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Deawr Teachers...

SalaanAlaykum,

| would like tovelcome you all to the 201&cademic yeaat the Muhammadi Madrasah

The aim of this planner is to assist you in organisingMadrasahactivities ad | hope you
will find it useful and if yobave feedback on how it can be improved temwould love to
hear from you.

Our staff are the backbone of the Madrasah. They are the committed structure that enables
the Madrasah to function. Our Madrasah depends on every team and in particular the
teachers play an i mportant role in helping
environment f Yourdeparimentakohjectves arsl gagals will align with this aim

in various ways, but this is what aee ultimately striving towasgland as such, all activities

which lead in this direction are not only welcome, lighly encouraged.

Our success islltimately dependent orour teachers taking advantage of the resources
availableo them toimpart lessons and experiendbst will reman with our students for a
lifetime. Therefore, let us together aim to nurture our studentsibijvering the extraordinary
in each and every lesson.

As teachers and staff of Madrasah we all hold an immense responsibility but one that provides
each of uswith joy and pride. Knowing that our positions bring with it a new role for us that
of a role model for other staff, students and even parents, we should always be displaying the
best of Akhlaq, organisation and commitment to Madrasah. Seeing thefroitshard work

as we see happy and learning students, or grateful and satisfied parents, we know that our
work is successful and motivates us to do more.

For your efforts the only appropriate reward will be from the Almigit), and may He
reward eachone of you and your respective families abundantly both in this world, and the
hereafter for the time you are sacrificing in furthering the cause of His religion. | can
onlyexpress gratitude to all of yoiar the hard work which you will undoubtedindertake

over the course of this academic year.

From the Principal's Desk

Muhammadi Madrasah, January 2018



You are a teacher! |

It takes a big

heart

to help shape

little
minds.
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Who to contact?

As a first point of call, teachers are requested to discuss matters with their respective Heads of
Departments who will be able to assist in most matters (e.g. lesson activities, classroom support,
department suggestions & concerns etc.)

Primary — Shakila Meghjee
Secondary — Hasnain Panjwani

GLC —Yasmin Meghjee

In the case of a safeguarding incident/concern, you must contact the Designated Safeguarding Lead.
You must not disclose details to any other member of staff (Read more in the Safeguarding
document).



Madrasah Procedures

Start Times Latecomers:

Students:

Madrasah begins promptly at 10:00am every Sunday (as scheduled in the Year Planner).

Any students arriving after 10am will be marked as late and a note will be made in the Late Arrivals
Book. Due to the disruption cause by late students to others in the building and teachers and
students in the classrooms Muhammadi Madrasah has decided to introduce stricter procedures
regarding late students. This includes the Late Arrivals Book, and disciplinary procedures for
consistent late comers.

Teachers are required to contact their Department Head or Head of Primary to identify any students
who are frequent late arrivals or persistent absentees. Teachers are reminded not to contact admin
regarding this matter.

Teachers:

Teachers are required to be in their classes ten minutes before their class is due to start. This is to
ensure that they are ready to start the class on time and be ready for the arrival of their students. If
there is a case where a teacher is consistently late to their class, this will be addressed by the Head
of Department with a matter of seriousness.

Registers:

Registers are created by the admin department. They will be ready and are to be collected by the
front door daily. Registers will be collected by admin from each class 20 mins into each lesson.
Registers musbe completed by then Teachers are not permitted to add/remove namésom the
registers, and any register related messages are to be conveyed using the form in the register folder.
In the case that a student attends a class and is not on the register, the teacher must escort the
student immediately to the Madrasah office and should not under any circumstances add the child’s
name to the register or let them remain in the class.

Statiorery boxes:

All staff are provided with a stationery box for their own use in their classrooms. This box is shared
between the subject teachers but all teachers are responsible for taking the box from the front desk
and returning it at the end of their lessons. A checklist of the contents of the box are provided inside
and teachers should check the contents of their boxes daily before returning the items.
Unfortunately due to carelessness, the Madrasah has incurred a lot of costs to replace lost items,
and therefore has taken the decision not to replace any lost items.

Phdocopy Requests & Resource Requests

All teachers are responsible for submitting their photocopy and resource requests on time. The
deadline for the coming Sunday is Wednesday 8pm for Photocopying. For resources that are
stocked in Madrasah the same deadline applies, for items not held in stock we require 2 weeks
notice. Any requests that are made out of these deadlines will not be completed, this will impact
your lessons — so please be mindful of the deadlines.

Equipment & Room Booking Requests

Madrasah can provide access to Laptops, projectors and the Computer Room, please complete
requests for this with 2 weeks notice. The same applies to bookings for the Imambarghah or Sports
Halls.



Uniform
Muhammadi Madrasah has a uniform policy for staff.
Female teachers

¢ Plain, black, full-length black abaya & plain grey, black, white or navy hijab. (not printed)
Male teachers

< Collared shirt & Smart trousers (jeans permitted, no rips/tears or prints/logos)

Teacher Absences & Supply Staff
To be a member of Madrasah staff you must have provided the following documents to the Admin
department:

< Avalid KSIMC of Birmingham/CoEJ DBS
&< A passport photocopy
<< A staff form
£« Completion of the EduCare programme
Without any of these documents we are not permitted to enrol the individual as a staff member.

If you know that you are going to be away, then please inform your Head of Department. You will be
asked to arrange cover for yourself. Once you are able to find someone to take your class, you must
immediately confirm that they are permitted to teach at Madrasah by asking your Head of
Department. Please do not allow anyone, including other current teachers to cover yoasgl
without informing your HoD Any supply staff will also have to produce the same documentation as
permanent staff.

Fatiya Donations

Muhammadi Madrasah encourages acts of charity both from our students and from parents. From
time to time we receive requests from parents and other donors who wish to give out food items as
Fatiya. The Madrasah will always support these donations although as an institution our priority in
such matters remains for the health, safety and well-being of our students. At Muhammadi
Madrasah we have a large number of children with complex allergies, bearing this in mind and also
the health of all our students we have taken the initiative to have some guidelines and suggestions
as to which items of Fatiya will be suitable:

Items of Fatiya must:

¢ Not contain nuts or traces of nuts

Be suitable for vegetarians

No sweets will be permitted, this includes lollipops, bubble-gum or sherbet powders.

Be clearly labelled with ingredients, if it is prepacked

Have an expiry date of minimum 4 weeks of the date it will be handed out, if prepacked.
Any prepacked items without a clearly visible expiry date will not be accepted.
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If staff would like to provide Fatiya for a/any class of Madrasah please email/telephone the
Madrasah BEFORE purchasing your items. All items of Fatiya must be handed to the Madrasah
Office upon prior approval. Unfortunately we cannot accept Fatiya donations without notice of a
minimum of one week.



Birthday Treats

Children often like to bring in treats on/near their birthday for their friends to enjoy at home time!

At Muhammadi Madrasah we have a large number of children with complex allergies. Therefore we
felt it would help parents, when choosing the treat, to have some guidelines and suggestions as to
which treats are acceptable. With the growing understanding and diagnosis of food allergies, we
require birthday treats to contain no nuts or traces of nuts. Birthday treats need to be suitable for
vegetarians and it is also important that treats are packaged with clearly labelled ingredients (this is
not always the case from Multi-pack items so please check carefully before sending them in).

Fun or snack size chocolate bars/biscuits such as those on the list below are acceptable to send in,
but as we also have children with dairy allergies we ask that parents/guardians send in at least 5
dairy-free alternatives i.e. raisins/fruit bags for those children to also receive a birthday treat from
their friends.

Below is a list of birthday treats that are acceptable at Madrasah:
Treats should be funsize only (ie mini/snack size/funsize)

Cadbury's Buttons
Cadbury's Dairy Milk
Cadbury's Twirl
Cadbury's Flake
Maltesers

Penguin Biscuits
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Non-dairy suggestions:

¢ Fruit bags

<< Raisin boxes

¢ Fruit-roll ups

¢ Dairy free biscuits

Unfortunately, although this has previously been allowed, due to health-risks to our students we can
no longer allow any home-made treats to be given out (ie cupcakes, cake, biscuits etc).



