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IIC Madrasah 

The scope  

The Madrasahh scope is producing a student equipped with: 

a- Stable Qur’aanic knowledge (Hifd/Tajwiid/Understanding) 

b- Islaamic quality (Muslim character and behaviour/ knowledgeable about 

the Islaamic faith basics/ understands differences and unities with the 

other in line with Islaamic prospective) 

c- Right awareness (aware of his/her Islaamic rights/ creator rights/ 

parent rights/other’s rights)  

 

To achieve the set standards  

A constant reassessment of the following is to be achieved the set standards: 

1. Management and its procedures 

2. Teacher’s knowledge, delivery and distribution 

3. Madrassah Building and class arrangements 

4. Curriculum and Targets 

5. Policies that govern the Madrasahh, teachers, students and parents 

6. Educational and Admin Facilities 

7.  Encouragement and acknowledgment as well as warnings, penalties & 

discipline (Teachers/Students/Parents) 

8. Parents’ role 
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Shared Responsibility 

We, at the IIC Madrasah, believe that it will be a fiction to suppose that 

children will reach their potentials unless all involved sides fulfil their 

responsibilities as shown in the following diagram: 

 

 
 
And so we expect parents to discharge their part of this shared responsibility 

for the sake of their child.  The Madrasah Management is ready to offer their 

help to the willing parents who are short on the knowledge side on how they 

could technically fulfil this responsibility.   We have compiled a document about 

‘how to discipline your child’ and attached it to this booklet as an appendix. 

 

Admin 

Teacher Parent 

Student 
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Study Method  

Class Structure 

• Level based, group study class where all students in the class are at one level and 

the teacher saves time by giving the lesson possibly to the whole class at one go. 

• All Islaamic study subjects are level/age/gender based and taught in combined 

classes arranged by admin.  

• Student will first go through reading assessment in which, if passed, student will 

start his/her Quranic Surah by joining a group with nearby Sura.  If student fails 

the reading test their Qur’an learning will be suspended and taken to a reading 

boosting class. 

• A general lecture once a week for whole Madrasah in English or Somali languages 

for a preset topic and lecturer.  Sametimes other Islamic study subjects could be 

substituted.  

• An educated sister to deal with handling young sisters’ problems and teachings such 

as Salaah, Mannars, Hijaab, women’s fiq-h and adolescence issues in the west, is to 

be dedicated for this purpose when found and convenient. This sister will be given a 

decision taking role about all teenage girls. 

• Selected teachers for Islaamic study subjects. 

Monitored Study 

• Each student’s daily progress/tests carried out individually and recorded 

• Expected minimum lines to memorise in each Madrasah day 

• Extra daily 3 lines and more or showing above 90% achievement in Islamic study for 

three months entitles that Group a Golden star.  This also entitles their teachers 

share £200. 

Madrasah start and end 

• Parents hand in and collect the child at the front door, inside. 

• Admin Officer calls the name of the student whose parent arrives 

• Then teacher releases student, student then arrives straight down to be collected 

by parent. 

• Early pickups should report to the office. 

• Late collection of a child more than 10 minutes will result parents to pay £15 

service charge after two warnings are given.   The cause of the lateness should not 

be out of parent’s hands. 

• Student not coming on time will increase their absence, and could make them reach 

a number of absences that will result parents to pay £15 service charge. 
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Curriculum 
1. Level based Qur’aanic lessons for memorisation 

2. Literacy in Arabic writing and reading (farbarad) أحسن القواعد : كتاب   

3. Level /age/gender based Islaamic Study subjects including:  

o Aqiidah  

� Level 0: Memorise pillars of Islaam and Pillars of Iimaan. 

� Level1: Understand each pillar. 

� Level2:Take your creed from the Book and Sunnah 

� Level3:The names of Allah and their Meaning 

� Level 4:Oneness of Worship (Al-ibaadah and Ikhlas) 

� Level5: Other beliefs following Aqiidah books. 

o Tafsiir  

� Level0:Where they are in hifd (each lesson with its tafsir) 

� Level1:Fatihah, Ikhlas, Mu’wadatayn and alkaafiruun. 

� Level2: Juz amma 

� Level3: Continual normal tafsir from alfaatiha to an-naas 

� Level4: Continual 

o Hadiith & Islaamic manners and principles (adaabs) 

� Level 0: Chosen hadiths addressing a particular topic such as 

parents rights, adkaar etc. 

� Level1: Chosen hadiths addressing a particular manner 

� Level2: The forty Hadith 

� Level3:Riyadus-saalihiin 

o Fiqh 

� Level 0: Cleanness (Ad-dahaarah) 

� Level 1: Ablution & Salah 

� Level 2: Fasting 

� Level3:  Halaal & Haraam 

o Siirah 

� Level 0: Birth of Prophet (PPUH) 

�  Level 1: From sending of Prophet (PPUH) 

� Level 2: Continual 

o Tajwiid 

� Level 0: Letter articulations 

� Level 1: Noon As-saakinah and Tanween 

� Level2:  Rest of tajweed 

� Level 3: Manduumah for memorisation 

o General day to day issues lectures 

� Selective as needed  

o Arabic Language classes 

� Level1: Gateway1 

� Level2: Gateway2 

� Level3: Gateway3 
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Encouragements  
Best performance for teachers/students/parents will be monitored on monthly bases 

when it will be published on the monthly bulletin (News Letter) and rewarded 

quarterly.   
Encouragement awards include Certificates, gifts, visit to the zoo or a seaside 

adventure park and name permanently added to a wall list called ‘Stars of IIC’ 

Teachers 
• Outstanding teachers: 

o Maximum of 2 will receive a well-done amount of £250 every 4 months. Their 

names will be added to the top teaching staff list on the display board. 

• The top teaching staff list 

o Names added to it every 4 months. 

• Group Gold Stars 

o 3 consecutive Gold Stars for a group in three months will entitle teachers of 

that group £200 reward if teachers claim it in writing. 

• Equally if two performance reviews for a group are rated low, teachers will be 

warned and their ability will be monitored closely till the third rating. 

Students 
• Student Groups and individual can gain Golden stars by being the best in: 

o Coming on time (punctuality) 

o Qur’aanic studies (even if there are no extra lines) 

o No RED LIST group (less than 1% of it counts as no red list) 

o Respectful  to all teachers 

o Teacher satisfaction  

o Extra daily 3 or more continual lines for a month 

o Changing for a better after being sent to Office constantly.  

• Individual students who show outstanding or very good status in every Subject on 

their own will be rewarded individually. 

Parent Responsibilities 

• Fulfilling Parent’s role.  Please read ‘discipline your child’ titled document 

• Complying with All policies including Start and Finish, payments and Home 

study.  

• Constant Communication with admin and teachers 

• Accepting parent committee role and helping them to fulfil their duties. 

• Making sure their child is dressed in accordance of the Madrasah dress 

code and so is their hair dress/style etc.  Teachers will not allow any 

student violating this in their class. 
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Investment made IIC 

• Classes properly partitioned  

• Each class has its own Learning facilities 

• Education materials such as projectors,board pens etc. will be provided by the 

Madrasah. 

• Accessible clean water drinking tap 

• CRB checking facilities 

• Hourly paid teachers  

• Promissed a Weekly amount of £75 for encouragements 

• Constant cleaning 

• A security guard for most of Madrasah time. 

 

Fees 

Parents  who follow the rules 100% are asked to only pay the following:  

• £35 fee per month per child whether it is 4 weeks or 5 weeks (or A weekly 

fee £8 per child).  Families with 5 children will have one free and families 

with 7 children will have 2 free. 

• A £10 per each child, once a year, for their educational materials. 

Reminder: 

• Fee must be paid at least 11 months out of the 12 months in each year whether 

child attends or not.  Parent will lose position if 2 months fee is not paid without 

permission. If student attends but fee is not paid 3 months the Family will be put in 

the Payment Red List and their ID will be published in the Payment section of the 

monthly news letter. 

• Late collection of a child more than 10 minutes will result parents to pay £15 

service charge after giving two warnings.  

• Extra Weekly £2 to provide the extra resources needed for misbehaving students 

who reach a continual warning stage (3 red lists in three months).  

How do I pay? 

• All payments should be made at the office: 

o  10 minutes after the start of the daily teaching 

o Monthly Fees have to be paid in advance 

o Paying date for the coming month is from 25th of every ending month to the 5th 

of every starting month. 

o Or if you are so clever, set a direct debit with your Bank account and forget 

about it all.  (Please ask office for instructions on this). 

• Families with constant late payments from the 6th of each month without 

reasonable, known cause will be monitored and may be booked for an 

administration meeting.   



  

9 

 

Policies and Procedures 

All parts involved in the Madrasah are required to read and observe all of the 

following documents: 

• Start to end Procedure document (Appendix 1, Page:  ) 

• Discipline policy (Appendix 1, Page:  ) 

• Student Conduct (Appendix 1, Page:  ) 

• Child protection policy (May not be the last version) (Appendix 1, Page:  ) 
• Anti bullying policy (Appendix 1, Page:  ) 

• Equality and diversity policy (May not be the last version) (Appendix 1, 

Page:  ) 

 

Parents; useful to read 

• How do I discipline my children at home (Appendix 1, Page:  ) 

 

And you need to sign: 

• Madrasah form 

• Student Conduct (Appendix 1, Page:  ) 

• Discipline policy (Appendix 1, Page:  ) 

 

Attendance and progress will be recorded and awarded 

• Progress Monitoring form 

• Attendance form 

Teacher Hiring and progress assessment  

• Teachers will go through the Madrasah teacher hiring process with three 

months probation period which he/she must proof their competence.  

• Some teachers will be Mobile teachers, helping and sharing a class with 

another teacher.  They will also be expected to cover for absent teachers. 

• A constant observation on the following will be part of the teacher 

assessment: 

• Teacher’s level of education, correctness of pronunciation, and 

correctness of handwriting as well as level of knowledge of the taught 

subject 

• Ability to deliver his/her lesson (explanation, used tactics and ways of 

teaching, and if students are able to benefit from the teacher) 
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• Ability to manage his/her class minimising interruptions and controlling 

student behaviour 

• Level of awareness about and implementation of Madrasah rules, 

regulations and procedures. 

• Teacher will face a discipline process if proved unable to follow policies or 

fails to be at the expected teaching standards continually.  
• Teachers are working as volunteers but will be paid a monthly paid, weekly rate of 

£90.00 for 3 days a week in each Madrasah. At weekend 2 days Madrasah with 4 

hours study time teachers will receive £80 per week. 
• Teachers are expected to constantly update and improve their knowledge and 

participate in advancing the Madrasah outcome.  They should be available for any 

training related to their work that comes about. 

• Teachers should have their Enhanced CRB certificates otherwise should apply one 

through IIC. 

• Best performance will be monitored and rewarded on a monthly base  

Punctuality & Class responsibility 

• Teachers are expected to be punctual.   

• Teachers must check in and should check out at the office each teaching day. 

• Teachers are expected to be in their classes at least 10 minutes before starting 

time and 20 minutes after ending time if there are students in their class still 

waiting to be picked up.  This will be enforced by taking suitable actions against any 

violations.  

o Admin should be informed two weeks in advance about any reasonable absences.   

o Emergency absences should be reported at least two hours before the start of 

the class.  It will be counted as unreasonable absence if not reported before 

that time. 

o One or two unreasonable absences will be counted as a negative to the teacher’s 

record and will affect his or her assessment for encouragements, but if this 

reaches 3, then their suitability will be reassessed. 

• Teachers should ensure that all class students are dressed in accordance of the 

Madrasah dress code and should send them to the admin office with admin 

permission card. Unsuitable hair dress/style will be dealt with in the same way. 

• Teachers are to keep full record of each student’s progress in the Qur’aan, Islaamic 

studies and behaviour.  If more space is needed please use extra blank sheets but 

stable them with the appropriate progress sheet. 

• A separate Homework monitoring letter is to be used for Homework and proof of 

parent’s help. 

• Teachers are responsible for health and safety of the children they are teaching. 

• Students registration should be done once in the first 30 minutes of each study day  

• Teachers are encouraged to seek first aid training 
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• Teachers should accept admin and teacher committee allowing them to fulfil their 

duties such as monitoring teacher’s way of teaching, rule implementation, behaviour 

control and discipline while they teach. 

• Teachers should expect a suitable environment for teaching, teaching equipment 

and materials as well as students ready to learn. If this becomes unavailable they 

should contact the head teacher in writing. 

Holidays & Payments  

• Teachers who were working the whole year will be entitled for 2 weeks paid Holiday 

applied and taken within that year.  Teachers should apply for this, in at least two 

months prior to the start of the intended leave in the last 6 months of the year. A 

week’s notice is required for one to two days unless it is an emergency.   

• Any leave over 2 weeks will not be paid. 

• Teachers are volunteers paid daily and they will only receive payments if they 

worked that day unless they are on the 2 weeks paid holiday. 

• Teachers are required to be available to teach a minimum of 10 months out of the 

12 months of the year.  

Teachers and Students in the class 

• Teachers are responsible for their own students while at the Madrasah premises 

and should  

o Keep few different permission cards to give to their students when they allow 

them to be outside the class for any reason.   

o The card should show the group ID and titled with what it is for.   

o The permission should not be more than 5 minutes and a teacher should not give 

permission for toilet to two students or more at the same time. 

o Teacher can only leave for toilet etc. if it is necessary and there is another 

teacher or an admin member in his/her class. 

• Teachers should provide a comfortable environment for students by giving them 

breaks within the class such as: 

o Asking them to stand up for few minutes  

o talking to each other without disturbing other classes 

o Swapping positions 

o Allowing them to drink water at least once in each day in the summer.  They 

should encourage them to bring their own water in a secured bottle showing 

owner’s name. Water battles should be put in a separate area in the class 

before the class starts.  Students need to get permission for drinking from 

the Teacher.   

• Teachers should encourage and give time to their students to understand and learn 

the meaning of their Qur’aanic lesson more than the time set in the procedure 

document. 
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Meetings between teacher and parents 

• Teachers have the right to book a meeting with the Madrasah co-ordinator or 

student’s parents at anytime, through the Madrasah administration officer 

responsible for this.  Also Administrators and parents have the same right over the 

teacher. 

• Teachers must allow meeting up with parents if they ask admin to see them while 

teaching, for a maximum of 5 minutes time and while admin can cover their class for 

them. 

 

Main teacher vs. Mobile teacher 

Main teacher Specifications 

• Hifd: preferred to be memorising over half ofthe Qur’aan, privilege if all Qur’aan. 

• Tajweed: Applies practically in his/her recitation without making mistakes (both 

hidden and unhidden) and is perfectly able to teach Tajweed rules following any 

Tajweed book 

• Islaamic Study: Able to teach Madrasah curriculum in both Somali and English or 

in one of them. 

• Responsibility: Able to implement all class policies including time management, 

class procedure, class control, discipline policy and communication procedures.  

 

Mobile teacher Specifications 

• Hifd: preferred to be memorising over Five Juzs of Qur’aan, privilege if more 

than 10 Juzs 

• Tajweed: Applies practically in his/her recitation without making unhidden 

mistakes and is able to teach some Tajweed rules following any Tajweed book 

• Islaamic Study: Able to teach Madrasah curriculum in both Somali and English 

or in one of them. 

• Responsibility: Able to manage time and work under the main teacher in the 

class to implement all class policies including class procedure, class control, 

discipline policy and communication procedures and on his/her own when main 

teacher is absent.  Also ready to cover for other main class teachers in other 

classes if asked by admin. 

Note 

Perfectly able to recite the Qur’aan from the Kitaab with a teaching experience over 

two years will be counted as a substitute to preferred Qur’aan Hifd 
Please see the teacher job description document for more and sign it 
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For class use, main teachers will receive: 

• A plastic box 

• 2 permission cards ( 1 for toilet and 1 for admin use) 

• A Monthly  

o Progress Monitoring form 

o Attendance form 

• A Filling folder for the group records at the office. 

• A shared MP3 player with speakers and a group level Qur’aanic recording of 

either Sh. Alhusarey or Sh. Alminshaawey available when needed 

• Board pens, A rubber, a sharpener,  a sharpener bowl and a ruler for class use. 

Teacher Committee 

4 teachers who should not be part of the mosque management will be elected by 

teachers to act as Teacher committee.   

Elected members are: 

Week days 1 

1. Teacher: Axmed Kulmiye 

2. Teacher: Abdulkadir Maow  

Week End  

3. Teacher : Abdirahman Mohamed.  
4. Teacher : Abdulaziz Mohamed 

Week days 2 

1. Teacher:  

2. Teacher: 

If teachers agree admin suggests three teachers for each Madarasah to cover 

absences and other inconveniences. 

Committee responsibilities 

Committee will: 

• Suggest or nominate teachers through assessments with admin.  Madrasa 

admin will take the final decisions on hiring teachers. 

• Liaise between teachers and Madrasa management.   

• Committee with a member of the admin team will also act as custodians 

(looking after how rules are implemented and who is breaking them from 

both admin and teachers sides).   

o They have a complete authority to monitor how individuals from 

admin or teachers follow the rules and how they perform.  
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o They will compile a detailed report on this every 3 months for the 

records. 

• Advise the Madrasah Management on any matter helpful to the most 

efficient operation possible of the Madrasah 

Parent Committee 

Parents’ committee is an advisory committee to the Madrasah Management. 3 

parents from each Madrasah should be elected by parents to act as parent 

committee.   

The committee's role 

The committee's major role consists of representing parents' interests within 

the Madrasah. 

Committee responsibilities 

The main responsibilities of the committee are: 

• Bridge between parents and Madrasah management.   

� encourage the participation of parents in Madrasah activities 

� advise the Madrasah Management on any matter parents require to 

submit to it 

� advise the Madrasah Management on any matter helpful to the most 

efficient operation possible of the Madrasah 

� Inform the Madrasah Management as to the needs identified by the 

parents' representatives.  
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Appointed members are: 

 

Week-days 

3. _________  _________________ 

4. _________  _________________ 

5. _________  _________________ 

 

Week-End 

1.  _________  _________________ 

2. _________  _________________ 

3. _________  _________________ 
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Administrators 

Administrator responsibility 

• Ensuring the smooth running of the Madrasa  

• Ensuring all policies are correctly implemented (Admin, Teahers and Parents) 

• Monitoring the performance of the Madrasa and making regular daily visits to 

classes 

• Dealing with all Madrasa financial related issues 

• Managing and handling the day to day Madrasa activities 

• Arranging and managing groups, schedules and teacher times 

• Liaising between teachers and parents 

• Liaising with the IIC management  

• Keeping records in files as well as electronic formats 

• Coordinate links and communication with other Madaaris 

• Make plans for education advancement and encouragement methods to improve the 

Madrasa outcome 

• Enforce school rules and deal with all discipline  procedures 

• Follow up with teachers and compile a complete student progress report every 3 

months 

• Ensure that progress is inline of achieving objectives and will be  as of expected 

quality 
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Meetings 

Regular Meetings 

1. Admin/Teachers: Monthly, 60 minutes long, in every Thursday (WD1)or 

Monday (WD2) at the end of each Month at 4:00 pm or 8:30 pm or 

Sunday at 2 pm (WE) of each month.   

 

Note: Any teacher who fails to attend two consecutive meetings will be 

warned and down rated. 

2. Admin/Teachers/parents: 60 minutes long, in the last Saturday of the 

months of July and January each year at 4:00 pm.   

Other Meetings 

Meetings between teachers and parents or admin 

• parents have the right to book a meeting with: 

o The Madrasah co-ordinator  

o student’s Teachers  

anytime through the Madrasah administration officer responsible for this. 

• Also Administrators and Teachers have the same right against the parent. 
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Duty for Parents and Teachers 

 

 )رة التحريمسو (  ياَ أيَـهَا الذِينَ آمَنُوا قُوا أنَْـفُسَكُمْ وَأَهْلِيكُمْ ناَراً وَقُودُهَا الناسُ وَالْحِجَارةَُ  •

 )  صحيح البخاري( "تَعَل�مَ الْقرُْآنَ وَعَل�مَهُ خَيْرُكُمْ مَنْ : "قال النبي صلى 	 عليه وسلم •

ُ عَليَْهِ وَسَل�مَ يَقُولُ كُل*كُمْ رَاعٍ وَكُل*كُمْ مَسْئُولٌ  عن بْنَ عُمَرَ قَالَ  • �ِ صَل�ى 	 �عَنْ سَمِعْتُ رَسُولَ 	
تِهِ  �تِهِ عٍ وَمَسْئُولٌ اْ/ِمَامُ رَا رَعِي �جُلُ رَاعٍ فِي أھَْلهِِ وَھُوَ مَسْئُولٌ  عَنْ رَعِي �تِهِ وَالر �وَالْمَرْأةَُ  عَنْ رَعِي

دِهِ وَمَسْئُولٌ  تِھَا وَالْخَادِمُ رَاعٍ فِي مَالِ سَي7 �تِهِ رَاعِيَةٌ فِي بَيْتِ زَوْجِھَا وَمَسْئُولَةٌ عَنْ رَعِي �قَالَ  عَنْ رَعِي
جُلُ رَاعٍ فِي مَالِ أبَِيهِ وَمَسْئُولٌ وَحَسِبْ  �تِهِ تُ أنَْ قَدْ قَالَ وَالر �عَنْ وَكُل*كُمْ رَاعٍ وَمَسْئُولٌ  عَنْ رَعِي

تِهِ     � )متفق عليه(رَعِي
  

جُلُ رَاعٍ عَلَى أھَْلِ بَيْتِهِ وَھُوَ مَسْئُولٌ عَنْھُمْ وَالْمَرْأةَُ رَاعِيَةٌ عَلَ  :وفي رواية مسلم �ى بَيْتِ بَعْلِھَا وَالر
 وَوَلدَِهِ وَھِيَ مَسْئُولةٌَ عَنْھُمْ 

  
 ).رحم 	 والدا أعان ولده على بره: (قال رسول 	 صلى 	 عليه وسلم  •

)ضعيف ( ابن أبي شيبة  -المصنف   

 )ضعيف"(على والده أن يحسن أدبه وتعليمه حق الولدمن " •

القرآن ، وعمل بما فيه ألبس والديه تاجا يوم  من قرأ« : قال رسول 	 صلى 	 عليه وسلم  •
القيامة ، ضوءه أحسن من ضوء الشمس في بيوت أھل الدنيا لو كانت فيه ، فما ظنكم بالذي 

  )ضعيف(»عمل بھما ؟ 

يحب إذا عمل أحدكم  إن 	 عز وجل« : عن عائشة ، أن رسول 	 صلى 	 عليه وسلم قال  •
  »عمL أن يتقنه 

 )صحيح ( 
 

 



  

19 

 

 

Appendix1: Class Procedure 

Starting 

• Classes are already cleaned and chairs /tables arranged.  If not teacher arranges for this. 
• Teacher is ready 10 Minutes before start time 
• Students arrive from 5 minutes before start time and are allowed in up to 15 minutes after 

start time. 
• Teacher stops accepting students 15 minutes after start time and must send them to office if 

not sent by admin. 
• Reminds students that classes are all no mobile zone.  Switch it off and withdraw it from 

student.  It will only be given to parents after their assurances.  All other electronics will be 
dealt with in the same way unless student is listening Qur’aan after the teacher instructs them.  
Also parents must sign a form at the office if they want their child to bring a mobile phone with 
them.  Student will then hand their mobile in to the office where they will be allowed to get it 
back 10 minutes before Home time. 

• Teacher can only leave for toilet etc. if it is necessary and there is another teacher or an admin 
member in his/her class. 

• Prayers will be held in the Madrasah by both students and teachers following the Imam from 
there. 

Period1 

• Teacher takes absence and instructs students to start the collective Juz reading.  This could be 
assisted by turning that Juz on, using the available MP3 player till students become familiar 
with it.  Only Sh. Maxmud Khalil or Sh. Muxamed Minshaawi voices are suggested. 

• Teacher Monitors the reading, stops students if they don’t read with one voice and corrects 
their mistakes.   

• Teacher also follows the discipline procedure if some students fail to follow the group.  Time 
should be managed correctly and should not be lost by talking to the interrupting students at 
all. 

• This period lasts 1 hour, from 10 minutes past the starting time.  Students should carry on next 
day from where they left off. 

• When this hour ends, Teacher should allow students up to 5 minutes water drinking or using 
the toilet.  Teacher should ask the whole class to stand up and swap places in silence etc. 

• Late students are recorded at the office and taken to class but marked (use M instead of 0 for 
this type) as absent that day by the teacher.  Being absent for certain time would entitle 
students to be added to the Red list. 

Period2 

• Teacher starts his second lesson within 5 minutes from stopping the collective reading by 
giving students a new lesson (preset lines) then repeating the reading for them once, twice etc. 
till all are able to read it correctly from the kitaab, and continues monitoring allowing each 
student to memorise it individually for 30 to 50 minutes before the first ready one is tested.  
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Some teachers may prefer to allow students to use the compulsory MP3 players for each 
Qur’aan student but it should be for the student, not destructing other students and this 
should make the student pass his/her lesson on time. 

o If a student feels they know their lesson they must keep reading it till they are tested.   
o Once testing starts, tested students should one day start writing their lesson by heart 

and one day reading their Qur’aanic translation in English till the last student is tested.  
o Student should use one kitaab that belongs to them all the time and teacher should 

have a pencil at hand to underline mistakes for students when testing. 
o  If there is still time from when the last student is successfully tested then the group 

can be given extra lines.   
o Only tested extra lines are counted towards gaining rewards provided that they are 

continual for the reward’s agreed time (continual extra 3 lines for the group will win 
them a gold star). 

o Tested students –if they also finish writing -should be made busy in reading other 
lessons such as preparation for the next lesson or to repeat the collective juz till last 
student is tested.  Some students will have some previous failures which they could 
learn and pass now. 

• No student should be without a passed test by the end of the 70 minute memorisation period. 
Any unrecoverable failure will be recorded and should not make student fell behind the group.  
Students can only recover from failure by preparing at home.  Failures more than 3 times will 
entitle student to drop out from the group and join a lower group.  No individual lessons 
allowed. 

• Teacher should allow up to 5 minutes water drinking or using the toilet for students.  Teacher 
should ask the whole class to stand up and swap places in silence. 

Period3 

• A minimum of 25 minutes for Islaamic study lesson should now start as arranged by admin.  
Please explain some Islaamic manners or remembrances (adkaar) from ‘Muslim Fortress’ 
while the curriculum is being prepared.   

• Each teacher should be with his/her group following behaviour control procedures if this 
lesson is delivered collectively.  Most of Islaamic Study lessons will be delivered collectively 
in two or three groups (above 9 years old , younger than 9 (boys & girls) and girls above 9) 

We expect some irregularities in the first some months while groups are being prepared and some 
students are being given some boosting in their reading skills. 

At the end 

• At the end each teacher should 
o have separated discipline ready students from other students 
o have his/her home ready students lined up, ready to leave and  
o Allow each student to depart when their name is announced by admin on the Mic. 

• Student straight goes down to his parents. 
• When it is 20 minutes past the class ending time, teachers should transfer all left students to 

the admin office. 
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• Teacher should bring all educational equipments as well as items left behind by students to 
the office and lock them in their lockers –if this is made available or place them on their box. 

• Teacher will be able to leave only if his/her students are all gone or 20 minutes is passed 
from the finishing time. 
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Appendix2: Discipline policy 

 

The purpose of the centre can only be achieved if management, teachers, parents and students work 
hand in hand.  However it is a fact that some children will always be difficult to cope with and there is 
a need for a behaviour management and discipline policies to be drawn and implemented.    

The IIC’s strategy is to make everyone involved, but it is the parent’s responsibility to maintain a 
healthy parental relationship with their child, which they can use when needed as a last resource.  

At IIC we define a good behaviour as complying with the centre rules, respecting teachers, students 
and everyone else working at the Centre.  It includes achieving education objectives, very good 
attendance and acting in accordance with the day to day instructions.  Every child is expected to have 
a good behaviour. 

The centre has put in place some measures for all to keep up appropriate behaviour and these should 
be made clear to students and their parents. 

Use of force to control or restrain pupils  

We should make it clear to staff, parents and pupils that the use of force is not acceptable at this 
Madrasah unless one of the following takes place where teachers and admin staff are allowed to use 
a reasonable force to prevent a pupil from: 

• Committing a criminal offence  
• Injuring themselves or others  
• Damaging property  
• Acting in a way that is counter to maintaining good order and discipline at the school.  

Records 

Detailed and up-to-date records should also be kept of any incidents where force is used. It is always 
advisable to inform parents of such an incident and to allow an opportunity to discuss it. 

Records of incidents should include the following information: 

• The name(s) of the pupil(s) involved  

• When and where the incident took place  

• Why the use of force was deemed necessary  

• Details of the incident, including all steps taken to diffuse the situation and resolve it without 
force and the nature of the force used. 

• The pupil’s response.  

• The outcome of the incident. 

• A description of any injuries suffered by the pupil or others and/or any property damaged 
during the incident.  

Please print a copy of this form from the Health and safety section in the Child protection document. 
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Discipline procedure for Students 

• Students who misbehave will be dealt with by their teacher following the carrot 

way instead of the stick way (ignore once, stare at him/her once, and again, talk to 

them reminding them how many times you forgave and what actions will be taken if 

they continue for the 4th time take a mild action e.g. make them stand up and read 

for 20 minutes.  If no change, pass them to admin office in the fifth time). This 

stage is called the Yellow stage. 

• Students brought to office will have the following procedure applied: 

o At first time their name will be recorded in the RED list, clearable with good 

behaviour (or whatever it was for) for two months.  This stage is called the RED 

list stage. 

o They will be reading (at the office) standing in the first 30 minutes.  An admin 

Officer will ask them to read specified Qur’aan till the teaching day ends.  They 

will go back to class next day, where the teacher will treat them same as other 

students. 

o When sent to office at second time their record and actions will be looked at, so 

� If it is their second RED list it means they reached the warning stage so: 

• The admin office will explain to them about their situation and what would 

happen if they keep behaving like this. 

• Send a note with them notifying their guardians in advance about their 40 

minute detention next day, revising a complete Jus (which one they 

choose or ends first).  Parent will also be informed 

• Student will finish their day learning in the office, but will be given double 

of the work given last time.  Student must finish this work even if it takes 

some other days before they go back to class. 

� If their name is found 2 times recorded in the RED list before, it means they 

reached the warning stage so: 

• The child’s parents will be notified and warned again if this continues for a 

fourth time that this child will have to be moved from that class and they 

will have to pay extra Weekly £2 to provide for the extra resources 

he/she needs.  This payment will continue till the child clears his/her name 

from the RED list. 

• If parents disagree they can arrange a meeting with the co-ordinator and 

a chance could be given to them if seen beneficial and agreed by their 

teacher.   

• If parents don’t want to pay they have to arrange a meeting with 

Madrasah admin where they will be given instructions to follow at home 

otherwise their child will be suspended from the Madrasah till they either 

start paying or arrange the meeting and promise that they will be acting 

according to those instructions which will entitle the student 2 month’s 

monitoring.  Parents will be informed when following those instructions is 

to be stopped by Madrasa admin. 
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• Students at this stage can clear their name from the RED list by being 

without warning for 3 months 

o Students whose names were placed in RED list but has not reached a warning 

stage clear their name from the RED list by staying without RED list stage for 

two months. 

• Students who do not clear their name from the RED list within 3 months while 

their parents were paying the extra fine will be booked for reassessment and their 

parents will be informed 

• Students who gain a fifth RED list entry will be excluded from the Madrasah and 

will not be accepted back for 6 months. 

• The girl’s sister has a decision taking role against teenage girls to make them 

comply with the Madrasah rules. Teenage boys will be monitored by male teachers 

in the same way.  All teachers will follow one procedure for all students. 

• Classes are all no mobile zone Switch it off and withdraw it from student.  It will 

only be given to parents after their assurances.  All other electronics will be dealt 

with in the same way unless student is listening Qur’aan after the teacher 

instructs them.  Also parents must sign a form at the office if they want their 

child to bring a mobile phone with them.  Student will then hand their mobile in to 

the office where they will be allowed to get it back 10 minutes before Home time. 
• Late students are recorded at the office and taken to class so that they don’t miss 

a lesson but marked as absent that day by the teacher.   

• 3 unreasonable absences will make student’s name in the ‘RED list’1 

• If unreasonable absence continues for the sixth time, the student will be put at 

‘the warning stage’2 

• In case of reasonable absence, the parent / guardian is expected to contact the 

Madrasah within the first half an hour of their class, otherwise they should write a 

letter detailing the reason, sign it and send it with the student next day where the 

student must hand it in the Madrasah Office.  

• Student must come to the class prepared each day with all needed supplies, books, 

and completed assignments. No student will be supplied books two times within 2 

months by the office unless the first one runs out. 

• Students can complete assignments or recover from lesson failure or absence only 

by preparing them at home.  Failures more than 3 times will entitle student to drop 

out from the group and join a lower group.  No individual lessons allowed except for 

preset students because of their level. 

• To keep up with their group learning schedule. If student fails to maintain this; 

o  He/she will be given a week to recover and parents will be informed,  If no 

improvements; 

                                                           
1 Fully described in section 2 of this policy 
2 Fully described in section 2 of this policy 
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�  he/she will be transferred to the next lower group a week after the day 

parents were made aware of (Remember this group could be much lower than 

his/her level)  

• If parents have concerns they need to talk to the admin office and in no way they 

are allowed to confront a teacher.  Parents who violate this rule will be warned and 

severe steps will be taken if they continue on this. 

 

 
------------------------------------------------------------------------------------------------------------------------------ 
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Student Discipline policy - guardian agreement. 

 

I have read and understood the Discipline policy of the IIC Madrasahh, and hereby promise to 

abide by it.  I know a suitable action will be taken if either I or my child violates these codes. 

 

Parents’ Name: 

_______________________  

 

Parent’s Signature: 

___________________ 

 

Date: __/__/___ 

Students’ Signature:  

1) ________________ 2) _______________ 

 

3) ________________ 4) _____________ 
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Appendix3: Student’s code of conduct 

At IIC Madrasahh, Students are expected to meet the following disciplinary objectives 

while at the Madrasah.  Please note that the Madrasah holds parents responsible for 

their child’s behaviour. 

While coming in 

• To be prompt and always on time as: 

o Class teachers will not allow students to come in if late more than 15 

minutes.  

o Late students have to report to the office where they will be taken to 

their class. However they will be marked as absent that day unless they 

were given permission in advance. 

o 3 unreasonable absences will make student’s name in the ‘RED list’3 

o If unreasonable absence continues, the student will be put at ‘the warning 

stage’4 

o In case of reasonable absence, the parent / guardian is expected to 

contact the Madrasah within the first half an hour of their class, 

otherwise they should write a letter, sign it and send it with the student 

next day where the student must hand it in the Madrasah Office. Parents 

should explain why they failed to report it on time. 

• To be clean, fresh and ready to learn 

• To be fully compliant with Madrasah dress code. 
• To straight go to their class and sit in their position where a teacher should be waiting 

• To come to the class prepared each day with all needed supplies, books, and 

completed assignments. 
 

While in class 

• To sit properly (on Carpet or Chairs) 

• Not to speak when the Teacher is speaking 
• To get on with the task set for them 
• To put hand up when they would like to speak  

• Make no disruptive noise or gestures. 

• Should not leave class or seat without a permission card. 

• Treat others and their property with respect. 
• To keep the room tidy 

• To put chair under table when leaving 

• To line up in their class correctly and listen their names when called 

• To keep up with their group learning schedule. If student fails to maintain this; 

o  He/she will be given a week to recover and parents will be informed,  If no 

improvements; 

                                                           
3 Fully described in the Discipline policy document 
4 Fully described in the Discipline policy document 
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�  he/she will be transferred to the next lower group a week after the day 

parents were made aware of (Remember this group could be much lower 

than his/her level)  

• Take care of equipment and other learning materials in the class.  Negligence 

and damages from students will make them repay its original price. 
General 

• Respect for all Teachers, Rules, Administration and Other students 

• Madrasah dress code: Even though there is no particular uniform yet for the 

Madrasah, all students are required to maintain an appropriate Islaamic dress-

code, dressing modesty by keeping with the Islaamic tradition and submitting to 

Allah in full faith.  Girls should wear a proper Hijab and boys should wear a 

Khamis with Islamic hat (gray colour preferred).  Inappropriate dress or style 

will be dealt with severely.  

• No running, shouting, or noise will be tolerated In the Masjid as well as its 

surrounding areas. 

• No eating or chewing gum 

• Should only get involved in what the permission was given for.  Toilet etc.   

• No children are allowed to be outside of the Mosque by themselves. 

• Have to talk to the teacher first about any concerns such as bullying etc. and 

give him/her time to solve the issue. 

• If for a reason the student doesn’t want to talk to the teacher about an issue, 

they can speak to the admin office or Madrasah manager (Head Teacher).  

• If parents have concerns they have to talk to the admin office and in no way 

they are allowed to confront a teacher. Parents who violate this rule will be 

warned and severe steps will be taken if they continue on this. 

• Being outstanding or very good in every Subject, will make student gain a golden 

star and will entitle him/her that their name is published on the monthly 

bulletin.  If he/she keeps gaining this golden star for 4 months then this will 

entitle him/her for encouragement award. 

o Encouragement awards include Certificates, gifts, visit to the zoo or a 

seaside adventure park and name permanently added to a wall list called 

‘Stars of IIC (ar-risalah stars)’ 

 

 

No student will be allowed in this Madrasah till their guardian signs this code. 

 

Please keep these codes in a safe place for your own reference but confirm your 

agreement by filling the following form, cut along this line and give it to the Madrasah 

Management office ASAP. 

---------------------------------------------------------------------------------------------------------- 



  

29 

 

 

Student Code of Conduct - guardian agreement. 

 

I have read and understood the Code of Conduct of the IIC Madrasah, and hereby promise to 

abide by it.  I know a suitable action will be taken if my child violates these codes. 

 

Parent’s Name: 

_______________________  

 

Parent’s Signature: 

___________________ 

 

Date: __/__/___ 

Students’ Signature:  

1) _______________ 2) ________________ 

 

3) _______________ 4) ________________ 
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Appendix4: ANTI-BULLYING POLICY 

 

Statement of Intent 

We are committed to providing a caring, friendly and safe environment for all of our 

pupils so they can learn in a relaxed and secure atmosphere.  Bullying of any kind is 

unacceptable at our Centre.  If bullying does occur, all pupils should be able to tell and 

know that incidents will be dealt with promptly and effectively.  We are a TELLING 

Centre.  This means that anyone who knows that bullying is happening is expected to 

tell the staff. 

What Is Bullying? 

Bullying is the use of aggression with the intention of hurting another person.  Bullying 

results in pain and distress to the victim. 

Bullying can be: 

• Emotional being unfriendly, excluding, tormenting (e.g. hiding books, threatening 

gestures) 

• Physical pushing, kicking, hitting, punching or any use of violence 

• Racist racial taunts, graffiti, gestures 

• Sexual unwanted physical contact or sexually abusive comments 

• Verbal name-calling, sarcasm, spreading rumours, teasing 

• Cyber All areas of internet ,such as  email & internet chat room misuse 

Mobile threats by text messaging & calls 

Misuse of associated technology , i.e. camera &video facilities 

 

Why is it Important to Respond to Bullying? 

Bullying hurts.  No one deserves to be a victim of bullying.  Everybody has the right to 

be treated with respect.  Pupils who are bullying need to learn different ways of 

behaving. 

Centres have a responsibility to respond promptly and effectively to issues of bullying. 

Objectives of this Policy 

• All teaching and non-teaching staff, pupils and parents should have an 

understanding of what bullying is. 

• All teaching and non-teaching staff should know what the Centre policy is on 

bullying, and follow it when bullying is reported. 

• All pupils and parents should know what the Centre policy is on bullying, and what 
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they should do if bullying arises. 

• As a Centre we take bullying seriously.  Pupils and parents should be assured 

that they will be supported when bullying is reported. 

• Bullying will not be tolerated. 

 

Signs and Symptoms 

A child may indicate by signs or behaviour that he or she is being bullied.  Adults should 

be aware of these possible signs and that they should investigate if a child: 

• is frightened of walking to or from Centre 

• doesn't want to go on the Centre / public bus 

• begs to be driven to Centre 

• changes their usual routine 

• is unwilling to go to Centre (Centre phobic) 

• begins to truant 

• becomes withdrawn anxious, or lacking in confidence 

• starts stammering 

• attempts or threatens suicide or runs away 

• cries themselves to sleep at night or has nightmares 

• feels ill in the morning 

• begins to do poorly in Centre work 

• comes home with clothes torn or books damaged 

• has possessions which are damaged or " go missing" 

• asks for money or starts stealing money (to pay bully) 

• has dinner or other monies continually "lost" 

• has unexplained cuts or bruises 

• comes home starving (money / lunch has been stolen) 

• becomes aggressive, disruptive or unreasonable 

• is bullying other children or siblings 

• stops eating 

• is frightened to say what's wrong 

• gives improbable excuses for any of the above 

• is afraid to use the internet or mobile phone 

• is nervous & jumpy when a cyber message is received 

These signs and behaviours could indicate other problems, but bullying should be 

considered a possibility and should be investigated
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Procedures 

1. Report bullying incidents to staff 

2. In cases of serious bullying, the incidents will be recorded by staff 

3. In serious cases parents should be informed and will be asked to come in to a 

meeting to discuss the problem 

4. If necessary and appropriate, police will be consulted 

5. The bullying behaviour or threats of bullying must be investigated and the 

bullying stopped quickly 

6. An attempt will be made to help the bully (bullies) change their behaviour 

 

Outcomes 

1) The bully (bullies) may be asked to genuinely apologise.  Other consequences                  

may take place. 

2) In serious cases, suspension or even exclusion will be considered 

3) If possible, the pupils will be reconciled 

4) After the incident / incidents have been investigated and dealt with, each case 

will be monitored to ensure repeated bullying does not take place. 

Prevention 

We will use IIC methods for helping children to prevent bullying.  As and when 

appropriate, these may include: 

• writing a set of Centre rules 

• signing a behaviour contract 

• reading stories about bullying or having them read to a class or assembly 

• having discussions about bullying and why it matters 

 

IIC 2009 

Policy last revised: 16 October 2010 

 

Bullying Online www.bullying.co.uk 
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Appendix5:  

 

Policy Statement 
 

Islington Islaamic Centre (IIC) is committed to all aspects of childcare and protection. 

We believe that all children are entitled to safe, secure and supervised play 

opportunities. We also believe that all children and young people have the right to be 

protected from abuse in any form. 

The objective of this policy is to contribute to the safety and protection of all 

children using our services by actively promoting observation, awareness, good practice 

and sound procedures. 

CRB Check Procedure 

All the staff at Islington Islaamic Centre who have access to children and young people 

is subjected to CRB check. This also applies to our volunteer workers. 

Recruitment and suitability of staff                                                 

The IIC aims to ensure  that anyone paid or voluntary, who seeks to work with children 

and young people through projects and activities and who gains substantial access to 

them is as safe to do so in child protection terms as can be guaranteed. 

The recruitment of staff and volunteers must include steps to ascertain: 

� That applicants have appropriate motives for working with or close to 

children. 

� That applicants understand the concept of 'appropriate boundaries' and four 

types of abuse. 

� That applicants demonstrate appropriate sensitivity and attitudes towards the 

safety and welfare of children. 

� That applicants are prepared to undertake training. 

� That applicants are prepared to read, understand and agree the policy and 

procedures. 
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� That applicants must understand the code of behavior as part of their induction 

pack. 

The following procedures should be followed when employing staff to work with 

children and young people. 

1. References must always be taken. Use the IIC reference request forms which 

specifically asks if referees have any reasons whatsoever why they may have 

reservations about applicants having unsupervised access to children. 

2. All volunteers and members of staff who may have, through their work with the IIC 

the opportunity for unsupervised access to children must be Police Checked. At the end 

of this document is a copy of the Police Check Procedure containing step-by-step 

information on how to get new staff checked through the Criminal Records Bureau. 

3. Use probationary periods to ensure that new staff is suitable and ensure that good 

staff supervision procedures are in place. 

Four Types of abuse 

All staff must understand the four types of abuse and their signs and must be able to 

recognize them. 

Child abuse is normally categorised as physical, sexual, emotional, or abuse by neglect. 

The facts and effects of abuse cover a much wider spectrum. Play workers are well 

placed to model and encourage practices in partnership with parents or other carers 

that will enable a child to grow and fulfils his or her emotional, social, physical and 

intellectual potential. 

1. Physical abuse- this involves hitting, shaking, throwing, burning or 

scalding, drowning, suffocating or causing any sort of physical harm to a child. 

2. Emotional abuse- can be defined as persistent emotional maltreatment 

of child such as to cause severe and persistent adverse effect to child’s 

emotional development. 

3. Sexual abuse- This involves forcing or enticing a child or young person to 

take part in sexual activities, including prostitution, whether or not the child is 

aware of what is happening. 
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4. Neglect- this refers the persistent failure to meet a child’s basic physical 

and/or psychological needs, likely to result in serious impairment of child’s 

health or development. Neglect can happen during a pregnancy as a result of 

maternal substance abuse. 

 

Good Practices 

Good practice will include: 

Setting reasonable but firm and consistent boundaries for children’s behaviour. 

These boundaries should be appropriate for a play setting and be based on 

positive relationships: 

• Actively and positively listening to children. 

• Ensuring children are treated with respect. This means not shouting at or 

using bullying behaviour towards them. 

• Trying to recruit staff that have had adequate training and/or experience 

in child development and the importance of play. 

• Ensuring that children are supervised. 

• Encouraging and promoting a wide and suitable range of play activities. 

• Ensuring children are given a choice in what they do. Not forcing them 

into situations they are not happy with. Encouraging reading and reading 

to children. 

• Encouraging attendance at school and health clinics. 

• Positively addressing problems of bullying. 

• Maintaining and fully implementing an effective and appropriate Equal 

Opportunities policy. 

• Maintaining and fully implementing an effective and appropriate Health 

and Safety policy. 

• Never hitting or smacking children. 
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Keeping Children Safe 

Keeping children safe is part of meeting registration criteria under the 1989 

Children Act sections 70/77.  

Staff should have sufficient experience and maturity to look after children and 

carry the respect of, and the appropriate authority of, parents. 

Staff and volunteers, and anyone else with a substantial level of access to 

children (this may include management committee members) should be police 

checked. A list or register of all staff and volunteers, including caretakers and 

cleaners, if there are any, should be kept in a secure place. 

The site and building must be a safe place. all must act reasonably to keep buildings and 

equipment safe.   

A sufficient authority to gate keep effectively the access of others to children will be 

put in place.  

Monitoring and training for staff 

We feel it is important for some workers to have completed adequate child 

protection training. They should be aware of all correct procedures, as they will be the 

main point of contact if any concerns arise. 

There will also be an appropriate induction and  information available to all staff and 

volunteers concerning child protection matters. All staff working in contact with 

children and young people will have this document drawn to their attention on joining 

the Madrasah. 

The main route for child protection training is through The Islington Play and 

Youth team. They offer a variety of different modules addressing all issues 

surrounding child protection. 

Response and procedure to suspicions and allegations 

Disclosure or evidence for concern may occur in any number of ways. This may be by 

what a child says, about itself or another child or children. It may be through 

interception of a written item, or through observation of activity or behaviour giving 

cause for concern. It may be through changes in behaviour or attitude. There may be 

physical, emotional pointers such as bruising, staining, inappropriate behaviour or 

knowledge. These and many other signs can be picked up by workers. 
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If a child confides in you with a disclosure or allegation of abuse the following points 

are important: 

� The safety of the child is paramount. 

� Stay calm. 

� Reassure the child that it is not their fault and that they are doing the right 

thing by telling you. 

� Listen very carefully, do not attempt to interview or question the child. 

� Be honest; never promise not to tell anyone. 

� Tell the child what you are going to do next. 

� Keep the child informed of what is happening. 

Anybody working with children and young people has a duty to ensure that any 

suspicion, incident, allegation or other manifestation relating to child protection 

is reported. If the decision is made to involve social services, contact them on 

Tel: 020 7527 7000  or contact the Emergency Duty Team on 020 7226 0992. 

When making the referral ensure that: 

 

1) You have the Childs details to hand 

2) You give a clear description of the incidents that have led to the referral. Keep the 

information objective and fact based only. Do not include your own interpretations or 

comments. 

3) You ask the name and job title of the person you are speaking to. 

4) You ask what will happen next 

5) You keep a record of the conversation and the name of the contact. 

• The senior worker should keep a written record of the concerns. The report 

should note everything that has been noticed, everything said by the child or 

person making allegation, and the course of action that has been decided on. Be sure to 

include time, dates, and people involved. It is important to keep this 

report updated with any progressions that may occur. 
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It is extremely important to keep all information confidential. 

Do not discuss the concern with anyone on the management committee. 

Do not attempt to investigate your concerns about the child. 

Do not discuss your concerns in staff meetings or with any other member of 

staff or volunteers except the senior worker. 
 

Health and safety  

 
The Islington Islaamic Centre is committed to providing adequate control of 

the health and safety risks arising from our work activities. We will consult 

with our employees on matters affecting their health and safety. We will 

adhere to the following: 

• To provide and maintain safe office equipment. 

• To provide information and ensure safe handling of any hazardous 

substances.  

• To provide information, instruction, induction for employees and learners 

regarding matters of health and safety (especially equipment). 

• To ensure all employees are competent to do their jobs and tasks 

involving this and to give them adequate training where necessary. 

• To prevent accidents and cases of work related ill health. 

• To maintain safe and healthy working conditions. 

• To review and revise this policy as necessary.  
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Incident Record Form 

Islington Islaamic Centre Madrasah 

Name: 

Position: 

Child’s Name: 

Child’s Address: 

Parents/Carers Name and Address: 

Child’s Date of Birth: 

Date and time of any incidents: 

Your Observation: 

What did the child said and what you said 

( The original details must be recorded, use separate sheet if needed: 

 

 

Actions taken: 

 

Details of all the external agencies contacted: 

(These include the Police, Local Authorities children’s social Care and Sport Governing Body. 
Full details of all contacted bodies must be recorded plus date and time, use separate sheet 
if needed) 
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Contacts 

Below is a list of useful organisations that may be able to offer advice and support to groups and 

staff working in a childcare setting; 

London Borough Of Islington Social Services: 

292 Essex Road, London, N1 3AZ  www.islington.gov.uk 

Tel: 020 7527 1742 (Switchboard)  Tel: 020 7527 3556 (Direct line for new referrals) 

Fax: 020 7527 1601  Minicom: 020 7527 1670 

Outside office hours contact the Emergency Duty Team on 020 7226 0992 

Fair Play For Children: advisory service, information, updates and publications 

35 Lyon Street, Bognor Regis, P0211BW 

Tel/Fax: 01243 869922    www.arunet.co.uk/fairplay 

NSPCC: advice, publications and information resources 

Weston House, 42 Curtain Road, London EC2A 3NH. 

Tel: 020 7825 2500   Fax: 020 7825 2525   www.nspcc.org.uk 

NSPCC Child protection help line: 24 hour help line for anyone with concerns about 
child abuse 

The NSPCC Child Protection Helpline 

PO Box 18222   London  EC2A 3RU 

Help line: 0808 800 5000. 

Help line Text phone: 0800 056 0566. This number is for people with hearing difficulties. 

Fax: 020 7825 2790/1  helptanspcc.ora.uk 

Parentline: support and advice for parents under stress 

Tel: 0808 800 2222   Textphone: 0800 783 6783      

www.parentlineplus.org.uk 

ChildLine: confidential advice and counselling for children. 

Tel: 0800 1111     www.childline.org.uk 

Charity Commission: Advice and support for charities working with children 

www.charitvcommission.gov.uk 

Signatures 

Chair: 

 

 

Child protection officer:  
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Appendix6: Equality and Diversity Policy 

 

Statement of Intent 

Islington Islaamic Centre Madrasah is wholeheartedly committed to the principle of 

equality of opportunity, both in its capacity as an employer and as a provider of 

services to others.  The Centre is determined to make all efforts to prevent 

discrimination or unfair treatment against, and promote equality of opportunity for, all 

members of staff, potential members of staff or users of its services on 

discriminatory grounds.  The Centre is opposed to discriminatory attitudes, and is 

committed to translating this into all aspects of its everyday work. 

 

It is the responsibility of every member of staff to apply Islington Islaamic Centre 

Madrasah ’s Equal Opportunities policy. Its application is also required from people who 

work with Islington Islaamic Centre Madrasah .   

 

This Policy Statement sets out the organisational framework within which all employees 

of the Centre must work and where appropriate the areas where detailed organisational 

policy statements and related procedures apply. 

This statement will be included in our publicity material and job advertisements, and 

will be displayed so that it is visible to all. 

Policy Objectives 

The overarching objectives of Islington Islaamic Centre Madrasah ’s equality and 

diversity policies are: 

1 To have equality and diversity integrated into all parts of Islington Islaamic Centre 

Madrasah ’s planning, standard setting, monitoring and evaluation. 

2 To ensure as far as possible that the diversity of the Centre is appropriate to the 

communities it serves. 

3 To ensure that all workers are empowered to respond positively and appropriately to 

issues of Equality and Diversity. 

4 To eliminate all forms of unlawful discrimination. 

5 To ensure that all our policies and procedures are assessed to take into account 

any detrimental impact on equality and diversity and/or opportunities to promote 

equality and diversity. 

6 To take all necessary steps to remove organisational barriers to equality and 

diversity where it is practicable and legal to do so. 
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Scope 

This policy covers all those who work at Islington Islaamic Centre Madrasah including 

Managements, employees, consultants and volunteers. 

Legislation 

While Islington Islaamic Centre Madrasah is committed to equality and diversity as an 

ethical case the Centre also recognises its legal responsibilities.  IIC MADRASAH  

upholds relevant legislations within the UK that address discrimination and their 

amendments. 

Monitoring and Action Planning 

Islington Islaamic Centre Madrasah will develop a Standard for Equality to enable the Centre to 

monitor and measure performance in all applicable areas of equality and diversity across the 

whole Centre.  This standard will be used to guide action planning at an organisational level.  

Access to premises is being considered with a view to ensuring that all users of building are able 

to enjoy use of facilities and, in accordance with the limits of legal requirements, that no person 

is prevented from accessing services or employment by reason of disability or other form of 

personal difference. 

 

Accountability for action planning, policy and implementation rests with Islington Islaamic 

Centre Management who should make an annual report on progress of the set Equality Standard. 

Dealing with Complaints  

If any service user, volunteer or employee feels that they have been, or are being discriminated 

against, in any way, they are entitled to pursue the matter with the manager or any member of 

the management of the Centre in writing. All instances or complaints of discriminatory behaviors 

will be treated seriously.  Complaints or allegations of an unfounded or malicious nature will also 

be treated as serious and may involve using the disciplinary procedure. 

 

Responsible Officer Abdikarim Ahmed 

Contact Officer 
Hasan Derow 

Authorisation Date 
23/07/10 

Effective Date 01/08/10 

Review Commencement Date 01/08/11 
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Appendix7: How do I discipline my children 
 

Many parents may still have the n orm about the teachers role when it comes to 

disciplining students.  Islaamicly there is nothing wrong for parents trusting the 

teacher to carryout actions against their child within the allowed limits to make them 

behave appropriately, but taking where we live and its rules regarding this issue into 

account parents have to understand that it is not part of the teacher’s role to 

physically discipline a child neither it is within parent’s boundaries.   

Consequently, teachers expect the child to have good behaviour.   

The Madrasah holds parents responsible for making their children rule abiding and with 

good manners otherwise they will phase the consequences themselves.   

However, we have compiled the following topic from different resources to assist 

parents effectively fulfil this role within the legal bounders of the residence country. 

Once a child misbehaves 

When a child misbehaves, the parent must decide how to respond. All children need 

rules and expectations to help them learn appropriate behaviour. 

How to set the rules 

Parents begin by talking to each other about how they want to handle discipline and 

establish the rules. View discipline as teaching not punishment. Learning to follow rules 

keeps a child safe and helps him or her learn the difference between right and wrong 

How does a parent teach a child the rules? 

Parents should explain to the child that broken rules carry consequences. For example, 

Here are the rules. When you follow the rules, this will happen and if you break a rule, 

this is what will happen. Parents and the child should decide together what the rewards 

and consequences will be. Parents should always acknowledge and offer positive 

reinforcement and support when their child follows the rules. Parents must also follow 

through with an appropriate consequence when the child breaks a rule. Consistency and 

predictability are the cornerstones of discipline and praise is the most powerful 

reinforcer of learning. 
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 When those rules are broken, what should parents do? 

Children learn from experience. Having logical consequences for misbehaviour helps 

them learn that they are accountable for their actions, without damaging their self-

esteem. For example, if children are fighting over the television, computer or a video 

game, turn it off.  If a child spills milk at the dinner table while fooling around, have 

the child clean it up. 

In the case of the Madrasah rules, You could gather all your children and explain how 

the Madrasah is changing and implementing new strict rules, that they will be expected 

to follow rules at the Madrasah and you are going to be reported to if they break those 

rules.  Then talk about what good things you do for them and what each of them likes 

to get from you now and after (watch something, go to somewhere, buy something etc.).  

Tell them that they have the choice of getting what they use to get from you and more 

or lose them one after the other till all are withdrawn and this will force you to take 

worse actions if they reach it.  Let them agree with you that good report from 

Madrasah means happiness at home and praise it but bad report takes all good things 

away. 

Then when the first bad report comes in show them that you meant it.  Do what you 

said you will do immediately otherwise you will be encouraging more misbehaviour at the 

Madrasah.  Don’t forget to reward the child immediately if the report contained good 

news for the child. How you behave when disciplining your child will help to determine 

how your child is going to behave or misbehave in the future. 

Effective parents 

There are a couple of parenting styles including: 

Authoritarian: too strict and bossy, believing in 'absolute obedience to authority' and 

creating children that are afraid of them and fearful of new challenges and 

experiences 

Permissive: too lenient, without setting any limits and creating children who are spoiled 

and disrespectful and unable to make their own choices  

Authoritative set rules and limits, but explain why they are necessary and take their 

children's point of view into account when making the rules. They communicate 

regularly with their children and encourage them to be independent.  This style of 

parenting is more likely to be successful in the long run. 
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Effective parents operate on the belief that both the child and the parent have certain 

rights and that the needs of both are important. Effective parents don't need to use 

physical force to discipline the child, but are more likely to set clear rules and explain 

why these rules are important. Effective parents reason with their children and 

consider the youngsters' points of views even though they may not agree with them. 

Tips for effective discipline:  

• Make sure what you ask for is reasonable and trust your child to do the right 

thing within their limits.  

• Be clear about what you mean. Be firm and specific.  

• Speak to your child as you would want to be spoken to  

• Allow for negotiation and flexibility, which can help build your child's social 

skills.  

• Avoid bribing your child, Reward him/her. A reward is something child receives 

because they have done something, but a bribe is given what is given to them to 

make the child do something. 

• Stay calm and avoid yelling and screaming. This can teach child that it is all 

right to lose control if you don't get your way. 

• Avoid physical punishment.  

• Avoid too much praise.  

• Avoid too much criticism 

• Let your child experience the consequences of his/her behaviour. 

• Whenever possible, consequences should be delivered immediately, should relate 

to the rule broken, and be short enough in duration that you can move on again 

to emphasize the positives.  

• Consequences should be fair and appropriate to the situation and the child's age.  

• Be a good role model. 
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May Allah shower his mercy upon us all. 

Lم عليكم ورحمة 	 وبركاتهوالسّ   

 

Your Brother: 

Abdikarim Ahmed 

IIC Madrasa Coordinator 

karimafcad@yahoo.co.uk 

 

Please contact us on: 0207 609 6755 
at Madrasah times. 

 

 

 

Madrasa Handbook Version4 

13/12/1431 H 

19/11/2010 M 
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“Effective parents 

operate on the belief 

that both the child 

and the parent have 

certain rights and 

that the needs of 

both are important”. 

SO IS THE TEACHER. 

    The best Job in the WORLD! 

Get involved, learn or teach! 

  "خَيْرُكُمْ مَنْ تَعَل�مَ الْقرُْآنَ وَعَل�مَهُ ": لى 	 عليه وسلمقال النبي ص
 )     صحيح البخاري(

 

Shared Responsibility 

We, at the IIC Madrasah, believe 

that it will be a fiction to suppose 

that children will reach their 

potentials unless all involved sides 

fulfil their responsibilities as shown 

in the following diagram: 

 


