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HELLO..
Congratulations on becoming a CIPPY ! 
 
It’s my pleasure to welcome you in the team. We look forward to growing and changing lives
together. 

It’s hard to find someone full of passion, enthusiasm, and willingness to learn.

We believe you’ve got what it takes to change the world one child at a time.

You will be working tightly with children, as well as parents, teachers and team members.  
 
We've attached details concerning our code of ethics and payment agreement.
 
Please have a thorough look at them,
 
Feel free to get back to us before your starting date with at least 48 hrs,
if you have any concerns. 
 

Welcome to the Team,  
 
CIPP-Away, 

Tamer E. Alkharratt
CEO & Programs Director



Terms & Agreement
The Code of Ethics of The Child Integrated Psychology Programs Organization (CIPPO) established principles and guidelines to enhance practice and 

inspire professional excellence. Members of CIPPO must recognize a responsibility to children with behavioural, emotional and neurodevelopmental 

challenges, their parents, the community, to other professionals, and to themselves.  

 

CIPPO adheres to the idea that a commonly held set of principles can aid in the individual exercise of professional judgement. The Code of Ethics speaks 

to the core values of the profession.  

 

Principle 1 – Continuing Education  

“I as a CIPPO member aim to achieve excellence by expanding my research and learning skills, both on field and off the field and using such skills with 

fidelity and ethical responsibility.” 

 

CIPPO members embark on a journey of continuing learning where they apply their professional knowledge to establish a professional and supportive 

environment for children. Members commit to their own learning while making use of the resources given to them, in order to develop their professional 

expertise, while they independently and collaboratively advance the intellectual and ethical foundation of the learning community. CIPPO is committed to 

providing members with the effective training and development opportunities. Accordingly, we ask members of the community to remain exclusive 

with providing our services. As part of the Continuing Education investement, CIPPO members are expected to remain loyal to the organization. 

Choosing to work independtly with a parent or other professionals outside the community on social and emotional learning, behavioural modification, 

integration or any psychological support, automatically terminates members from the organization, its resources and clients. Perhaps, members want to 

expand their expertise with clients outside the CIPPO organization, a written consent from management must be released. CIPPO members with already 

operating services before joining the organization, can continue with their work commitments without the consent of CIPPO, however, with adding any 

assessments, session plans,  or other materials created and/or provided by CIPPO, team members must seek official consent before doing so. 

 

Principle 2 – Punctuality & Time-Offs 

 “I as a CIPPO member understand and acknowledge the importance of being punctual with my time and  managing my schedule efficiently. I understand 

that prompt communication is necessary if there is any delay or set back from my side.”  

 

CIPPO members acknowledge that timely and regular attendance is an expectation of performance. To ensure adequate staffing, optimum service 

implementation, customer satisfaction and to meet expected productivity standards through the organization, employees will be held accountable for 

adhering to their schedule.  

2.A Absent

A member is deemed absent when he/she is unavailable for work as assigned/scheduled and such time off was not scheduled/approved in advance as 

required by department notification procedure.

2.B Tardy

A member is deemed to be tardy when he/she:

* Fails to report for work at the assigned/scheduled work time. In these instances, managers may replace the tardy employee for the full shift.

* Leaves work prior to the end of assigned/scheduled work time without prior supervisory approval.

* Takes an extended meal or break period without approval

* Arrives to work past his/her scheduled start time.

2.C Time Clocks and Failure to Clock in/out

Members are required to follow established guidelines for recording their actual hours worked. A missed clock in/out is a violation of this policy and 

includes:

Failure to clock in/out on their designated time clock at the beginning and/or end of their assigned shift;

Failure to clock in/out on their designated time clock for the meal break;

Failure to accurately and timely report time worked.

Clocking in/out early (or late) of assigned shift without prior approval.



2.D Department Notification Procedure (DNP)

Members are expected to follow departmental notification procedures if they will be late for work, will not be at work, or are requesting planned 

time away from work. Members must request in advance, at least 24hrs before their shift, to their supervisor or designee and in accordance with 

departmental procedure if they wish to arrive early or leave early from an assigned shift or take it as a time off (1-2 Days). Members must request 

in advance, at least 2 weeks before their shift, to their supervisor or designee in accordance with departmental procedure if they wish to take 

more than 5 days as a time off. School Integration Teachers are allowed 21 days per full year and 14 days per academic year as sick leaves 

and/or time offs. 

At the time of notification/call, the employee must notify their supervisor when an absence is due to a documented/approved leave of absence 

in order to ensure appropriate tracking of leave utilization and absenteeism.

A member who fails to call in and report to work as scheduled for three scheduled work days will be viewed as having abandoned their position 

and employment will be terminated. The supervisor should consult with Human Resources if this situation occurs.

Incidents of not following the departmental notification procedures, including No-Call/No-Show, will be addressed in accordance with the 

Progressive Discipline policy.

2.E Progressive Discipline Process (PDP)

Supervisors should monitor their members attendance on a regular basis and address unsatisfactory attendance in a timely and consistent 

manner. If supervisors notice a pattern of unscheduled usage of accrued time off banks, they should discuss this concern with the employee.

When a member has been previously counseled under the Progressive Discipline Policy and/or the Performance Accountability and Commit-

ment Policy, the totality of the circumstances will be assessed when determining further action. For situations involving suspension or termina-

tion of employment, the supervisor should consult with Human Resources prior to implementing disciplinary action.

Timely and regular attendance is a performance expectation of all CIPPO members. Consequently, those members who have exhibited 

unsatisfactory attendance which resulted in disciplinary action (written or final) during the course of the year may have the behavior document-

ed in their annual evaluation.

An occurrence is documented as an absence, tardy or missed time clock in/out. While an absence refers to a single failure to be at work, an 

occurrence may cover consecutive absent days when an employee is out for the same reason.

The following grid is designed to provide guidelines when addressing the total number of occurrences in a rolling 12 months period, provided 

that the reason for an occurrence is not protected

Occurences/Days Discipline Step and ActionOccurence

One Occurence is
equal to :

[1] Absence

[2] Tardies

[3] Missed Clocks

[+2] Occurences

[+2] Occurences

[4] Occurences

Step2: Written Warning

Step3: Payment & Evaluation deduction

Step1: Verbal Warning

Step4: Termination[+2] Occurences

[+1] Occurences

[+1] Occurences

[1] OccurenceSingle Day of No Call/No Show

Step2: Written Warning

Step3: Termination

Step1: Verbal Warning



Principle 3 – Confidentiality 

“I am conscious that any information provided to me is personal and needs to be handled with exceptional care and consideration, and will 

never be communicated to people outside the organization.”

Members collaborate with parents of children, professionals and the community, building trust and respecting confidentiality. Members respect 

the private nature of the special knowledge they have about children and their families and use that knowledge only in the students' best 

interests. Members respect, support, and collaborate with colleagues and other professionals in the interest of children with whom they work.

The obligation to maintain confidentiality means in particular that without the explicit written agreement of the parent or organization, members  

shall not be allowed to pass it on to third parties, or disseminate it in-house beyond the circle of staff members directly involved with the child.

By signing this agreement you agree that you have read the terms and conditions, a reviewed and agree to abide to by our policies.

Tamer E. Alkharratt
CEO & Programs DirectorCIPPO Member

01. Your Payment is based on the agreed upon scheme and level posted on the website under your profile. To check your profile please go to:

https://www.cippoegypt.com/cipp-profiles. In order to align our payment agreement please down your level below your signature.

02. A deduction of 15% + 10EGP from the total monthly payment is applied to cover admin and other service fees. 

03. All payments are processed in the first week of the proceeding month.

04. In order to ensure effective and timely payment release, you are expected to have a complete record of your

reports sent to your case manager.

05. Payments for one-on-one sessions, group sessions and seasonal holiday camps are “Daily Salaries” and are directly 

correlated with your number of sessions/days per month.

Payment Terms

Level



Get Started
In order to confirm your on-boarding and approval to our
job offer please go to www.cippoegypt.com/on-boarding and
upload your vdocuments

Copy of valid ID

Criminal background check -
2 Weeks after WRK102  (Per Request)

Other Health Tests (Per Request)

Signed CIPP-Terms & Agreement

Session Plan Template 

Your prompt response is appreciated


