program follows a play‑based, inquiry‑driven curriculum.  
●​ We are inspired by the Reggio Emilia approach.  
●​ We believe that children are: Unique, Capable, Risk-takers, Curious, Communicators, 

Persistent, Researchers, Social, Creative, and Sensory.  
●​ We recognize the importance of forming partnerships with families to build home-school 

connections, in the child's best interest.  
●​ Learning goals address social-emotional, cognitive, physical, and language and 

communication development.  
●​ Teachers share ongoing learning documentation with families through the display boards, 

Daily Connect app, and newsletters.  
●​ Teachers meet with family/families twice a year to discuss each child’s progress and 

collaboratively set learning goals.  
●​ Each child has a learning portfolio that documents and reflects their individual learning 

journey.  
●​ An end-of-year summative report is issued for every child, providing a holistic overview of 

their development along with feedback and recommendations to support ongoing 
learning and growth. 
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8. Policies and Procedures 

8.1 Active Supervision Policy  

Active supervision ensures children are always safe and supported. Staff are expected to:  
●​ Maintain proper ratios requested by the Ministry of Education and Higher Education in 

Qatar (1/3 for below 2 years old and 1/4 for 2-3 years old).  
●​ Maintain visual and auditory awareness at all times.  
●​ Position themselves strategically to see all children.  
●​ Scan, headcount and move throughout the environment continuously.  
●​ Anticipate children’s actions and intervene when necessary.  

8.2. Confidentiality Policy  

All information regarding enrolled children and their families is strictly confidential. Staff follow 
ethical and legal standards to ensure:  

●​ All staff members sign a Code of Conduct at the beginning of each year, ensuring 
confidentiality is upheld across the organization for all stakeholders.  

●​ All records are stored securely.  
●​ Information is shared only with authorized individuals.  
●​ Family privacy is respected at all times.  
●​ Consent for taking and posting children’s photos will be obtained from family/families or 

authorized guardians at the beginning of each school year.  
●​ Confidentiality is essential to fostering trust, professionalism, and a safe learning 

environment.  

8.3. Diaper Changing Policy 
 
Rationale: 
The diaper changing routine has the intention of building trust and a sense of security and 
provides an experience that involves the child. It gives an opportunity for intentional teaching, 
where the ideas of health and hygiene are identified and practised, and where interactions 
between the adult and the child support and foster strong interpersonal relationships.  
 
Aim of the Policy: 

●​ To ensure that all new staff are trained according to the procedures outlined in this policy.  
●​ To provide staff with an awareness of all safety aspects when changing a child’s diaper 

(including visibility and proximity by sound).  
●​ To ensure best practice of hygiene procedures during the diaper changing process.  
●​ To ensure the experience for children is a positive interaction which demonstrates 

respect for them, supports them as active participants and enhances their learning 
about hygiene practices. 
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●​ To maintain a child’s cleanliness and comfort. 
●​ To ensure best practice to reduce the spread of communicable diseases. 

 

family/families are asked to send a packet of diapers and disposable wipes to be stored and 
used in the center. Teachers will communicate when more diapers or wipes are needed. 

8.4. Handwashing Policy 
 
Rationale: 
It is important to establish routines during the day so that children can begin to anticipate what is 
coming next, and through this, develop independence as they begin to take on tasks for 
themselves.  Through the routine of hand washing at specific times during the day: children 
establish good practice, develop important knowledge of how germs are spread through direct 
contact with the skin, and learn how they can minimize or prevent the spread of disease. They 
learn that germs are not visible to the naked eye, so routine practice of regular hand washing 
enhances their well-being and the well-being of everyone in the centre.    
 
Aims of the Policy:  

●​ To minimise cross infection in the Daycare Centre through acknowledged best practice in 
relation to hand washing.  

●​ To establish independence in children through routines and practice 
●​ To support children in their knowledge and understanding of the prevention  and control 

of the spread of germs and cross contamination 
 
Staff Responsibility:  Staff must thoroughly wash/sanitise their hands:  

●​ When they arrive at the centre  
●​ Before and after they prepare any food, or engage in meal/snack time procedures with 

children  
●​ After caring for someone who is sick 
●​ Before and after cleaning cuts/wounds. 
●​ After playing with children using water trough for water play 
●​ After toileting 
●​ After any contact with bodily fluid (blood, mucus, or vomit)  
●​ After assisting children who are coughing, sneezing or blowing nose  
●​ After handling any pets or insects or cleaning up animal waste  
●​ After cleaning routines  
●​ After outdoor activities  
●​ In the absence of the nurse, before applying medication/insect repellent or creams to a 

child  
●​ Before going home  
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8.5. Sleep and Rest Procedure 
 
As with eating and toileting/diaper changing, children will sleep according to their body’s 
rhythms. Scheduled nap time for toddlers and junior classes occurs after lunchtime daily. The 
Center is equipped with cots for infants (one per child) to accommodate naps. Toddlers and 
Juniors will have sleeping mattresses. Linen for the cot is provided by the family/families and 
sent home on Thursdays for washing.  family/families provide a special blanket or 
sleeping/comfort toy if it helps to calm and soothe their child. Children’s napping needs and 
times will constantly evolve during the course of the school year. We accommodate those 
changes and will work with family/families to make sure children have the best opportunity for 
uninterrupted nap times. 
 
Rationale: 
Sleep and rest are important to a child’s development. Therefore working in partnership with 
family/families the staff can establish personal knowledge of each child in their care and have 
established routines to support each child as an individual.  It is the responsibility of the centre to 
ensure that a safe and comfortable environment is provided so that children can rest.  
 
Aims: 

●​ To promote healthy sleep habits and encourage adequate sleep at night time therefore 
supporting healthy body and mind development  

●​ To help children to learn to recognize their bodies’ needs and to develop ways to meet 
those needs through the skill of self-regulation  

●​ To ensure children are well rested so that they can be engaged and focused on the days 
learning 

●​ To reduce the risk of sudden infant death syndrome (SIDS) or suffocation death and 
other infant deaths that could occur when an infant is in a crib or asleep. 

8.6. Food Policy 

Juthoor Center is a nut-free center 
family/families provide daily milk and snacks to their children. The center recognizes the 
importance of a balanced diet in promoting the healthy growth and development of all children 
and encourages family/families to send age-appropriate food that meets the child’s needs for 
whole grains, fruits, vegetables, and proteins. We do not allow children to consume sweets or 
“junk food” as part of their snack or lunch. For health reasons as well as safety reasons, we do 
not allow certain foods, including, but not limited to: 
 

●​ nuts or any food containing nuts 
●​ hot dogs (whole or cut into rounds) 
●​ whole grapes (grapes to be cut in half longitudinally) 
●​ popcorn, raw peas, or hard pretzels 
●​ chunks of raw carrot  
●​ meat larger than can be swallowed whole 
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●​ chips/crisps 
●​ chocolates or sweets 
●​ flavored milk, yogurt or juice. 

  

All children have access to water throughout the day. 

  

Food for Infants 
An infant’s feeding routine is guided by their individual physical needs. There is no fixed 
bottle-feeding schedule; instead, infants are bottle-fed responsively when they show signs of 
hunger. 
 
Juthoor Center is a nut-free center. If children have allergies or food sensitivities it is the 
family/families responsibility to inform the nurse and the classroom teacher to take the necessary 
measures. 
 

Birthday Celebrations 
We acknowledge that birthday celebrations are a special part of growing up, and the center is 
delighted to help children celebrate their birthdays with their classmates. In doing so, we ensure 
that the celebration becomes an integral part of the school day in respect of the children’s daily 
routine without being overwhelming. Children's birthdays can be celebrated at the end of the 
school day(half an hour) teacher coordinating with the family/families to provide healthy 
snacks(fruits, sandwiches) (adhering to the center's food and health safety policy), respecting 
the quantity and the quality of the food provided. Two adults from the family can attend the 
birthday family/families are not allowed to take photos of other children. Teachers take photos 
and videos and post them on DC. family/families may ask homeroom teachers to distribute 
invitations to a party outside of school; this can only be done if all children in the class are invited 
to attend.  

8.7. Clothing and Uniform Policy 

Children are expected to attend the center wearing the official center uniform, which supports a 
sense of belonging and ensures comfort and practicality throughout the day. Clothing should 
allow children to move freely, explore confidently, and fully participate in hands-on learning 
activities, including sensory and sometimes messy play.  
 
Children should be dressed appropriately for the weather, and we strongly encourage the use of 
comfortable, closed shoes with Velcro fastenings or easy slip-on styles to promote 
independence.  
 
Each child must have three full spare sets of clothing, including underwear and socks, stored at 
the center. These will be used when needed and should be replaced promptly once used. A 
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lightweight cardigan or jacket should also be included to ensure children remain comfortable in 
air-conditioned spaces or cooler weather.  
 
All clothing, shoes, and personal items must be clearly labeled with the child’s name.  
 
For health, safety, and comfort reasons, we kindly request that families avoid sending children in 
clothing with complex fastenings, loose accessories, or footwear that may limit safe movement. 

8.8. Toys and Personal Items Policy 

As the center is well equipped with equipment and materials to stimulate and engage children, 
we strongly encourage them to leave their toys and personal items at home.  Should items such 
as toys be brought to school for Special days, they will be kept in the homeroom. They will be 
placed back in the child’s bag at the end of the session to be taken home at the end of the day. 
The center cannot be held responsible for loss or damage to personal items brought from home. 
An exception to this is a child’s favorite toy, comforter, or item used for the purpose of settling a 

child and allowing them to feel comfortable in the center during the settling-in process.  

  

8.9. Emergency Procedures  

●​ In the event of an emergency, families will be contacted immediately. 
●​ The center follows approved health, safety, and evacuation procedures at all times. 
●​ All staff members are trained in first aid. 
●​ All staff members receive regular child safeguarding training. 
●​ All staff members are trained in fire safety and emergency procedures. 

Emergency Numbers  

Ambulance ​ ​ ​ Tel: 44540999  

EEC School Nurse  ​ ​ Qatar Academy: 45446457  

Multaqa Centre: 45442189  

Administrative Assistants ​ Qatar Academy: 44542276  

Multaqa Centre: 44541960  
 
Fire and Evacuation Procedures 
The Center staff are trained in the evacuation procedure to follow in the event of a fire or 
emergency.  It is designed to ensure the safe evacuation of all the children, staff, families, and 
visitors. The Evacuation Procedure is displayed in each room. The Fire Evacuation Procedure is 
practiced on a monthly basis throughout the year, in accordance with the requirements specified 
by Qatar Foundation and the Ministry of Education Higher Education. 
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8.10. Health, Hygiene  and sickness policy 

 
Maintaining a healthy environment is the responsibility of the staff and family/families. The strict 
practices of hygiene that we adhere to allow us to minimize the risk of cross-infection. 

●​ Children must be fever-free for at least 24 hours without the use of medication before 
returning to school. 

●​ Children should have no vomiting or diarrhea for 24 hours; those who are lethargic or 
showing signs of dehydration should remain at home. 

●​ Children with conjunctivitis (red, itchy, or discharging eyes) must stay home until treated. 
●​ A doctor’s note is required after communicable illnesses (e.g., Chickenpox, 

Hand-Foot-Mouth disease) or for any sick leave longer than two days. 
●​ All doctors’ notes must be submitted to the school nurses; originals will be filed in the 

student’s record. 
●​ Routine ‘Health and Hygiene’ checks are conducted by staff daily and weekly, which 

include the cleaning of the center and sterilization of toys. 
●​ Proper hand washing techniques and timings are taught and assisted by staff and should 

be practiced at home. 
●​ family/families are requested to call the center as soon as possible upon learning that 

their child has a communicable infection such as, but not limited to conjunctivitis, head 
lice, chickenpox, hand, foot, and mouth disease (HFMD), measles, and COVID. 

●​ In any instance where a child becomes ill at the center, family/families or their nominated 
emergency contact will be notified to immediately collect their child and go home. 

  

It is essential that family/families notify the administration of any changes in address, phone 
number(s), or emergency contact information. 

9. Family Engagement  

We encourage family participation through:  
●​ Classroom events and celebrations  
●​ Family/families–teacher conferences  
●​ Workshops and family learning sessions  

10. Behavior Guidance  
●​ We follow positive guidance strategies based on respect, empathy, and supporting 

self‑regulation.  
●​ Almost all our staff are trained in the Positive Discipline approach for behavior guidance 

and support.  
●​ Families will be informed if behavioral concerns arise and are involved in collaborative 

planning.  
●​ We have partners within the organisation who provide extra support and services when 

needed. 
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11. Feedback and Concerns  
 
Families are encouraged to share suggestions, questions, or concerns. Communication may be 
addressed to teachers or administration through: 
 

●​ Email  
●​ Suggestion Box  
●​ Scheduled meetings  
●​ Phone calls  
●​ Daily Connect App messages  

 
We value open dialogue and work collaboratively to maintain a positive and responsive learning 
environment.  

Thank you for being an essential partner in your child's learning journey.  

12. Family Questions, Concerns, and Feedback  
Our program is committed to maintaining open, ongoing communication with families. We 
welcome questions, concerns, and suggestions at any time. Families may provide feedback 
through:  
 

●​ Suggestion Box located outside the administrator’s office.  
●​ Ongoing Family Surveys conducted at multiple points throughout the year.  
●​ Open-Door Policy that allows families to meet with educators or administrators as 

needed.  
●​ Direct Communication through email, phone calls, or app messages.  

 
We value continuous improvement and aim to strengthen our partnership practices based on 
family input. 
 

13. Family Involvement in the Learning Environment  

Families are encouraged to be involved in their child’s learning through:  
●​ Participating in classroom activities  
●​ Participating in events, workshops, and family learning opportunities  
●​ Joining celebrations, field trips, and center-wide activities 
●​ Contributing with culturally relevant stories, materials, or experiences Your involvement 

enriches the learning environment and supports holistic development.  
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14. Commitment to Playful Learning  
 
Our center embraces playful learning as a foundation of early childhood education. We believe 
that children learn best when they are actively engaged, exploring, imagining, and interacting 
with others.  
 
We integrate play in all forms:  

●​ Free Play (Self-Directed Play): Children freely choose materials and explore 
independently.  

●​ Guided Play: Educators scaffold learning through prompts, questions, and enriched 
environments.  

●​ Structured Games: Children learn rules, cooperation, problem-solving, and academic 
concepts.  

15. Observation-Based Assessment  
 
Educators use continuous, observation-based assessments to understand each child’s 
development and learning. Observations include:  

●​ Daily documentation  
●​ Anecdotal notes  
●​ Learning stories  
●​ Work samples  

 
This information helps us tailor learning experiences and ensure developmentally appropriate 
practices. 

16. Using Assessment to Improve the Program  

Assessment results are also used at the program level to:  
●​ Review curriculum effectiveness  
●​ Identify areas for staff professional development  
●​ Strengthen learning environments  
●​ Adjust instructional strategies  

Data-driven improvements help us maintain high-quality early learning experiences.  

17. Family Contributions to Assessment  

Families play a key role in understanding children’s development. We invite families to 
contribute by:  
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●​ Sharing observations about their child  
●​ Participating in conferences  
●​ Providing information about interests, strengths, and needs  
●​ Collaborating on individual learning goals  

18. Fees Payment  
The fees will be paid in two installments. Families will receive two invoices per year in 
September and December. After receiving each invoice, family/families will have two weeks to 
settle the payment so their child can attend full-time at the center. 

19. Advancing to the Next Level or Class  
Children will be placed in a class according to their age as of September 30. Teachers will 
continue to implement the curriculum in a way that responds to each child’s individual needs, 
while also supporting the developmental needs of the group as it grows and changes throughout 
the year. Children transition to the next level or class at the beginning of each new school year, 
based again on their age on September 30. 
 
Please note that admissions to Qatar Foundation schools are managed independently 
from the EEC. Enrollment in these schools is subject to each school’s availability, 
admissions criteria, and internal policies.  

20. Operating Hours  
 
The Centres operate from 7:00 a.m. to 2:30 p.m. on Sunday, Monday, Wednesday, and 
Thursday, and from 7:00 a.m. to 12:00 p.m. on Tuesday. Juthoor EEC is open year-round, 
except during official national holidays. Families will be informed of these dates through the 
Center calendar, newsletters, notices, and regular communication platforms. 
 
Teachers arrive at 6:45 a.m. to complete preparations and organize the learning environment. 
This uninterrupted time allows them to set up materials, review plans, and ensure they are ready 
to warmly welcome children and families when the day officially begins at 7:00 a.m.  

21. Routines  
Much of a young child’s day at Juthoor EEC is shaped by daily routines such as greetings and 
departures, mealtimes, diapering and toileting, and rest. Predictable routines help children build 
confidence, independence, and a sense of security in their environment.  
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In the infant rooms, each child’s care routine is individualized and follows their own natural rhythm 
for feeding, diapering, toilet learning, and sleep. As children move into the Toddler and Junior age 
groups, their routines gradually become more structured, guided and supported by the teaching 
team. 
 
Daily routines for Toddlers and Juniors typically include:  
 

●​ Hanging their school bag on their designated peg  
●​ Washing hands before entering the homeroom  
●​ Child-initiated and teacher-guided play  
●​ Two daily snack times  
●​ Toileting and/or changing  
●​ Nap or rest time  
●​ Circle time  
●​ Reading experiences  
●​ Physical education  
●​ Singing and music  
●​ Indoor gym activities  
●​ Outdoor play  
●​ Sensory exploration  
●​ Creative activities  

 
These routines provide a balanced, engaging, and developmentally appropriate rhythm to the 
children’s day, supporting their holistic growth and learning. 

22. Community Resources for Families  
 
We collaborate with local agencies to support families’ diverse needs. Below are key community 
resources:  
 

1.​ Qatar Foundation Primary Health Care Center (Medical & Health Services) 
Phone: 44540222 
Address: Doha, Qatar 
Services: General healthcare, pediatrics, emergency services 

 
2.​ Qatar Foundation Nutrition Clinic (Family Support & Services) 

Phone: 44540825 
Address: Doha, Qatar 
Services: Family health support and services 
 

3.​ Qatar National Library (Educational & Recreational Services)  
Phone: 44540100 
Address: Doha, Qatar 
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Email: qnl@qnl.qa  
Services: Books, educational programs, early literacy activities, community workshops 
These organizations provide support across health, education, recreation, and social 
wellbeing. 

 

We thank you for your trust and partnership and look forward to working together to support your 
child’s learning, wellbeing, and growth. 
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