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Foreword

To achieve civilised societies, be they local, national or global it 
is paramount we invest our time, energy and resources into the 
education of our future generations. We must provide opportunities 
that nurture and encourage children and young people to aspire for 
themselves, for their families, for their communities and nation. The 
Prophet Mohammed (Peace Be Upon Him) was commanded to Read 
“Iqra” as his very first celestial engagement via Archangel Gabriel 
whilst receiving his first revelation of the Holy Quran. Education, 
teaching, being taught, receiving guidance and instruction are the 
foundation of all Muslim communities. The Madrassah (a place 
of learning) was the first institution that was established by the 
Prophet Mohammed (Peace Be Upon Him) “Dar Al Arqam” to teach 
and to safeguard his early followers. For many young Muslims the 
Madrassah is their first contact with structured teaching and learning; 
it is vitally important that this early experience with the joys of learning 
is positive and engaging. In Muslim communities around the world 
there are many thousands, if not millions, of dedicated and devoted 
individuals who selflessly give their time and energy to teach scripture 
and promote ethical and moral values to the next generation of 

Muslims - these efforts need to be commended and supported. In 
order to capitalise on the efforts imbued by so many and the time 
spent by children and young people learning, it is very important 
that positive fruits and outcomes are achieved from these noble 
endeavours. 
Future generations need to be taught in a modern, future looking 
Madrassah that helps them grow from childhood to adolescence 
into adulthood. The Madrassah should produce graduates that are 
enlighten, engaged, balanced, proactive, sincere, productive and 
essentially competitive individuals. Able to contribute to society 
whether they live in a majority Muslim country or live as a minority in 
a non Muslim society.The Madrassah, the Quranic or Islamic evening 
or weekend school has, is and will in the future play a vitally important 
role. With the assistance of friends and colleagues this Toolkit and 
accompanying website looks to provide the framework and essential 
building blocks needed to establish and sustain a healthy, productive 
and progressive Madrassah in the 21st Century. We have paid 
particular emphasis on the safety and wellbeing of young people as a 
prerequisite for a healthy and engaging learning environment.

Shaukat Warraich / CEO Faith Associates



www.madrassah.co.uk4

About this Handbook

This handbook accompanies The Mosque Management Handbook 
previously developed by Faith Associates. It is intended as a clear 
guide to help Madrassah and Mosque management successfully run 
their Madrassah and contains practical advice including the legal 
requirements, for the United Kingdom, that must be observed when 
dealing with young people. 

Faith Associates understands the conflicting pressures and demands 
made on staff and volunteers in Madrassahs and often the lack of 
time and resources they have available. This handbook provides 
guidance and advice on how to instigate good management styles, 
how to improve record keeping and how to build on good teaching and 
learning practice.  

Chapter 2 proves an overview of policies and procedures that should 
be in place and we look at what constitutes a good management 
model and who should be responsible for developing and maintaining 
policies and procedures. Faith Associates recognises that policies 
and procedures must be appropriate and workable within the size and 
resources of a Madrassah and we provide guidance for small, medium 
and large organisations.  

However, there are certain legal requirements that all Madrassahs, 
regardless of size, must meet and we provide information on these.  
In addition, when employing staff and volunteers Madrassahs 
must also consider child protection issues. Details of current child 
protection, recruitment and selection procedures and the requirements 
of the Criminal Record Bureau can be found in Chapter 2 and are 
further considered in Chapter 9.

No Madrassah can begin to start to put in place a strong management 
structure until it first outlines its vision, aims and objectives.  
In Chapter 3 we look at staffing structures and provide a number of 
models that Madrassahs should consider. There has been some  
criticism of the training of Madrassah teachers in the past. In this 
chapter we also discuss the need for Madrassahs to consider the 
qualifications needed by an effective educator and the support and 
training Madrassahs should have in place to develop and encourage 
their staff. Clearly no Madrassah can work without the agreement of  
its pupils and their parents and this chapter also suggests 
achievement targets for pupils and the role of parents play in the 
education of their children. 

`He has taught man that which he knew not.`
 (Qur’an chapter 96: verse 5)



About this Handbook

Finally, we consider the mutual benefits of involvement with 
mainstream schools.

The issue of staffing and recruitment is further amplified in  
Chapter 4 where we offer advice on the best ways to ensure 
successful recruitment of staff, employment and disciplinary 
procedures.  
In this chapter we also look at the legal requirements of employing 
both staff and volunteers with access to young people.

A successful Madrassah is one with good, fair procedures and 
practices, which apply across the organisational structure. In  
Chapter 5 we look at student admission policies and the agreed 
rules and regulations that should be in place to ensure that students 
achieve their potential in an environment conducive to learning.

A Madrassah is founded to ensure that its pupils receive a good 
Islamic education.  In Chapter 6 we look at teaching strategies 
including lesson planning and delivery. A good teacher will want 
to motivate his or her pupils and observe their behaviour and 
commitment to learning. 

Assessment is vital in order to ascertain what a pupil is able to 
understand and what he or she needs to learn to progress further.  
In this chapter we make suggestions as to how assessments might be 
carried out. 

All those working in a Madrassah have a commitment to the guidance 
of those under their care. However, there will be times when class 
management issues will need to be addressed and suitable discipline 
considered. This chapter also deals with these issues.

The curriculum of a Madrassah is the basis on which Islamic religious 
and cultural guidance and support is provided. 

In Chapter 7 we consider the curriculum and the ways in which it 
might be delivered together with the use of materials and resources. 
This is further amplified in Chapter 8 where we consider how to record 
and reward pupil performance. We also consider effective learning 
assessments, behaviour issues and the use of seating arrangements 
to maximise the learning experiences of young people.

Madrassahs are places of learning and faith where young people 
should feel protected and secure. However, in even the best-run 
Madrassah there is always the possibility of facing difficult problems. 
Madrassahs have a legal requirement to ensure child protection and 
Chapter 9 gives further details of these requirements, what to do in the 
case of suspected child abuse, how to nominate a Designated Person 
for Child Abuse, and the policies and procedures that need to be in 
place. In the Support Tools section we offer samples policies on child 
protection.

This handbook is intended to help those who run and teach 
in Madrassahs to ensure that they not only comply with legal 
requirements but also provide the very best environment for their 
pupils to learn and grow into responsible members of the Muslim 
community. We hope that it is a source of information and useful 
examples for those who give their valuable time and experience to 
young people across this country.

We encourage you to share your challenges and success so that we 
can use these to help other Madrassahs.  

Please do get in touch and let us know your challenges 
and successes by email to info@faithassociates.co.uk.
or visit www.madrassah.co.uk to discuss issues
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Policies and Procedures

What are policies and procedures? 
‘Policies’ and ‘Procedures’ are written rules and statements that define 
what you do and how you do it. Developing policies will improve the 
way the organisation functions and delivers its services. It will also 
help prevent problems and conflicts arising.

Who should develop the policies and 
procedures?
The management committee of the Madrassah is responsible for 
developing policies and procedures within the organisation and 
making sure they are followed.  However, they should first consult 
members, staff, volunteers and anyone else who may be affected by 
them. You can get help and advice from the organisations listed in the 
appendix or from your legal advisers.  

How should we develop policies and 
procedures? 
When developing policies and procedures, it is important to have a 
process in place for their development, approval, review and revision, 
and for education and training. We provide the following guidance for 
developing written policies and procedures.

Development process

To gain the support and engagement of all those involved in putting 
policies and procedures into practice we suggest that the process 
should: be transparent; involve members of the management 
committee, teachers and where appropriate parents and pupils; and, 
utilise good practice from other organisations or advisory bodies. 
Figure 2.1 provides a five step development process you can consider 
following.

‘God wants to make [all this] clear unto you, and to guide you onto the [righteous] ways of life of those who 
preceded you, and to turn unto you in His mercy: for God is all-knowing, wise.’

 (Qur’an chapter 4: verse 26)

www.madrassah.co.uk6



Policies and Procedures

Approval process

Before going too far in writing policies, it is important to develop an 
approval process for them. 

The management committee of the Madrassah should be involved in 
the approval process. 

The process you decide on should be written down and available to 
everyone who delivers policies.

Review process

You need to decide how often a policy will be reviewed (this is called 
a ‘review cycle’), and this should be part of the approval process. 
The review cycle may be the same for all policies, or you can divide 
policies into groups according to how often you plan to review them: 

Figure 2.1 Policy and procedure development stages

twice a year, once a year or every two years. We recommend that all 
policies are reviewed at least every two years.

Establishing a style

The first step in setting up policy and procedures is to decide on 
a format for the system. The size of the organisation may dictate 
whether you chose to adopt a single manual or several manuals. 
A single manual works well for a small organisation with just a few 
policies. Multiple manuals will work better in larger organisations 
where there may be many policies. Whatever format you use, it should 
be easy for people to find the information they need and you should 
bear this in mind from the start.

Step 1: Scoping
Scoping paper to management 

committee on the required policy 
stating the purpose, background, 
issues, principles, process and 

timelines

Step 3: Revised draft

  A revised draft is produced for  
consultation/review

Step 4: Management 
Committee 

  The revised policy and procedures 
are presented to the management 

committee for discussion and sign off

TIP 

TIP 

Have a dedicated shelve for all your folders 
which contain all the policies,procedures 
and forms. These need to be accessible to 
all the staff.

Review all the policies and procedures on an annual basis, do you have a 
team that can do this?

Step 5: Implement

  The policy and procedures 
are brought in to force and any 
required training for staff and 

management committee members 
provided

Step 2: Workshop

Based on the scoping paper a draft 
policy should be developed and then 

updated after workshopping with those 
who will using and managing it

www.madrassah.co.uk 7
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Policies and Procedures

Policy numbering

For clarity’s sake, and to make it easy to find and discuss particular 
policies, all policies and procedures should have a unique ‘identifier’ 
or policy number. 

What policies and procedures should our 
madrassah have?
The type of policies and procedures your organisation needs will 
depend on a number of things such as: 

    The type of work you do
    The services you provide
    The size of your organisation 
    How formally you operate. 

This handbook is aimed at Madrassahs, so the emphasis is on 
policy areas that are relevant to them. A list of important policies and 
procedures for the management committee to review and prioritise are 
listed at the end of the chapter.

Madrassahs should be committed to providing a safe and healthy 
environment that encourages student learning and fosters good 
community relations. You need to cover the following issues in your 
Madrassah policies and procedures:

    Safety of students
    Classroom supervision 
    Classroom discipline and behaviour
    Policy on teacher requirements
    Policy for welcoming and registering new students and meeting 
    individual needs
    Involving parents
    Building health and safety requirements
    Criminal Records Bureau (CRB) checks
    Managing child protection issues.

Disruptive behaviour

If a person’s physical or emotional well being or freedom to safely 
express his or her beliefs or opinions is threatened, the source of 
the threat must be dealt with firmly and quickly. This may even mean 
that the offending person or groups of people are expelled from the 
Madrassah. Any action to deal with disruptive behavior should be 
carried out with compassion and the hope of reconciliation.
There will be times when the disruptive behavior in the Madrassah 
building will lead members to voice their concerns about one or more 
of the following:

     Perceived threats to the safety of an adult or child
     The disruption of Madrassah activities
     A lessening of the appeal of the Madrassah to its existing and  
     potential membership.

The Madrassah should try hard to be an inclusive community, 
accepting its members will have differences in beliefs, opinions and 
life experiences. However, in some cases, concern for the safety 
and well-being of those attending the Madrassah as a whole must 
come before the privileges and inclusion of an individual. If disruptive 
behaviour threatens the health and well being of attendees, members’ 
actions, as people of faith, must reflect a Madrassah’s commitment to 
maintaining both security and community.

Recruitment and selection 

Recruitment and selection of staff are covered in Chapter 4. 
Having a recruitment and selection policy will make sure that 
you select the most suitable person for the post. People will be 
selected because of their relevant merits and abilities, and no one 
will be unfairly treated because of their race, gender, religion etc. A 
policy may have ‘exception clauses’ that allows the organisation to 
make conditions that are appropriate for employing someone in a 
Madrassah.

TIP 
Colour coded folders, will help to support easy access to information and 
teacher recall.
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Policies and Procedures

Complaints and grievance 

Complaints and grievance procedures are covered in Chapter 4, 
including a procedure for dealing with and recording complaints. 
Feedback from Madrassah users will help to pinpoint issues to 
deal with, and help the management committee make continuous 
improvements. Working effectively on complaints and grievances will 
help to increase the confidence of your users and members.

Any volunteer or member of staff may receive complaints, and they 
may arrive in many different ways – by letter or email, by comments 
on a feedback form, in person or by fax or phone.

Disciplinary and dismissal 

Disciplinary procedures are covered in detail in Chapter 4. Legislation 
governing how employers and employees deal with any discipline, 
dismissal and grievance issues at work was introduced on 6 April 
2009. The new simpler and more flexible dispute resolution system 
should benefit employers as they provide greater opportunities 
to resolve disputes in the workplace before they end up in an 
employment tribunal. Increased prominence is placed on alternative 
dispute resolution mechanisms, including mediation, to encourage 
earlier resolution. 

The Advisory, Conciliation and Arbitration Service (ACAS)1 guide 
provides good practice advice for dealing with discipline and 
grievances in the workplace.

Why is there such a focus on child 
protection issues?
Children are an especially vulnerable group. The law states that 
all organisations working with or providing a service to children, 
young people or vulnerable adults must have proper safeguards and 
measures to protect them. These safeguards should include a child 
protection policy, and procedures for dealing with issues of concern. 
Detailed child protection issues are covered in Chapter 9.

1 Discipline and grievances at work, The Acas guide, April 2009, (http://www.acas.org.uk/)

Your policy should cover the following points:

     The welfare of the child comes first (Children’s Act 1989 and   
     Children’s Act 2004 Every Child Matters and Working together to  
     safeguard children 2006)
     All children have the right to protection from abuse
     All suspicions and allegations of abuse will be taken seriously and  
     responded to swiftly and appropriately 
     All the organisation’s trustees, management, staff and volunteers  
     have a responsibility to report concerns.

The policy should be linked to procedures that make clear:

     What is good practice for all workers and management
     What behaviour is never tolerated
     How Madrassah staff will be recruited and selected to ensure their  
     suitability for working with children
     How anyone involved with the organisation should respond to  
     suspicions and allegations
     How child protection skills and knowledge will be developed within  
     the organisation
     How parental involvement with the organisation will be encouraged
     How to maintain confidentiality
     What systems will be in place to make sure all Madrassah staff are  
     routinely and regularly monitored, supervised and supported.

More information:
Detailed information and help on child protection issues  
and developing a policy from:  
www.everychildmatters.gov.uk
www.nspcc.org.uk 
www.madrassah.co.uk
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Policies and Procedures

The Criminal Records Bureau (CRB) 

The requirements for undertaking CRB checking procedures for all 
staff working the Madrassah are covered in Chapter 4. The Criminal 
Records Bureau (CRB) is an executive agency of the UK’s Home 
Office.  Its disclosure service gives wider access to criminal records 
information. This allows organisations in the public, private, voluntary 
and faith sectors to make safer recruitment decisions by identifying 
candidates who may be unsuitable for certain work; especially work 
that involves children or vulnerable adults.  

It is best practice for the Madrassah to carry out CRB checks for all 
management members, staff and volunteers.  You must carry out 
checks when recruiting unsupervised volunteers and staff that come 
into contact with children. However, it is up to the Madrassah to 
assess the risk of each role, by taking into account:

    How often the worker will have contact with children 
    What type of contact they have
    How long the contact is for
    Any background knowledge about the worker.

What are our legal duties? 
When developing your policies and procedures you must remember 
the laws that affect your organisation. The main ones are listed below.

Equal opportunities

     Race Relations Act 1976 amended 2000
     Sex Discrimination Act 1975 and amended 1999
     Disability Discrimination Act 1995 and 2005
     Employment Rights Act 1996
     Health and safety 
     Health & Safety at Work Act 1974 and Regulations 1992
     Fire Safety Regulations 2006

Children and young people

     Children’s Act 1989 and 2004 (England and Wales)
     Working together to safeguard children guidance 1999 and 2006
     Every Child Matters – Change for Children

Children and young people

Madrassah (and Mosques) are faith-based organisations, which run 
religious activities according to the Islamic faith. Within this context an 
equal opportunities policy is essential and good practice. 
The policy or statement should be mindful of the following laws:

     The Sex Discrimination Act (1986)
     The Equal Pay Act (1970)
     The Race Relations Act (1976)
     The Disability Discrimination Act (1995)
     The Employment Equality (Sexual Orientation) Regulations (2003)
     The Employment Equality (Religion or Belief) Regulations (2003)
     The Age Discrimination Act (2006).

Help and more information:
Faith Associates is a CRB processing umbrella organisation. For 
help on CRB, Baring and Vetting please contact Faith Associates 
on 0845 273 3903.

TIP 

TIP 

Do you have a fire proof secure cabinet to put all your confidential papers 
in? If not invest in one. 

Can parents of pupils easily access your policies if they request them, 
if they can’t why not?
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Health and Safety Policy
The law says you have to have health and safety rules and follow the 
Health & Safety at Work Act 1974 and the regulations that go with it. 
All organisations have a ‘duty of care’ to their volunteers, members, 
employees and the general public. 

It is good practice for all Madrassah to have a written Health and 
Safety2 policy , but the law says you must have one if you employ five 
or more staff (including part-time workers). A Health and Safety policy 
should cover the following areas:

     Risk assessment
     Registering premises
     First aid
     Fire
     Insurance
     Hazardous substances
     Dealing with accidents and incidents. 

Example 

Equal opportunities statement from 

London Central Mosque 

The London Central Mosque Trust & the Islamic Cultural Centre 
is an Equal Opportunities employer. We welcome applications 
regardless of gender, disability, religion, and ethnic origin. We 
also operate a Guaranteed Interview Scheme for people with 
disabilities who meet the minimum published criteria. The 
London Central Mosque Trust & the Islamic Cultural Centre 
is an Investor in People. The ICC aims to be pre-eminent 
in the study and practice of creative, cognitive, cultural and 
social processes. As an Organisation committed to equality of 
opportunity applications are welcomed from all sections of the 
community.

2 Safe children sound Learning - Guidance for Madrassahs, Kirklees Metropolitan 

Council, July 2003.

3   Safe children sound Learning - Guidance for Madrassahs, Kirklees Metropolitan 

Council, July 2003.

Risk assessment 

You need to be clear about potential or existing risks and hazards to 
volunteers, staff and pupils. You then need to put in place strategies 
to handle or avoid a situation or problem. A risk assessment might 
include:

     Identifying  potential hazards
     Deciding who might be harmed and how 
     Evaluating these risks, and deciding whether your existing  
     precautions are adequate 
     Recording your findings
     Regularly reviewing your assessment and revising it if necessary
     Carrying out any necessary work if you have found your existing  
     precautions are inadequate.
Registering your premises

You must register your premises with the local authorities and have 
the necessary permission to carry out certain activities and services 
this applies if:

     You have paid staff
     You prepare, supply, store or sell food
     You are carrying out a dangerous process or putting on a  
     potentially dangerous event (for example a fireworks display).

First aid

Different organisations will need different first aid arrangements, 
depending on their size and activities3 . You must at least have 
someone who has basic first aid knowledge and is available to take 
charge in an emergency. This is known as an ‘appointed person’. 
Each organisation will need to carry out a risk assessment to decide 
the level of risk. Depending on the level of risk and size of the 
organisation, you must decide how many first aiders you need, and of 
what type.

TIP 
Whenever you establish a new classroom setting conduct a risk assessment
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First aid box

You must have a first aid box, although there are no rules to say 
what it must contain.  Some of the basics are: bandages, triangular 
bandages, sterile wound dressings, sterile wipes and a leaflet on basic 
first aid. You must have a notice showing where the first aid box is, 
and who the first aider or appointed person is and where to find them.

Fire certificate

Make sure you have clear guidelines for your staff, volunteers and 
pupils about what to do if there is a fire. Everyone must know: 

    Where the nearest fire exit is 
    How the alarm will be raised (not all premises have a fire alarm) 
    Where to assemble 
    How the roll call will be taken and who will do it.

If you hold an event, you should make these procedures clear to 
participants before you start.

Insurance

You must have insurance, as it ensures your organisation is covered  
if there is an accident. (Contact: www.ansarfs.co.uk) they can help!

Hazardous substances

There are regulations, which require you to undertake an assessment 
of any substances, such as chemicals, that are used on your 
premises and which are ‘hazardous to health’ (Control of Substances 
Hazardous to Health - COSHH). Most voluntary organisations will not 
use or store many of these substances, apart from cleaning agents. 
But you still need to make sure the people who use them are aware of 
the regulations and know:

    How to store the substances
    How to deal with any spillages 
    How to avoid  possible hazards to skin, hair, eyes etc.
It is important that Madrassah’s ensure that any hazardous materials 
are not available to unsupervised children at any time they are on the 
premises. 

Recording accidents and incidents 

It is good practice to record any accidents that happen on your 
premises. By law, any workplace that has more than 10 employees 
must have an Accident Book. This can be used to record not only 
accidents, but also illness possibly caused by work and any ‘ 
near-misses’ that could have resulted in accidents.

You must report serious injuries to the Health and Safety Executive or 
the Environmental Health Division of your local authority, depending 
on who you are registered with. Serious injuries are defined as:

     Death or major injury (including assault)
     An injury that results in a person being off work for three days or  
     more
     Work-related diseases or ‘dangerous occurrences’  
    (i.e. near misses).

General health and safety advice
In a Madrassah environment, the following basic tips are useful 
(and should be noted in your risk assessment):
     Don’t leave trailing wires from electrical equipment and  
     computers 
     Don’t keep paper for recycling piled up where it could be a  
     fire risk
     Make sure that you have appropriate desks and chairs for  
     your computer workstations
     Make sure fire exits are clearly marked, kept unlocked and  
     not blocked in any way
     Bend at the knees when lifting and use a trolley for moving  
     heavy objects
     Make sure the Madrassah is at a comfortable temperature. 

TIP 
Have an incident book in the office record all matters brought to the 
managements or Madrassah principles attention. Keep it in a secure place.

www.madrassah.co.uk
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Policies and Procedures

Management

      Ethos, Mission and Aims 
      Admissions Policies 
      Monitoring and Self-Evaluation Policy Statement
      Use of Force to Control or Restrain Children Policy
      Use of Photographs and Video
      Telephone Usage Policy
      Home Madrassah Agreement 
      Complaint form 
      Mailing list
      Claiming and paying budgeted expenses
      Signatures policy
      Allocation of outreach funds
      The environment
      Youth and women

Staffing

      Parents helping in the Madrassah Guidelines
      Statement of main terms of employment 
      Job description 
      Personal specification 
      Reference form for volunteers/staff 
      Staff confidentiality agreement 
      Short listing 
      Staff Induction Policy
      Leave of Absence
      Pay Policy
      Performance Management Policy Statement
      Staff Development Policy
      Stress Management Policy
      Disciplinary/Dismissal Procedures 
      Harassment Policy and Procedures

Education

      Madrassah Curriculum Statement
      Religious Education Policy Statement
      Personal, Social & Health Education and Citizenship Policy
      Physical Education Policy Statement
      Sex and Relationship Education
      Assessment Policy
      Spiritual, Moral, Social and Cultural Development Policy
      Teaching and Learning
      Islamic Education

Behaviour

      Anti-Bullying Policy
      Mobile Phone Policy
      Internet Policy
      Noise
      Madrassah management code of ethics
      Code of Conduct for Trustees/Management Committee
      Guidelines for posters, displays, and permanent items on walls
      ‘Whistle blowing’ Code of Practice (and Procedure)

Equalities

      Inclusion Policy Statement
      Special Educational Needs
      Race Equality Policy Statement
      Age Discrimination Policy

Action – Management 
Review the policies and documents in place for your Madrassah. The list below is comprehensive and the Madrassah Management 
Committee should prioritise the development of those policies most important to their local circumstances.

TIP 
Do you have contact with a local school from where most of your children 
in Madrassah come from? Local states schools are a great source of 
support and guidance.
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Structure and Management 

For a Madrassah to be effective and well run you need a clear 
vision, sound management and strong leadership. You also need to 
develop effective organisational structures. The senior leadership 
and management structure of the Mosque and Madrassah should be 
designed to reflect their educational aims.

What should be our starting point?
The starting point for any organisation, community or faith group is to 
know why they exist and where they are going. The ‘Niyyah’ (intention/
purpose) in Islam does exactly that, it trains a Muslim to have a 
clear vision and purpose in whatever he or she does. The Prophet 
Muhammad (pbuh) said: 

For Madrassah management the term Niyyah is the vision, aim and 
mission statement. 

Therefore, the first step for the Madrassah management team is 
to begin by developing a vision, defining the mission or aims and 
agreeing a set of objectives.

Objectives

Objectives are the things you are going to do to meet the aims. 
Objectives should be SMART, that is: Specific, Measurable, 
Achievable, Relevant and Time specific, so that you know what you 
are going to achieve and know when you have achieved it.

‘Certainly a Mosque founded on piety from the very first day is more deserving that you should stand in it: in 
it are men who love that they should be purified ’ (Qur’an chapter 9: verse 108)

‘Actions are but by intentions and every person will 
get that for which he intended’ (Hadith)

Vision Statement
A ‘dream of the future’, it describes the goal or 
destination the organisation wants to take.

Aim or Mission Statement
Describes the main purposes of the organisation in 
achieving its vision.
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Tip

If you have already established a Madrassah or are planning to 
establish a new one make sure you have a clear idea of:

         why you need to establish it or why it was established?
         who are the students you are catering for - male, female,  
         ages etc.?
         what major outcomes you want to achieve by establishing  
         the Madrassah, and how you will know they have been  
         achieved? 

How do we decide on an organisation 
structure? 
Once you have decided the aim or purpose of your Madrassah, 
why it exists and what it intends to provide, you should define an 
organisational structure. This will help you achieve your goal and 
objectives, and also help you control, monitor and review your 
progress and achievements. 
The Madrassah management committee should decide how many 
members or staff it needs to do its work competently.  There is no limit 
to staff numbers but you should employ only as many as needed. 
When choosing or appointing people to the management committee 
there are certain characteristics that make them appropriate: 

        Taqwa (Piety)
        Trustworthy
        Committed
        Knowledgeable
        Experienced
        Skilled.

The management committee is a group of people who are responsible 
for leading and managing the activities of the Madrassah. They 
can also be known as the ‘executive committee’.  For the sake of 
consistency, in this handbook we have used the term ‘management 
committee’.

It is important to remember that the management committee is there 
to serve the members of its community and not the other way round. 
The Prophet Muhammad (pbuh) said:  

Where a Madrassah is part of a Mosque there may be a board of 
trustees which makes strategic decisions about the overall purpose 
and direction of the Mosque and Madrassah as an organisation, and 
ensures that the property and finances are properly managed. In 
addition, they will have legal responsibilities for the organisation.
The board of trustees may delegate much of the day to day work to 
a Mosque management committee and a Madrassah management 
committee, but there must be clear lines of authority. The key is 
to define responsibilities and reporting methods, that ensures that 
relevant and accurate information is reported to agreed timescales.

The areas of work (or departments) a Mosque management 
committee might be responsible for are: 

     Religious worship
     Education – Madrassah
     Dawah and Tarbiyyah
     Family and youth development
     Community and social activities
     Mosque maintenance
     Finance and fundraising
     Administration.

…the leader of a group is its servant

By defining an organisation structure you will know:

      who is responsible for what areas of activity

      who is responsible to who (line management)

      who is responsible if problems arise.
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Each of these areas of responsibility will have a nominated member 
sitting on the management committee. Committees should arrange to 
meet frequently enough to meet the demands of the work. However, 
some of their responsibilities could be designated to sub-committees 
or named officers, for example a Madrassah management committee.

What sort of staffing structure should we 
consider?
Current Madrassah structure 

Many Madrassahs have organisational structures that are ineffective 
due to poor management structures and controls. Where there is no 
proper management committee, or where a member of the board 
of trustees of a Mosque acts as a head teacher or principal with 
no management control or direction there will often be a poorly run 
Madrassah. Whilst individuals may be trustworthy and committed, 
they may have limited experience, knowledge and skills to properly 
manage the Madrassah. This type of structure is autocratic and the 
line management reporting system inefficient and liable to conflicts of 
interest. An example of a typical Madrassah organisational structure is 
shown in Figure 3.1 in the Support Tools.

Alternative organisation structure for a Madrassah 

An alternative organisational structure for a Madrassah is provided 
in the Support Tools at Figure 3.2. This is, by no means, the only 
management structure that could fit your Madrassah.  However, it 
gives a broad idea of a good management structure. In this system 
the management committee running the Madrassah is answerable 
to a board of trustees. This type of structure is suitable for small to 
medium size Madrassahs. In this example, a clear line of authority 
is given to the head teacher running the Madrassah. The example 
defines responsibilities and staff reporting, and it ensures that relevant 
information is provided to committee members.

How do we avoid conflicts between roles?
The Madrassah management committee should concentrate on 
strategy, policy matters and monitoring efficiency and effectiveness. 
The details of how work is carried out should be left to staff and 
volunteers. Management committees running smaller organisations 
will find it unlikely that they will be able to run such a defined system. 
In a smaller organisation committee members may be closely involved 
in the day-to-day work and they should not confuse this with their role 
as a committee member.

An example of an organisational structure for larger Madrassahs with 
a more developed infrastructure is provided in the Support Tools at 
Figure 3.3. In this system a management committee, responsible to 
a board of trustees, runs the Madrassah. Under the management 
committee, different areas of responsibility (or departments) have 
been created and run as separate entities.  Roles of authority 
and responsibility are clearly defined. In the case of an education 
department, you could have subcommittees running, for example, 
the Madrassah library and language classes. Under the Madrassah 
department, the Madrassah management committee runs it own 
affairs and is responsible for issues such as curriculum, operations, 
human resources and finance.

TIP 
The Madrassah needs a dedicated principle, who will take responsibility for all 
the management and operations. They should avoid teaching and supervise, 
monitor the performance of pupils and staff. If this is not possible, then they 
should have a set period when they observe and walk around the Madrassah. 
Do they have a teaching qualification? 
Need a principle contact 
www.imamsonline.com
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Figure 3.2 Madrassah system running independently under a board of trustees suitable for small to medium size Madrassah

Figure 3.1 Example of a typical Madrassah management structure

Possible Organisational Structures

Board of
Trustees

Management 
Committee

Madrassah 
Principle Head

Teacher (M)

Deputy Head 
Teacher - Male

Deputy Head 
Teacher - Female

Head
Teacher (F)

Deputy Head 
Teacher - Male

Deputy Head 
Teacher - Female

Male Teachers

Male Teachers
          Alternative structure for staffing

Female Teachers

Female Teachers

Board of Trustees

A member of the Trustees can 
act as the head/principal

Head Teacher

Male Teachers Female Teachers
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Board of TrusteesPrinciple of the Madrassah 
should contribute to decision 
making at these levels

Management 
Committee

Religious 
Worship

Madrassah

Head Teacher 
(M)

Deputy Head 
Teacher - Male

Male Teachers Female Teachers

Deputy Head 
Teacher - Female

Head Teacher 
(F)

Madrassah Management 
Committee Curriculum

Operation
Human Resources
Finance

5-7 people team MAX

Library Language 
Classes

If separate they should have their 
own, budgets, pupil targets, and staff 
performance targets

These could be classes or department

Dawah & 
Tarbiyyah

Education Finance Family & Youth

Figure 3.2 Madrassah system running independently under a board of trustees suitable for small to medium size Madrassah
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Tip - Good financial statements should:

If you have already established a Madrassah or are planning to 
establish a new one make sure you have a clear idea of:

         Be straightforward and easy to read 
         Compare income and spending with the figures in the   
         budget 
         Be prepared on time 
         Show the financial transactions that have taken place and  
         show the overall financial health of the Madrassah.

How should we best keep control of 
finances? 
Financial management control is necessary to predict what income 
you will receive and deciding how you budget your spending over the 
financial year. In most cases, the budget will go to paying the salaries 
of staff and purchasing resources for the Madrassah. In order to meet 
the mission and goals of the organisation financial planning by the 
board of trustees, with the input from the Madrassah department, is 
critical.  

Usually, a Madrassah will charge pupils a nominal fee to cover 
its running costs. The charging of fees is at the discretion of each 
Madrassah and many will waive these fees for students who are 
unable to pay. As the activities carried out in a Madrassah are very 
often funded by voluntary donations made by the local community, it 
is important that accurate accounting practices are in place. Working 
on limited budgets means that Madrassahs should have structures in 
place to ensure that resources are used for the benefit of the pupils.  

This means that a Madrassah must maintain proper, transparent 
accounting processes. Receipts should be issued for fees paid and 
accurate records kept. Accounts are a tool to help gather financial 
transactions and accurate information can then be used for financial 
management and reporting. For financial reporting you need to 
produce monthly statements of receipts and payments and present 

them to the management committee.

What should we be doing to develop our 
staff? 
The importance of good, qualified and skilled teachers cannot be over 
emphasised.  Teachers should act as role models for their pupils and 
be caring, compassionate and willing to listen in a non-judgmental 
manner. 

In mainstream schools, only teachers holding an approved 
qualification such as a Post Graduate Certificate in Education (PGCE) 
or Graduate Teacher Programme (GTP) and after completing a Newly 
Qualified Teacher (NQT) program are allowed to teach.

In Madrassahs, no formal teaching qualifications are required. 
However, in many cases, Madrassah teachers (including Imams) will 
be qualified in their chosen Islamic subjects. Their qualifications may 
have a different as qualifications held by mainstream teachers as they 
do not share common standards.

One of the biggest challenges is to set up a training program in order 
to provide a consistent level of minimum qualification requirements 
for your Madrassah teachers. At present most of the Madrassah 
teachers in the UK are volunteers with little or no teaching experience. 
Therefore, training is essential for them to perform well in the 
classroom. Training assessment can also be used to judge the 
standard of improved performance. There are efforts around the 
country to address these shortcomings. For example, an independent 
report4  evaluating Mosques and Madrassahs training programmes 
looked at the Capacity Building of Staff in Mosques & Madrassahs.

Learning and teaching is the noblest of all 
occupations

The best of you is that person who learns the 
Qur’an and then teaches it.

4 AISHA ALI, Educational Consultant, Capacity Building of Staff in Mosques & 

Madressahs (Islamic Schools) n independent report evaluating the Mosques and 

Madrassahs training programme organised by Kirklees Children & Young People 

Service, August 2008.
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The training was focused on improving their organisational 
infrastructure and teaching and learning environment and covered:

    Organisational Management
    Classroom and Behaviour Management
    Safeguarding Children
    Links and Partnerships with Public Sector Organisations
    Health & Safety.

As many of the teachers in the Madrassahs are women, efforts were 
made to ensure that women teachers were able to gain maximum 
benefit from appropriate training opportunities. The aim for this 
programme was to encourage the continuous personal development 
of staff and volunteers working in Mosques and Madrassahs so that 
they could improve their teaching skills and increase their confidence 
as positive role models for the children and young people who 
regularly use the Mosques and Madrassahs

There has been a recent development that could facilitate suitable 
teacher training. The National Consultation on the Mosques Imams 
National Advisory Body (MINAB)5 was set up in 2006. With regards to 
training, its remit is:

    The setting up a National Resource Unit, (NRU), for the   
    development of curricula in Madrassah/Mosques and Islamic  
    centres. The NRU will also develop programmes and guidelines  
    for the teaching of staff that function within these institutions. The  
    programmes and guidelines will be developed with respect and  
    in compliance with the diversity and school of thought in the Muslim  
    community overall
    The establishment of continuous professional development  
    programmes for the ‘up skilling’ of current Imams and Mosque  
    officials in the UK. Theological training to be provided only by  
    specialist Muslim seminaries, Islamic scholars skilled in training  
    Imams in the UK and elsewhere for those seeking to pursue further  
    development.

Teachers must be able to understand the minds, needs and 
developmental stages of the students they are working with. This is 
so they will be able to deal with, and communicate effectively, with 
them in the right manner and from the heart. It is, therefore, imperative 
the Madrassah management team offer access to the correct training 
courses. The types of focused and targeted training programmes that 
could benefit Madrassah teachers are available in most local colleges 
or higher educational institutions, and include:

     Child Protection – this is now compulsory for anyone with access  
     to children and gives an introduction to safeguarding and to raising  
     the awareness of all those working with, are responsible for, or  
     come in to regular contact with children 
     Lesson Planning and Lesson Delivery (Learning and Teaching  
     methodologies)
     Positive Discipline and Class Management
     Counselling, Motivation and Personal Effectiveness
     Psyche, Development and Growth of Children
     Observation and Assessment Techniques
     Islamic Education and Studies
     Use of Force to Control or Restrain Children
     Sex and Relationship Education.

5 Mosques Imams National Advisory Body (MINAB), www.minab.org.uk

TIP - Madrassah Finance
1. Have a separate bank account for the Madrassah with 3 signatories 
for writing cheques 2 must be from the host Mosque management if the 
Madrassah is part of the Mosque 
2. Collect fees at the beginning of term, setup Direct Debits if you can 
3. Payments should be made at the end of each month 
4. Salaries should be according to national standards and within legal tax laws 
5. Cash payments should be avoided 
6. Annual accounts of the Madrassah should be independently reviewed 
7. Principle should review and monitor but not handle cash generated from 
the Madrassah 
8. Avoid any conflict of interest - declare if any 
9. Have small amounts of petty cash on premises to deal with any needs 
during teaching hours 
10. Develop a sustainable financial culture when running the Madrassah
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Action – Management

The Madrassah management committee should make an 
allowance in its budget so that it can invest in staff development. 
It is expected that teachers of the Islamic sciences continue 
to develop their understanding of the Islamic faith through 
appropriate methods.

What are the benefits of developing staff?
The purpose of staff development is to ensure that all members of 
the teaching staff are given an opportunity to develop their skills, 
attitudes and abilities. This will enable them to work more effectively 
towards achieving the aims of the Madrassah whilst fulfilling their own 
individual potential by:

        developing the culture of the Madrassah as a learning     
        community
        improving effectiveness of the Madrassah and enhancing the  
        quality of educational provision for children through the  
        continuous professional development (CPD) of staff
        enabling all staff to realise their full potential and feel valued  
        and supported
        helping staff to respond confidently to changing  
        circumstances and be involved in the management of such  
        change

The benefits will only be realised if all staff have an entitlement to 
development and training related to their jobs and a process of staff 
development planning and review is in place.

In order to ensure staff are given opportunities to develop their skills, 
attitudes and abilities, training requirements should be identified in 
an annual Madrassah management plan.  For a staff development 
programme to be successful, the full commitment of the management 
committee and headteacher is essential. Full commitment will ensure 
the appropriate 

training and development of individual members of staff as recorded in 
their targets.

Training and development opportunities should be driven by need and 
the most cost effective resource selected. Management committees 
should acknowledge and appreciate the value of each individual’s 
contribution to the Madrassah. All staff members are entitled to equal 
access to development opportunities, so that they can carry out the 
work as detailed in their job descriptions. 

What are the main staff management 
responsibilities?
Management responsibilities for training and development include:

     Providing effective induction for all staff
     Ensuring that appraisal and review are used as a mechanism for    
     determining individual developmental needs
     Maintaining a balance between meeting the priorities of the    
     Madrassah and the needs of the individual
     Ensuring that resources are made available for the provision of  
     training and development within the given budget
     Making information about development opportunities available to  
     all staff
     Ensuring that all staff receive adequate support to enable them to  
     meet their training and development needs
     Encouraging members of staff to be responsible for their own  
     continuous professional development as well as contributing to the  
     development of the Madrassah.
     Where possible, encourage all staff to work towards relevant  
     qualifications
     Monitor and evaluate all staff development experiences in the light  
     of the Madrassah management plan.

TIP 
When is the next inset day in your local school, contact the head teacher 
and ask if your Madrassah teachers can join some or part of the training 
programme. Build the bridge and share the learning.
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What achievement targets should we 
consider settings? 
In order to ensure the learning progress of children, the management 
committee of the Madrassah, in conjunction with the teaching staff, 
should establish procedures and strategies to set individual pupil 
targets. The challenge for the management committee is to organise 
the teaching model at every stage of pupils’ learning within a 
progressive curriculum. Effective strategies to help children who are 
not making expected progress should be instigated.

Learning targets should be set for pupils each year and shared with 
both the children and their parents. The progress of each child should 
be reviewed at the end of each term and revised targets set.

How much should we involve parents?
Parents have a fundamental role to play in helping their children to 
learn. The Madrassah should do all they can to inform parents about 
their children by:

    Holding parents’ evenings to explain the Madrassah’s teaching  
    strategies

     Sending regular reports to parents explaining the progress made  
     by their child and indicating areas of improvement
     Explaining to parents how they can support their child’s homework
     Sending information to parents at the end of each term outlining  
     the subject themes which their children will be studying during the  
     following term and providing suggestions about how they can  
     support in this learning at home
     Running workshops for parents with the focus on how they can  
     supplement their child’s education at home.

Parents have the responsibility to support their children and the 
Madrassah by implementing appropriate Madrassah policies. Parents 
should:

     Conform to the ‘Home/Madrassah Agreement’ signed by them  
     www.madrassah.co.uk
     Ensure their child has a good attendance record
     Ensure their child is equipped for the Madrassah with the correct  
     clothing with the Islamic ethos in mind
     Let the school know about any concerns and problems that might    
     affect their child’s performance or behaviour at school
     Support their child’s attendance at extra-curricular activities
     Attend parents’ evenings or discussions about their child’s  
     progress.

Example - Targets for a child
In a Madrassah environment, the following basic tips are useful 
(and should be noted in your risk assessment):
     The number of verses of the Qur’an they should recited  
     each month including the etiquettes of reading and studying  
     the Qur’an.
     The memorising a number of short verses of the Qur’an by  
     heart each month.
     Carrying out daily prayers (salaah) – conditions and types of 
     salaahs 
     Carrying out supplications (du’aas) for a particular action/ 
     occasion. 
     Learning Islamic studies – lesson in history e.g. each month  
     learn about a particular Prophet of Allah (SWT). ‘And help one another to virtue and God 

consciousness and do not help one another to sin 
and transgression’  (Qur’an Chapter 5 verse 2)

TIP 
Teachers: Whats your reward strategy? do you have a budget for the 
rewards? 
Parents: Ask the Mosque for a monthly report about the child’s progress. 
www.madrassah.co.uk - report template 
Management: How will you celebrate the successes in the Madrassah?
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Madrassahs, in partnering local schools become prominent 
participants, contributors, and supporters of promoting neighbourhood 
understanding. This can be achieved by working collaborative with 
local schools to identify, evaluate, and promote neighbourhood-based 
projects. This will enable local amenities, issues and problems to 
be addressed and improved. Local schools will also understand the 
communities which form their catchment area.
Schools are places where community groups could congregate to 
celebrate religious festivals (Eids). Through PHSE and Religious 
Education lessons many mainstream schools are already 
collaborating with faith groups in their local community.

Local schools could be approached to see if they would be willing to 
share ICT facilities, the school library and other services with the local 
community. In addition, it might be possible to run a homework club 
from the school premises. A lasting partnership between local schools 
and Madrassahs should be based on the principles and understanding 
that both are seeking to improve learning opportunities for children. It 
is in the interests of both to promote community cohesion and to work 
towards education excellence for the children in their care.
The objective of engaging with local schools should be to help 
them engage with their local communities in a direct, dynamic and 
meaningful way, but, not to over burden them.

Rewarding Progress in Critical to the Madrassah 
success

Investing in the Madrassah

Action 1   Have a budget ready to action rewards on progress 
Action 2   Have a framework and a process to reward progress  
                 for teachers/staff and Pupils 
Action 3   Recognise talent and reward it 
Action 4   Publise all achievements in class and with parents. 
Action 5   Management needs to be rewarded and their  
                 contributions needs to acknowledged by senior  
                 leadership

1.   Maintaining financial sustainability is paramount in developing  
      a healthy and stable culture in the Madrassah 
2.   The Madrassah should NOT be FREE, a reasonable level of  
      financial contribution should be made by parents who’s    
      children are being taught 
3.   Pay teachers and pay them well 
4.   Set levels of pay according to, qualification, and results based   
      on quarterly targets 
5.   Seek investment from donors and the host of the Madrassah  
      to improve on facilities and improve wider projection 
6.   Investing in quality materials for teaching and learning will  
      help in building the ethos and culture of the Madrassah 
7.   Invest in People by continuous professional development of  
      Madrassah teachers and administrative staff 
8.   Have a dedicated administrative person or team to collect  
      fees, issue receipts and maintain registers 
9.   Have a separate filling system for all financial records and    
      keys should be kept by responsible members of the team 
10. Save and reinvest surplus money back into the Madrassah to  
      continuously improve its quality.

More information:
For Imam and Madrassah teacher training call 
Faith Associates on 0845 273 3903 or visit the 
website at www.faithassociates.co.uk for 
accredited course to up skill staff. 
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Staff Recruitment and Human Resource Management

What is the purpose of a staff recruitment 
policy?
People are probably the most valuable assets a Madrassah has.  
The Madrassah management committee needs to devote enthusiasm, 
investment and resources to staff recruitment.

Madrassahs are primarily self-financed, voluntary and independent 
organisations managed and administered by dedicated volunteers 
from the local Muslim community.

A staff recruitment and selection policy will ensure that you appoint 
the most appropriate people to the jobs available. Applicants should 
be selected for their merits and abilities, and should not be excluded 
due to their race, gender, religion etc. A recruitment policy may have 
‘exception clauses’ that allows for appropriate conditions for employing 
a person in a Madrassah.

How should we choose and appoint staff? 
The Madrassah should follow its recruitment and selection policies for 
all staff, both voluntary and paid. Paid staff may include:

     Imams
     Teachers
     Caretakers
     Cleaners
     Administrators.

Voluntary staff might include: 

     The Madrassah Management Committee
     Members and worshippers
     Youth and other groups involved in community development  
     projects.

Detailed guidance for recruiting both paid and unpaid positions in a 
Madrassah is provided at www.madrassah.co.ukContact Faith Associates for safeguarding support and 

advice on 0845 273 3903
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How do we recruit staff that are safe to work 
with children? 
Safer recruitment policies toolkits have been developed by various 
local government Safeguarding Children Boards6,7,  to assist their 
schools in complying with legal and administrative requirements. 
These assist the local government to meet their duties to safeguard 
and promote the welfare of children and meet the statutory guidance 
under section 175 of the Education Act 2002, and section 11 of the 
Children’s Act 2004 which states,

‘effective recruitment and human resources procedures, including 
checking all new staff and volunteers to make sure they are safe to 
work with children and young people’. 

 6Buckinghamshire County Council, People Strategy bringing in additional talent, safer 

recruitment toolkit for schools, December 2008
 7Lincolnshire County Council, Safer Recruitment toolkit, May 2007

‘The Prophet Muhammad (pbuh) said ‘Deal gently 
with a people, and be not harsh; cheer them and 

condemn not’ (Hadith Bukhari)

 The recruitment process:
      Ensuring job descriptions are up-to-date and make  
      reference to the responsibility for safeguarding and  
      promoting the welfare of children
      Ensuring that the person specification includes specific  
      reference to the suitability to work with children
      Advertising
      Use of application forms to acquire and analyse     
      comprehensive information about prospective applicants
      Use of a questionnaire when requesting references to    
      ascertain an applicant’s suitability for a post
      Use of a suitable and robust list of questions when     
      conducting face-to-face interviews 
      Verification checks should be carried out on an applicant’s  
      identity, experience, qualifications and skills
      Completion of the mandatory employment checks, such as    
      List 99 and Enhanced Criminal Records check
      Verification that an applicant has the required health and  
      capacity for the job
      Induction programme that ensure a ‘safeguarding children’  
      culture 
      Performance management procedures.

Guidance amended 
and adapted Guidance sent out with 

letter of appointment 
Staff asked to sign

Used as part of 
Induction programmes

Included on 
Training 

Programmes

Used to remind 
individuals of 

required behavious

Used by Strategy Meetings/
Disciplinary Investigations 

exploring `unsuitability`
Guidance for 
Safe Practice
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Their aim is to promote standards for ‘Safe Recruitment’ for all 
agencies and organisations that deliver services to children and 
young people in their area. These toolkits provide an excellent source 
of information that should be used by Madrassah when recruiting 
permanent or volunteer staff either as teachers or administrators. 

The policies have drawn upon associated Department for Education 
(DfE) guidance: Safeguarding Children and Safer Recruitment in 
Education – January 20078.

The following definitions taken from the Lincolnshire Safeguarding 
Children Board Safer Recruitment Toolkit5 and apply to staff working 
in organisations that provide services to children:

Wakefield and District Safeguarding Children Board have produced 
a recruitment strategy for Madrassahs  where they highlight the 
adoption of recruitment process from advertising to the appointment 
procedures. Madrassahs9 are required to adopt robust and rigorous 
recruitment and selection practices or develop effective operational 
standards for recruitment and selection practice. This should 
effectively safeguard children in their care and contribute to a safe and 
secure Madrassah environment in order to meet their statutory and 
legal requirements.

Guidance 1, Steps 5 and 6, provide guidance on taking up references 
and undertaking Criminal Records Bureau checks.

What should we do after we decide who to 
appoint to a job? 
Once you have selected a suitable candidate, make them a verbal 
offer. Follow this up with a written offer of the job, dependent on 
receiving satisfactory references. You should include with the letter 
two copies of a contract for them to sign and a copy of the Statement 
of Main Terms of Employment (www.madrassah.co.uk) that sets 
out the terms and conditions of their employment. In the letter of 
appointment you should inform the candidate about any probationary 
period that will apply, their start date, holiday entitlement, pay  
if not a volunteer) etc.
A contract of employment should be in place once an employee starts 
work. In most cases, employees must receive a written employment 
contract within two months of commencing employment. If a member 
of staff is to be paid they are also entitled to a written pay statement 
either before or when they are paid. All employees are entitled to be 
paid at least the National Minimum Wage.

Staff definition
An individual who undertakes paid employment 
whose duties involve working with children or 
requires them to work in a setting (referred to as a 
regulated setting).

Volunteer definition
An individual who undertakes unpaid duties for an organisation 
and in undertaking those duties has supervised contact with 
children and/or undertakes duties, which involve work with 
children on a regular basis. Children see volunteers as safe and 
trustworthy  adults, so those with regular (defined as three or 
more times in a 30 day period or overnight) contact with children 
should be subject to the same recruitment processes as paid 
staff .

8 Department for Children Schools and Families, Safeguarding Children and Safer 

Recruitment in Education , January 2007, 04217-2006BKT-EN

9 Learning and achieving in Madrassahs, Guidance on Safeguarding Children, Wakefield 

and District Safeguarding Children Board

Looking for an Imam or Madrassah teacher contact 
www.imamsonline.com 

Do they have a recent CRB certificate?
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The contract of employment should include the following sections:

       Employer’s name
       Employees’ job title
       Pay
       Hours of work
       Annual leave entitlement
       Sick pay
       Pension terms (if any)
       Period of employment
       Notice period to cease working
       Disciplinary and Grievance procedures.

What should we do about  confidentially?

It is essential that all children and adults employed in Mosques and 
Madrassahs should enjoy privacy from unauthorised disclosure. 
A confidentiality policy statement and 

agreement, agreed by all members of the Madrassah community, 
enables them to ensure equality and fairness for everyone. It sets 
out clear guidelines to deal with personal, disciplinary or educational 
matters sensitively, professionally and confidentially. There are a 
number of reasons to have a confidentiality policy:

     All information held at the Madrassah about children attending and  
     the staff is confidential, whether held electronically or in hard copy
     Other information about the Madrassah (for example its financial   
     matters) is confidential
     Staff will, by necessity, have access to such confidential  
     information from time to time.

Employees should also be asked to sign and return a copy of Staff 
Confidentiality Agreement (www.madrassah.co.uk) to show they have 
read and understood its requirements and agree to comply with them.

TIP 
Great teachers can transform the Madrassah by enriching the learning 
experience of the children. The leadership of the Mosque or Madrassah 
should not limit itself with teachers from its own congregation, it should look 
beyond its usual members but look at individuals who could add value to 
the Madrassah experience. Take offers from able and professional people 
seriously, even if contributions to the teaching or mentoring of pupils is once 
a month or even once a year. 

Look at organisations such as Mosaic for mentoring and inspirational 
personalities in your area. 
www.mosaicnetwork.co.uk

Madrassah, Mosque and Imam
- Building Insurance
- Professional Indemnity Insurance
Call: Ansar Financial Services on 
0207 183 6614
email: info@ansarfs.co.uk
website: www.ansarfs.co.uk
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Example - Confidentiality Guidelines
       Staff should not discuss details of individual cases arising in staff meetings or through other discussions with any person without a  
       direct professional connection to, and interest in, the welfare and education of the individual concerned
       No member of staff should discuss personal, disciplinary or educational matters relating to an individual child in the presence of  
       another child in the Mosque
       Staff should not enter into detailed discussions about personal, disciplinary or educational matters relating to an individual child with  
       other children or their parents
       Trustees, in particular those sitting on Discipline Committees, should not divulge details about individuals (be they staff, families or  
       individual children) to any person outside of the committee
       Parents in Mosques working as volunteers in the office and classrooms should report cases of poor behaviour or pupil discipline to  
       the child’s teacher, not other parents in the Mosque.  This allows the teachers to deal with such matters in line with the Mosque  
       behaviour policy and on occasions allows children to put the matter right without the direct involvement of their parents
       At senior management/trustees meetings, matters such as pupil exclusion, personnel issues and personal details of any member of  
       the Mosque community should be dealt confidentially. This is not for the knowledge of persons outside the senior management/ 
       trustees meeting.  Matters should be minuted separately and minutes should not be published
       Staff performance management should be carried out privately. Targets for individuals, named lesson observation sheets and other  
       performance documentation will kept in the office and will only be available to the chairperson of the trustees or the individual  
       member of staff concerned
       Matters of child protection should only be made known to staff on a need to know basis and must be treated confidentially
       It is important that class teachers and support staff are aware of some confidential matters in order to support individuals  These  
       staff should respect the sensitivity of such cases and not divulge information to people unconnected professionally with the individual  
       concerned
       When volunteers such as parents and members of the community are working in classes they should not discuss educational matters  
       outside of the classroom
       Volunteers should also be asked to read the policy before working in Mosque and must adhere to these guidelines.
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How do we manage complaints and grievances?

Feedback from Madrassah users, parents and staff will help to 
identify issues which may require the attention of the head teacher 
or escalation to the management committee. Effective procedures 
for complaints and grievances will help increase the confidence of all 
those involved with the Madrassah. Any volunteer or member of staff 
may receive complaints, and they may arrive in many different ways 
– by letter or email, by comments on a feedback form, in person or by 
fax or phone.

Written grievance policies and procedures to deal with concerns about 
the conduct of teachers and volunteers should be implemented. A 
template form to record complaints is provided at 
www.madrassah.co.uk

Tips on dealing with complaints
      Listen carefully to the person, particularly if they are  
      angry, and allow them to time to air their grievance
      Do not argue with or contradict them
      Establish the facts of the complaint clearly
      Rephrase what the person just told you to make sure that: 
                you clearly understand their concern
                they feel understood and know you are both   
      Dealing with the same issue
      Tell the person what you are going to do about the  
      problem
      Tell the person what timescale in which you are going to  
      take action
      If you feel unable to deal with the complaint, pass it  
      upwards to your manager
      Confirm to the person in writing what you have agreed 
      Make sure that corrective action is taken to stop the  
      problem in the future.

Parents voices should never be ignored but encouraged. 
Especially in developing a critical friendship to help 
receive valuable feedback about the quality and 
outcomes being achieved or not achieved by the 
Madrassah. 
Regular feedback sessions with parents should be setup 
and publicised. Requests followed up and actioned. 
Clear points of contact should be given to parents. 
These contact details should be visible on notice boards 
and the person should be accessible for formal and 
informal discussions with parents regarding aspects to 
the Madrassah.
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Example - Procedure for dealing with and recording complaints
Stage 1 - Record the complaint

There should be a Complaint Form to record concerns.
The person receiving the complaint (the complaint receiver) should fill this in on the day of the compliant.

Stage 2 - Deal with the complaint

The complaint receiver should try to resolve the complaint (within three weeks of the complaint being made), and fill in the complaint form 
section to say what they have done. If the receiver cannot resolve the complaint it should be passed to an immediate manager (within one 
working day). The person making the complaint should be informed of who is dealing with their concerns and the timescale within which 
they can expect feedback.

Stage 3 - Take corrective action

If the problem has come about as a result of an individual’s actions they should review their own processes and actions to avoid similar 
problems in future. (Within 1 week of dealing with the complaint)
If the problem has come about due to general ways of working, or another person’s actions, the receiver of the complaint should talk to 
the most appropriate staff member or manager who they feel could resolve the situation. (Within 1 week of dealing with the complaint.)

Stage 4 - Reporting complaints

When you have dealt with the complaint, you should pass a copy of the completed complaint form and all the correspondence, emails etc. 
to the person named in your procedure (within 1 week of dealing with the complaint).

What disciplinary / dismissal procedures 
should we have? 
With regards to disciplinary and dismissal matters it is imperative that 
organisations follow fair and transparent procedures. Failure to do 
so could result in the organisation being judged to have dismissed 
someone unfairly. Robust procedures will help the management 
committee to follow good practices and remain within the law. 
Disciplinary and dismissal issues should be dealt with consistently and 
fairly, with a view to resolving them before they become serious. More 
detailed guidance are provided at www.madrassah.co.uk

Employers and employees should always try to resolve problems in 
the workplace at the earliest possible opportunity and usually with the 
least possible formality…

“ children’s safety is paramount”

TIP 
Management should record any incident between staff or staff and pupil. 
If a meeting is called between parties these should be documented. 
Records should be dated and as much of details be written down for future 
verification if required. These records should be kept in a safe place with 
limited access.

www.madrassah.co.uk
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Do all of these practices apply to volunteers helping 
in the madrassah? 

A volunteer is an individual who undertakes unpaid duties for an 
organisation and in undertaking those duties has supervised contact 
with children and/or undertakes duties which involve work with 
children on a regular basis. Volunteers mostly come from within the 
community and so are seen by children as safe and trustworthy 
adults. Those with regular (defined as three or more times in a 30 
day period or overnight) contact with children should be subject to the 
same recruitment processes as paid staff.

Madrassah leaders constantly ask for help with their tasks and recruit 
volunteers to do this. But many do not have a system in place to 
support, equip, and retain volunteers. The situation can become 
so difficult for volunteers that it can spiral out of control leading to 
them feeling neglected and resigning. If your Madrassah has a high 
turnover of volunteers then this is likely to be an area for attention.
Putting a system in place that provides two-way support, where staff 
and volunteers mutually support the work of each other is important. 
As a minimum when recruiting volunteers your Madrassah should:

          Screen volunteers – you must make sure that you have  
          appropriate volunteers to meet your Madrassah’s needs, and  
          that means having some form of vetting/screening. That can  
          be done in a formal way with an interview or certification  
          process, or more informally 
          Ask for references – getting references, especially if volunteers  
          will be on private property or involved in sensitive issues
          Train volunteers – effective training is vital for Madrassah  
          activities and efforts. If a volunteer is not able to make the  
          time to attend a training session, they are not likely to be  
          effective volunteers for the Madrassah
          Expect volunteers to be responsible – in all its activities a  
          Madrassah will make a significant investment in terms of time,  
          equipment and planning. It needs to know that volunteers will  
          be conscientious about their activities

         To reassign volunteers if needed – volunteers will usually have  
         an interest in a particular Madrassah activity, but sometimes the  
         needs of the Madrassah may mean that volunteers need to be  
         flexible in their outlook.

It is recommended that all members of the management team 
involved in recruiting people to work or volunteer with children and 
young people should receive training in Safer Recruitment Training. 
Enhanced Criminal Records Bureau Disclosures are required for 
volunteers applying for positions involving regular contact with 
children and young people are similar to full time employees.

A Volunteer Registration Form is provided at www.madrassah.co.uk. 

This has been adapted from a form developed by Buckinghamshire 
County Council. 

TIP 
Helpful volunteers could make a great difference to the operational 
effectiveness and commercial viability of the Madrassah, however an 
unreliable or an undisciplined volunteer could destabalise and even 
compromise the integrity of the efforts of other staff and ultimately the 
Madrassah, so choice your volunteers carefully! 

Get references and set a probation period, paid or unpaid
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Student Admission

Why should we have a student admissions 
policy and process?
For state funded schools local government provides an admissions 
policy that fulfils legal requirements, statutory guidance and provides 
guidelines for admitting students to its schools. 

There are no such statutory requirements for Madrassahs that 
normally take students of mixed abilities from different local schools. 
The ages of children attending a Madrassah range from six upwards. 
The Madrassah management committee usually acts as the authority 
with responsibility for admissions and administering appeals in 
accordance with the admissions policy. A Student Admissions Policy 
and Procedures is provided at www.madrassah.co.uk

One of the challenges which Madrassahs face is that there is no set 
admissions window; students can be admitted at any time. Given 
that most Madrassahs only operate for a few hours and have around 
30 students to a class, teachers are required to spend considerable 
time in evaluating incoming students. This can be detrimental to the 
existing students.   

When devising an admissions policy rules should be put in place to 
admit children at set times of the year.

Parents should submit an application form for consideration. All 
applications should be treated equally and considered against the 
admissions policy. A Pupil Enrolment Form template is provided at 
www.madrassah.co.uk 

Parents who are considering applying to send their children should 
be warmly invited to visit the Madrassah although this does not 
have to be a requirement of the admissions process. In addition, the 
admissions team should provide information and answer questions by 
letter or telephone, or arrange to meet prospective parents to discuss 
applications.

What rules and regulations for attending the 
madrassah should we think of having?
On admission to the Madrassah, a Home-Madrassah Agreement 
should be signed by a parent that outlines the commitment expected 
by both the parents and the teachers of the child. An example of a 

`But those who believe and do deeds of 
righteousness, We shall soon admit to Gardens, with 
rivers flowing beneath,― their eternal home: therein 

shall they have spouses pure and holy: We shall admit 
them to shades, cool and ever deepening. `

 (Qur’an chapter 4: verse 57)
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Home/Madrassah Agreement is provided at www.madrassah.co.uk
A set of rules and regulations should be in place for students who 
attend the Madrassah and should be used in conjunction with a 
behaviour policy.

At the start of each year the class teacher should develop an age-
related ‘Charter’ for each child. This should be done in consultation 
with the child and displayed in the classroom.  Teachers should hold 
regular discussions with each child about their Charter.

What information should we provide about 
charging fees?
Fee charging is at the discretion of each Madrassah and most 
will charge a nominal amount to cover their running costs. Many 
Madrassahs waive the fees if a student is unable to pay. As 
Madrassahs are voluntary funded with limited budgets student 
resources should be allocated in the most appropriate way. 
In order to be accountable a proper accounting system must be in 
place and receipts should be issued for all fees paid and appropriately 
recorded.

Example - Madrassah rules and regulations
        The timetable is from XXXX pm to YYYY pm. Students are expected to observe the timetable and late attendance will be punished.  
        Attendance at class is mandatory.
        Students are not permitted to leave the Mosque’s premises before YYYY pm except in the case of a genuine emergency. A student  
        may obtain permission to leave the premises if they have a letter from a parent or guardian or proof of a medical appointment. Any  
        student leaving the Mosque without permission will be cautioned.
        After YYYY pm the students are no longer the responsibility of the Mosque.
        Students who break the spirit of the rules by inappropriate behaviour will be cautioned and given 10 minutes detention.
        If a student continues to misbehave this will be reported to the trustee/chairman/head teacher and parents and a warning letter will    
        be issued.
        The Mosque retains the right to expel or exclude any student following three warning letters. There will be no recourse from  
        expulsion except at the discretion of the Mosque/trustees/chairman. The Mosque’s decision in such cases will be final and students  
        will have no legal redress against expulsion.
        Smoking, stealing and missing prayers are strictly against the spirit of the Mosque’s rules and are grounds for expulsion.
        The use of mobile phones is not allowed on the Mosque’s premises.
        If a student causes any damage to the Mosque property, parents or guardians will be held responsible for the full costs of  
        replacement or repair.
        It is expected that students will dress appropriately and smartly in accordance with the Islamic faith.

The Mosque reserves the right to alter, add to or amend the rules and regulations as necessary.

TIP 
Management: Who ? Why? When? are you admitting pupils?
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Teaching Strategies

It is vital to have good, qualified and skilled teachers who can act 
as role models for their children. Teachers must be able to listen, be 
supportive and non-judgmental. A good teacher provides an example 
of the values the Madrassah wants to foster in the children under their 
guidance.

Why are lesson plans important?
The standard of subjects taught in Madrassahs should be on a par 
with those taught in mainstream secular institutions. The Madrassah 
management committee should regularly review the lesson plans with 
teachers and these lesson plans should be documented and archived 
for use by others should the teacher be absent. In the absence of an 
agreed syllabus, a teaching record of what has been taught is vital for 
continuity.

Lesson plans should have clear learning objectives taken from the 
Madrassah’s curriculum.  Lesson plans should contain:

    Information about the lesson’s objectives
    The tasks to be set
    The resources required.

Lessons should be evaluated to inform modification and 
improvements to future teaching and learning. Lessons should be 
dynamic and engage pupils with the subject they are being taught.
A Lesson Plan template is provided at www.madrassah.co.uk to 
support the planning and preparation of lessons. This can be used for 
any subject being taught in a Madrassah.

Should we give teachers time to prepare?
The most crucial aspect of delivering an engaging lesson is advance 
preparation. In Madrassahs, lessons are primarily delivered in English. 
However, teachers must be aware that for some of pupils, English 
is not their first language. Teachers will need to consider this when 
planning and delivering their lessons.

Tip
Visit the websites below for material related to lesson planning.
www.bbc.co.uk/learning/
www.schoolsworld.tv
www.madrassah.co.uk

By degrees shall We teach thee to declare 
(the Message), so thou shalt not forget,  

(Qur’an chapter 87: verse 6)
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There are different types of lesson delivery methods that the teacher 
will decide to use based on what they are planning to be learnt, for 
example:

        Teacher directed learning
        Lecturing
        Learning in groups
        Role play.

In the majority of Madrassahs teacher directed learning takes place.  
However, other methods of teaching which are varied, motivating and 
based on the assessment of a child’s abilities should be considered. 
The most successful teaching is:

        Discursive - characterised by high quality oral work
        Interactive - pupils’ contributions should be encouraged and  
        extended
        Well-paced – the lesson proceeds at an appropriate pace for  
        children to make progress
        Confident - teachers have a clear understanding of the lesson  
        objectives
        Ambitious - there is optimism and high expectations of the   
        pupils.

Other factors that contribute to a good lesson delivered by a teacher 
are: 

        The need to speak at a volume that is audible to be understood,  
        and with sufficient enthusiasm to sustain the pupil’s attention
        Appropriate and non-threatening body language and gestures  
        that effectively convey lesson points
        A good classroom environment as this can have a noticeable         
        effect on lesson delivery and eventual learning outcome. Where  
        possible, every effort should be made to make sure that the  
        teacher and the pupils are as comfortable as possible
        The seating arrangement of the classroom is also important and  
        this is discussed in Chapter 8 as it affects pupil behaviour.

How do we motivate pupils to learn?
When teaching, teachers should focus on motivating and building 
the knowledge and understanding skills of their pupils Generally, a 
combination of good teaching strategies, parental support, recognition 
and plenty of encouragement will motivate pupils.
The strategies for motivating pupils are various, and no one strategy 
will prove totally effective. Some examples of good teaching practices 
are:

       Challenging pupils to set their own targets. For instance you  
       could mention previous test marks and get them to set what they  
       feel they are able to achieve on the next test. In addition, you  
       could provide an incentive for achieving their target
       Helping pupils to establish the connection between learning  
       activities and their areas of interest. For example, reading non- 
       fiction such as computer magazines can help pupils improve their  
       ICT skills
       Asking parents to keep a small library at home with a variety of  
       reading books. See what books that children select and read  
       avidly. This will help you to ascertain areas of interest that  
       motivate them
       Using some game-based learning materials relevant to children’s  
       age and interest levels. This interactive form of learning can  
       provide the stimulus to motivate a pupil’s learning.

Working in groups can motivate some children to succeed and group 
working should be used where appropriate.

TIP 

Teachers: 
- keep moving around the classroom 
- make notes/mental notes of observations 
- look, listen, and comments of recitation of pupils whist in contact 
- constantly change your method of listening of pupils recitation 
- dress smartly and wear nice perfume (Sunnah)



www.madrassah.co.uk36

How should we approach managing pupil’s 
behaviour?
All Madrassahs should be committed to high standards and should 
believe that good behaviour management underpins the Islamic 
ethos. A clear code of conduct helps to promote the Islamic ethos in 
which good behaviour, achievement and positive relationships are all 
valued equally. All relationships within the Madrassah must contain 
mutual respect in order to ensue that by working together a high 
quality education is provided for all pupils. Behaviour management is 
covered in more detail in Chapter 8.

Teachers should work to promote Islamic values for all their children 
in setting high expectations of behaviour and diligent work ethics. 
A simple code of behaviour and clear rules should be developed in 
conjunction with the pupils and displayed in every classroom.  These 
rules should be discussed regularly with each class. In this way, 
children should understand that they are expected to comply with 
the rules and understand that they have been developed to ensure 
the best learning environment. Children should be praised for their 
efforts in ensuring they have a positive attitude towards learning at 
the Madrassah.  Good order and behaviour should be insisted upon 
at all times. When children misbehave the teachers should follow the 
guidelines for sanctions.

What are our child protection obligations in 
the classroom? 
This subject is covered in detail in Chapter 9. Currently, many 
Madrassahs are unaware of their legal obligations to child protection 
(CP) issues. Awareness is imperative in order for staff to take the 
appropriate actions. Knowledge of local procedures will help staff 
to recognise signs of child abuse and inform them of the relevant 
agencies to contact. Harm can occur to children in a variety of ways 
and it is imperative that areas of risk are identified and action taken to 
minimise and effectively manage them. 

Madrassahs have to provide a mandatory basic level of child 
protection training for all staff coming into regular contact with 
children. Management committees should check with their local 
Safeguarding Children Board for training opportunities for voluntary 
groups.

What observation and assessment
techniques should our teachers use?
The management committee should monitor the teaching progress of 
pupils and the capability of teachers through classroom observation 
and assessment of lessons. They should discuss any supportive 
action that might be needed with teachers and keep up-to-date 
development plans for each member of staff to in order to improve his 
or her skills.  

In order to assess teaching effectiveness the Madrassah should have 
a performance management policy. The performance management 
structure should be established at the beginning of each Madrassah 
academic year. All members of staff should be required to take 
part in a cycle of performance management, which involves lesson 
observations (as appropriate) together with planning and review 
meetings between colleagues at agreed points of the year. When 
making observations, it is important that the assessor ensures that the 
lesson takes place in as normal an atmosphere as possible. Accurate 
records of staff development should be maintained by the Madrassah.

What should our islamic education and 
studies cover?
There is a wide range of Islamic education material available 
specifically planned and designed for Madrassahs. Whilst the children 
in a Madrassah are from the same religious background, resources 
for use in the classroom should be chosen with awareness of the 
wide variety of cultural and religious backgrounds from which children 
come. 
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The curriculum is targeted for all ages and abilities so that it:

        Provide opportunities for all pupils to learn and achieve with an  
        Islamic perspective
        Promote pupils’ spiritual, moral, social and cultural development
        Prepares all pupils for the opportunities, responsibilities and            
        experiences of life.

What does counseling and personal 
effectiveness include?
Counselling and personal effectiveness covers issues such as: team 
building, leadership development and assertiveness training. To 
address any of these, a basic understanding of human behaviour, 
motivation and communication is necessary.

The rationale behind counselling is to facilitate some individuals 
to develop their strategies to cope with stress and to deal more 
effectively with difficult or challenging situations in their daily lives 
– now or in the future. Individuals have the capacity to change their 
behaviour in healthy and appropriate ways as their self-esteem and 
self-confidence increases.

Personal effectiveness is ensuring that individuals feel motivated 
and invigorated through self-management leading to excellent 
performance. Individuals should be able to recognise areas where 
they can maximise their own contribution, and be given access to 
training to develop key skills. This will help individuals deal with 
difficult situations and motivate them to higher achievement.

What other areas of learning should be 
covered?
Teachers must be able to understand the psychic (refers to the 
development of the mind and the spirit or soul), needs, and 
developmental stages of the students they are working with so as to 
be able to address and communicate effectively with them in the 

right manner and from the heart. For example, some children find 
difficulties in adjusting to a new places or surroundings when they first 
come to the Madrassah. Teachers need the skills to make them feel 
comfortable and welcome by, for example developing:

       An insight into Islamic values and beliefs. This enables children to  
       reflect on the value and possible meaning of their own lives within  
       the Islamic ethos as they are growing up
       An understanding of the principles that show children how they  
       might be able to distinguish, right from wrong, good from bad
       The social skills to relate positively to others, in a variety of social  
       settings
       Cultural and cross-cultural awareness and sensitivity.

What approaches to classroom discipline 
and management are  there? 
In mainstream schools teachers use positive discipline by using praise 
to reinforce the message that good behaviour will help children learn 
and enjoy school. Madrassah should also encourage a high quality 
Islamic work ethic by promoting the pursuit of excellence within a 
positive learning environment. Positive discipline should include 
guidance on child self-control and should not be perceived by pupils 
as a punishment. By setting clear boundaries and disciplining in a 
positive way, teachers can help a child learn how to control his or her 
own behaviour. For more detail on recognition and award schemes 
see Chapter 8.

Educationalists recognise the link between the classroom 
management skills of teachers and the academic achievements of 
pupils. In poorly managed classrooms pupils are known to have low 
academic achievements and aspiration. Positively managing the 
behaviour of the children in a class is a specialised skill that needs to 
be practised.
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Some basic approaches are:

      When pupils are disruptive, take time to talk to them to find out if  
      there are underlying issues affecting their behaviour
      Praising the pupils to let them know that you care about them
      Splitting lessons into short periods comprising of different  
      activities. This will help to break the monotony of lecturing for the  
      whole lesson
      A senior member of staff making their presence felt by taking  
      control of an unruly class or group of pupils.

What are rules for the use of force to control 
or restrain children?
Physical restraint should be seen as the very last resort in re-
establishing control of a child and should occur very rarely.  Defusing 
a situation and avoiding restraint are the first priorities.  Even at 
apparently late stages in the escalation of an incident, it is possible for 
the right intervention to stop or reduce its outcomes.
Every effort should be made to resolve issues without resorting to 
physical actions.  However, reasonable force can be used by all 
members of staff in the following circumstances:

      Where a criminal offence is being committed
      Where children may injure themselves or others
      Where the behaviour is prejudicial to maintaining good order and  
      discipline at the Madrassah or among the children and/or is  
      seriously affecting the education entitlement of other children
      When the action occurs on the Mosque premises or during an  
      authorised activity off the premises.

Examples of these would include:

      A child attacking a member of staff
      Children fighting
      A child engaged in or about to commit deliberate vandalism
      Children running in the corridor and therefore risking injury to  
      themselves or others
      A child trying to leave the Madrassah without permission
      A child persistently disobeying an instruction to leave a classroom
      A child seriously disrupting a lesson.

There is no legal definition of reasonable force, but the following must 
be taken into consideration:

      The circumstances of the particular incident 
      The degree of force which must be in proportion to the  
      circumstances
      The force used must be appropriate for the age, understanding  
      and sex of the child.

Only the minimum force required should be used and force must 
never be as a punishment.  The member of staff involved must have 
good grounds for believing that one of the circumstances above is 
taking place and the child must be warned orally that physical restraint 
will be used unless he or she desists. The member of staff should 
state clearly what he or she is doing and why they are using force. 
Every effort should be made to secure the presence of other staff 
before applying restraint.  As soon as it is safe, restraint should be 
gradually relaxed to allow the child to regain his or her self-control.  
Physical intervention can take a number of forms, e.g.:

      Physically interposing oneself between children
      Standing in the way of a childManagement/Leadership 

- Greet Parents and Pupils on the gate/door of the  
  Mosque/madrassah 
- Salaam with a Smile 
- Don t leave children unattended after class 
- Don’t let children leave Madrassah without parental  
  pickup or mature adult 
- Safety is paramount

TIP
Management Invest in fluorescent arm bands or vest, these should be warn 
by staff when helping children to car parks or crossing roads near entrances 
of Madrassah which leads onto a busy road.
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        Holding, pushing or pulling
        Leading a child away from an incident, by the hand, or by gentle  
        pressure on the centre of the back
        In extreme cases more restrictive holds might be used.
On some occasions a single unsupported member of staff should  
not intervene in an incident without help (unless it is an  
emergency) for example:

       With a physically larger older child
       When more than one child is involved
       When the member of staff is physically small or has an illness or  
       infirmity which makes intervention unwise.
In these circumstances the member of staff should remove other 
children who might be at risk and summon assistance from a 
colleague.
Force that should not be used includes:

        Holding round the neck or any other hold that might restrict  
        breathing
        Kicking, slapping or punching
        Forcing limbs against joints, e.g. arm locks
        Tripping or holding by the hair or ear
        Holding the child’s face down on the ground.

Absolute prohibitions include the following:

        Corporal punishment
        Deprivation of food or drink, sleep or medical care
        Requiring the wearing of distinctive clothing as a punishment
        Fines
        Intimate physical searches
        Being locked in a room.

Actions which constitute good practice include:

       One or more warnings prior to restraint
       The removal of onlookers who are not critical to the process
       Attempts to maintain the dignity of the child during and after being  
       restrained
       Where essential, hold the child’s arms against the side of his or  
       her body
       Constantly remind the child that re-instatement of his or her self- 
       control will release the restraint 
       Restrain a child on the floor if this is the safest method
       Use restraining holds on the legs, shoulders and arms.

Children should be offered the opportunity to talk through the incident 
as soon as possible.  In minor cases of misbehaviour, consideration 
should also be given as to whether the parents should be advised of 
the incident.  However, in the case of physical restraint the parents 
must be told of the incident.  Any staff involved should be offered 
the opportunity to talk about the incident with members of the 
management team as soon as it is practicable. All incidents where 
restraint is used must be recorded immediately in a Daily Madrassah 
Diary or Log Book.

Action – Management 
Provide some staff with specialist training in use of Force to 
Control or Restrain Children.

Looking for an Imam, Madrassah teachers, or a 
Madrassah Administrator contact 
www.imamsonline.com
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What should be taught about sex and relationships?

The aim of sex and relationship education is to ensure that children 
are able to make responsible and well-informed decisions and choices 
about their lives. Sex and relationship education is part of the National 
Curriculum in mainstream schools.  Madrassahs should aim to provide 
children with a safe, secure and supportive environment in which they 
are able to discuss confidently questions about sex and relationships. 
Sex and relationships education is part of lifelong learning about 
physical, moral and emotional development issues.  It is about the 
understanding of the importance of stable and loving relationships, 
marriage, respect, love and care with an Islamic perspective at the 
forefront.

Sex education should be provided in a way that:

      Ensures children are taught about the importance of secure  
      relationships for effective responsible parenting
      Children are protected from teaching materials that are  
      inappropriate
      All teaching materials used are appropriate for the age and  
      cultural background of the children concerned
      Gives parents and members of the management committee an  
      invitation and access to view all materials used prior to their use in  
      the classroom.

The teaching of sex education should start when children are 11 and 
over, in single sex groups. Parents or guardians should have the right 
to withdraw their children from all or part of any sex education lesson 
or programme.

Action 
Are you aware, what and how your local school is teaching 
the subject of sex education and how it compares to what you 
wish to teach in the Madrassah? It is important to maintain a 
coherent message.

Action 
Do you have a female member of staff who can talk to 
maturer girls in the madrassah who is suitably trained to 
discuss sensitive issues around Taharah (female hygiene) and 
sexuality?

TIP 
Good educational books and educational aids are available from the 
following resources centres Kube publishing - www.kubepublishing.com 
Taha Books - www.taha.co.uk 
Teaching Books - www.weekendlearning.com
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Madrassah Curriculum

What should the aims of our curriculum be?
The aim of the Madrassah curriculum should be to provide 
opportunities for all pupils to learn and to achieve within an Islamic 
ethos. The Madrassah can promote a child’s religious, cultural 
and linguistic identity in a way that a mainstream school cannot. 
A Madrassah education should contribute to the development of 
a pupils’ sense of identity through knowledge and understanding 
of the spiritual, moral, social and rich historical heritage of Islamic 
culture that shapes their daily lives. The curriculum should promote 
an inquisitive mind and an aptitude for rational thinking. There should 
be intense focus by both staff and pupils on their faith and culture in 
a way that compliments the National Curriculum subjects taught in 
mainstream schools of Religious Education (RE); Personal, Social and 
Health Education (PSHE); and Citizenship.

The curriculum should promote equal opportunities and allow pupils to 
challenge discriminatory attitudes and stereotyping issues. It should 
also develop their physical skills and encourage them to be aware of 
the values of following a healthy lifestyle and keeping themselves and 
others safe.

Including all pupils
Although the pupils attending the Madrassahs are all from the Muslim 
community, the cultural diversity of pupils can be challenging at times. 
Pupils will have widely varied life experiences and the curriculum 
should provide a broad, inclusive basis for discussion. The curriculum 
should also allow for the further development of pupils in order to 
enrich their experiences and their relationships with others. The 
curriculum should facilitate activities that require discussion and 
debate.  In this way children will understand that others may 

‘When the Qur’an is read, listen to it with attention, and hold your peace: that ye may receive Mercy.
 (Quarn Chapter 7: verse 204)
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have different values and views from their own.  In sharing 
experiences a pupil’s own religious and cultural identity will be 
strengthened and a greater understanding of other cultures, their 
effects on society and the ways in which individuals live their lives will 
be developed.

The Madrassah curriculum should instil Islamic ethical values in 
pupils. It should pass on enduring values, develop children’s integrity 
and independence and help them to become responsible and caring 
members of society capable of contributing to the development of 
their community, locality and nation.

The Madrassah curriculum should:

      Be active and practical
      Be enjoyable
      Be collaborative and social
      Support all areas of learning and experience
      Support effective transition from home to school to Madrassah
      Be planned and progressive 
      Be monitored and recorded
      Build on, acceptance and value previous experiences
      Value the contribution parents make to education by involving  
      them in partnership and communicating the purposes and aims of  
      the Madrassah.

What range of curriculum subjects should 
we offer?
The following subjects might be offered, depending on the abilities 
of the teachers at the Madrassah. It is important to use written and 
tested guidelines and syllabuses when delivering the following 
subjects. In this manual the actual contents of the syllabus is not 
considered and left to the individual Madrassahs.

Qur’an

The teaching of the Arabic alphabet, particularly with the correct 
pronunciation, is important. Depending on pupils’ levels of ability 
the science of pronunciation (Tajweed), memorising (Hifz), and 
understanding the meaning of the Qur’an (Tafseer) should be taught. 
Currently, within certain communities the main aim is to complete the 
learning of the Qur’an with little or no understanding of its significance.

What the vision of the curriculum should do:
     Reflect the unique characteristics and circumstances of the  
     Madrassah within the Islamic ethos 
     Be broad and balanced, in the learning and other  
     experiences that it plans for its pupils
     Provide opportunities for all pupils to learn and achieve
     Promote pupils’ spiritual, moral, social and cultural 
development
     Prepare all pupils for the opportunities, responsibilities and  
     experiences of life
     Develop an enjoyment of learning and promote a  
     commitment to lifelong learning
     Support the aims and values of Religious Education;  
     Personal, Social and Health Education (PSHE) and  
     Citizenship as detailed in the National Curriculum.

The Madrassah should:
     Develop pupils’ self-confidence and independence
     Encourage children to explore and experiment
     Build their self-esteem
     Encourage fluency
     Provide worthwhile activities appropriate to the age and  
     stage of development of the child. TIP 

Many Quranic teaching aids are available on 
- Interactive white boards 
- Video & DVD players 
- TV /Computer programmes 
- Tablets Good Madrassah have at least 1 of these devices available to its 
staff.

www.madrassah.co.uk
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Based on the Qur’an and Hadith, it can be said that every Muslim has 
the following obligations towards the Qur’an:

        To believe in the Qur’an
        To read it and recite it daily with the correct pronunciation
        To understand its commandments
        To act upon its teachings, and
        To convey its teachings to others.

Fiqh

The meaning of the word ‘fiqh’ is understanding, comprehension, 
knowledge and jurisprudence in Islam. Understanding the Islamic 
rulings on Salah (prayer), Hajj, marriage, relationships, citizenship etc, 
within the context of society, is important.

Aqeedah

Understanding the beliefs and articles of the Islamic faith. Muslims 
specify their creed to include the six articles of belief.
The six articles of belief are:

1.    Belief in ALLAH (SWT), the one and only one worthy of all  
        worship (Tawhid).
2.    Belief in all the Nabi (Prophets) and Rusul (Messengers) sent by  
        ALLAH (SWT).
3.    Belief in the Mala’ika (Angels).
4.    Belief in the Kutub (Books) sent by ALLAH (SWT) - including the  
        Qur’an.
5.    Belief in the Qiyama (Day of Judgment) and in the Resurrection  
       (life after death).
6.    Belief in Qadar - Destiny (Fate).

Arabic language

Arabic can be a difficult language to learn, and Qur’anic Arabic is 
even more difficult. There is a need for experienced teachers who 
are able to correctly articulate Qur’anic Arabic to help pupils to better 
understand and master the language of the Qur’an and other classic 
Islamic texts. In some Madrassahs, pupils are taught by inexperienced 
teachers with little understanding of the correct pronunciation 

of Qur’anic Arabic. Arabic is the language of the Holy Qur’an as is 
repeatedly emphasised in the Holy Qur’an as in the following verses:

It is an important duty of Muslims to learn and understand at least 
some Arabic, to enable them to carry out their religious duties, such 
as the five daily obligatory prayers, which are said in Arabic.

Seerah

Learning about the life of the Prophet Muhammad (PBUH). Many of 
the important events in the Prophet’s (PBUH) life have been recorded 
in different verses of the Qur’an. In being aware of the order in which 
the verses were revealed, it is possible to assemble a large portion of 
the biography of the Prophet (PBUH).

General Islamic knowledge

Learning about Islamic history, biographies of the Prophets and their 
companions, comparative religion, how Islam co-existed with other 
faiths, manners and etiquettes (adab), being good citizens, community 
welfare, and personal development skills. There is good material on 
the Internet that teachers can access and use 
(such as www.musalla.org). 
www.1001inventions.com

‘We have sent it down as an Arabic Qur’an in 
order that ye may learn wisdom.’
 (Qur’an chapter 12: verse 2)

‘A Book whereof the verses are explained 
in detail, a Qur’an in Arabic for people who 
understand.’ (Qur’an chapter 41: verse 3)

Action – Teachers
How often do you arrange an educational trip for your Madrassah 
pupils, staff and parents? Having extra curricula trips develop 
positive links and build cohesion amongst stakeholders.
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Life Skills

This is the phrase used to cover activities, ranging from personal 
hygiene, shopping, cleaning, cooking and handling money. These 
skills offer pupils the opportunity to develop their abilities to get on 
in life while at the same time practising their functional literacy and 
numeracy skills.

Sports

To develop the pupils’ physical skills and encourage them to be aware 
of the values of following a healthy lifestyle by taking regular sports 
activities. In mainstream schools on average two hours a week of 
sports activity is included in the curriculum.

Ice Breakers

Icebreakers can play an important role in helping pupils to integrate 
and form a supportive group, thereby, creating a good atmosphere 
for learning and participation. Icebreakers can also enhance 
teaching by helping to stimulate cooperation and active participation 
and encouraging pupils to break out of their own social groups by 
developing the skills of work with others. Teachers use icebreakers to:

      Facilitate a new group of pupils to become acquainted with one  
      another 
      Facilitate the integration of new pupils into a group 
      Help pupils feel comfortable in each other’s company
      Promote collaborative teamwork
      Encourage listening to others
      Give confidence to pupils in working together.

How should we plan the teaching time?
Children already spend a full day at school – and you should bear this 
in mind especially if you plan to run Madrassah classes after school 
during weekdays. Leaving a gap before the end of school and the 
start of the Madrassah will help children recharge their batteries and 
freshen up. When deciding how long the Madrassah class will last, 
remember that it is important to keep pupils’ attention as well as to 
cover certain material. 

Example – simple icebreaker activity:   
FACTS (Talking in front of the class)
Working in pairs, ask pupils in the class to find a number of 
facts, say five (such as likes or dislikes) about the pupil sitting 
on their right. Allow three minutes for the exercise. The pupil 
asking for the facts presents* to the rest of the class. 
(*keep an eye on the time)

Action – Teachers
     Advanced lesson planning, organisation and preparation is  
     vital in order to cover material during a set period of time.
     Plan tasks and activities that meet the needs of individuals  
     and groups.
     Set new targets and challenges that ensure progress for  
     each child.
•    Set standards and rules and help children to understand  
     them.
     Regularly review the curriculum by talking and listening to  
     children, other teachers,  and parents.
     Considering your own professional development.
     Work as part of a team, providing skills, information and  
     support and benefiting from the contributions of others.

www.madrassah.co.uk

TIP 
Does your Madrassah have ice breaker toys and games that can be used 
by the staff, these can be downloaded from the Internet or bought from good 
toy or management game shops
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What learning resources and materials are 
needed? 
Most Madrassahs operate on a very limited budget and the facilities 
they have are often poor. Despite these shortcomings they still provide 
a valuable service in educating pupils. In a lot of Madrassahs more 
than one class will be in operation in a single room. This is not ideal 
as distractions are inevitable. Madrassahs should try to provide and 
make use of resource materials. This will help to create a professional 
atmosphere and a good curriculum. If the cost of providing these 
resources is prohibitive Madrassahs could consider charging pupils 
fees for materials or undertake fundraising activities.
Ideally, classrooms should have items such as:

        Interactive whiteboards - as most mainstream schools have this  
        facility, and pupils are familiar with the technology 
        Flipchart stand, paper and pens
        One or more computers
        TV and video projectors (so that different teaching approaches  
        can be used)
        Learning resources such as text books and worksheets. 

Action – Management 
The management committee should make 
an allowance in their budgets to invest in the 
resources, facilities and teacher training to ensure 
and improve the quality of teaching and learning 
in the Madrassah.

Action - Madrassah Philosophy in Action 
Provide one day in the week to practical activities 
in the Madrassah

The Muslim Scout Fellowship 

Muslim Scouting in the UK emerged in the late 
nineties. It developed from a few Muslim Scout 
Leaders who believed in the values of Scouting 
and who wanted the Muslim community to share 
in the benefits and fun of Scouting. In the last 
few years the idea of scouting has gained a lot of 
supporters in the Muslim community. The Muslim 
Scout Fellowship (MSF) is the United Kingdom’s 
official body for Muslim adults who are active in 
Scouting. It is part of The Scout Association in the 
UK. www.ukmsf.org 

An example of a weekend 
Madrassah/Supplementary School take a look at 
www.sloughcommunityschool.co.uk
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Performance Assessment

What assessment systems should we have 
in place?
The Madrassah should have a system of continuous and 
comprehensive assessment. Continuous assessment occurs 
throughout the year, and is comprehensive in covering not only 
teaching materials but also Islamic behaviour and conduct. To support 
this assessment, teachers might periodically (every few weeks or each 
half-term) assess pupils based on what they have done in class, the 
progress they have made. Homework assignments should be limited 
as pupils will also be receiving homework from their school. 

The Madrassah should regularly engage with parents and hold 
meetings with them to discuss their child’s progress and what they 
are being taught. Open and frequent discussions with a child’s family 
will provide a triangular approach, see Figure 8.1, to teaching and 
learning. This approach will ensure a robust teaching experience and 
help pupils to progress and achieve.

Madrassah Management 
Committee

Madrassah Teachers Parents

PUPIL

`And those foremost in Islâmic Faith and in performing 
righteous deeds in the life of this world on the very first 
call for to embrace Islâm, will be foremost in Paradise `

 (Qur’an chapter 56: verse 10)

www.madrassah.co.uk
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Using a test is one method of assessment that teachers can use to 
measure and record progress and competence. Testing can provide 
teachers with an indication of how well a pupil has understood the 
material they have been taught. The results of a test can help a pupil 
to understand the areas they need to focus upon and give parents an 
indication of their child’s abilities and where they may need additional 
help. A teacher’s own observations of pupils in class are also a very 
important form of assessment. 

regular absence, a teacher may have to make home visits. When 
there is no improvement in attendance the head teacher should hold 
a meeting with the parent or guardian and the student to discuss poor 
attendance and to attempt to find a solution. It is at the discretion of 
the executive committee to expel a child from the Madrassah.

At the end of the Madrassah year, an attendance record for each 
pupil should be given to the parents. It is good practice to send letters 
commending to parents for those pupils with good and improved 
attendance. At present there are many different paper attendance 
records in use, however, it is recommended that a Madrassah use 
a computerized record-keeping system to monitor attendance. The 
flexibility of a computerised system will assist analysis of attendance 
patterns for individual pupils and across the Madrassah.

How should we encourage good behaviour?
Madrassahs should be committed to high standards and believe that 
good behaviour underpins their Islamic ethos. To achieve this clear 
rules that help to promote the Islamic ethos in which good behaviour, 
achievement and positive relationships are valued equally is needed. 
The rules should be concise enough for pupils to remember them. 
Below is a suggested list of rules:

       Be punctual and have with the necessary equipment
       When the teacher gives instructions, listen and do as you are told
       Raise your hand if you want to speak to a teacher and wait quietly  
       for his or her attention
       Move quietly and safely when changing classes so as not to  
       disturb other classes.

Pupils and teachers should be involved in setting the rules and a code 
of behaviour should be displayed in every classroom and around 
the Madrassah. Pupils should be reminded of the code of behaviour. 
Generally, there should be a formal system for recognising bad 
behaviour in the Madrassah. 

How do we encourage good attendance by 
pupils?
Parents are required by law to ensure their child’s attendance at a 
mainstream school.  However, attendance at a Madrassah is voluntary 
and the responsibility is on parents to ensure attendance and 
adherence to the timetable. Many Madrassahs stipulate that failure to 
attend regularly and late attendance without a valid explanation may 
result in expulsion. At the start of teaching sessions a register should 
be taken. All absences must be noted. Accurate attendance records 
will identify those pupils who are regularly absent. Absences can be 
verified by telephoning the child’s parent. In the case of 

Action – Parents
      In order to ensure a good Islamic education it is  
      important that you ensure your child goes to the  
      Madrassah regularly, arrives on time and keeps to the  
      attendance rules.
      If your children start missing Madrassah, ensure they  
      understand that you disapprove of their behaviour.
      If your child is ill, inform the Madrassah.
      If your child is going to be absent you must give the  
      Madrassah a reason, for example, a trip overseas to see  
      family
      If your child is going to be absent for a special occasion,  
      you should let the Madrassah know. 

TIP 
Do you have copies of the teachers qualifications and references on record? 
if not why not?
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Action – Teachers

     If a child disrupts a lesson, issue a warning – informing a child their behaviour is unacceptable.
     If the child continues to disrupt the lesson, explain the consequences and act for moving the child’s seat or make him or her spend  
     a few minutes away from the group.
     If the child disrupts the lesson again this may warrant removal from the lesson and the child should be sent to the head teacher.    
     The class teacher should make a note of this in the child’s homework diary or reading record in order to inform the parents.
     If the child is disruptive again they should be sent to the head teacher immediately who will make a record of their behaviour and if  
     necessary will contact the parents directly.
     Any examples of physical or violent behaviour should be reported immediately to the head teacher or the management committee.

Example – Code of behaviour

In line with the Islamic ethos, it is the responsibility of all staff to ensure that children maintain high standards of behaviour at all times and 
to challenge individuals who make poor choices. At the Madrassah WE ALL:
     Respect and show courtesy to other people
     Take care of each other, our Madrassah and ourselves
     Show self-control and are truthful at all times.
Other rules
     Dress smartly/sensibly for Madrassah with the Islamic ethos in mind.
     Walk quietly around the Madrassah.
     Come into the Mosque/Madrassah only when you have the permission of, or are supervised by a known adult. In the interest of  
     safety, children should not return to the classroom areas after dismissal.
     Always be on time and have the correct equipment with you.
     Leave all toys, valuable items (e.g. computer games etc.), dangerous implements, chewing gum/bubble gum and sweets at home.
     Use toilets sensibly – always remembering to wash your hands.
     Don’t waste water when doing Wudu.
     Keep the Mosque clean and tidy - pick up litter, putting it in the bins provided.
     For your safety no fighting (even as a game), no piggyback games or lifting other children.
     Where there are footpaths use them.

Consequences
Children need structure and limits and it is up to teachers to inform them of what behaviour is unacceptable in the classroom.
When disruptive behaviour occurs, teacher must deal with it calmly and quickly. By carefully planning teachers will avoid a ‘knee-jerk’ 
response.  Consequences of bad behaviour do not need to be severe to be effective.
The class teacher may apply the following sanctions: the look; a verbal warning; moving a child within or to another class; keeping a child 
behind after class; informal/formal contact with parents; placing a child on report.
In the case of serious or continuous misconduct the head teacher should be informed and may apply the following: discussion with the 
child or formal contact with parents.

www.madrassah.co.uk
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Give an instruction and praise two children who are following the rules

       Material or individual: stickers,  certificates, smiley faces, coloured  
       squares, books, gift vouchers, head teacher’s award, a note or  
       phone call home - parents should be informed about the awards  
       and invited to a prize giving ceremony
       Class wide: Marbles in a jar (each class has a jar and has to work  
       together to fill it with marbles.  Marbles can be awarded for good  
       work, good class behaviour etc.)  Once the jar is full the class will  
       be given a reward.

How can we involve pupils?
To improve academic standards or tackle bullying, strategies such as 
circle time, pupil councils, buddy schemes or peer mediation should 
be considered. These schemes can help pupils to talk about issues 
that they might find difficult to discuss with their teachers.  Older 
pupils should be encouraged to offer advice and help younger pupils.
There is a difficulty with instigating these schemes in Madrassahs 
as the pupils attend for only a few hours a week. Nevertheless, such 
engagement of pupils will enhance a Madrassah’s praise and reward 
scheme. In order to be effective pupils should be engaged and 
consulted in the process. Older pupils may have already developed 
effective mentoring skills that they can draw upon. A good source of 
reference on peer mentoring can be found on the internet site:

What recognition and award schemes could 
we use?
Good behaviour, work and effort should always be rewarded. 
Mainstream schools have found that pupils work better if their work 
is recognised. Recognition should be for all children, based on their 
effort and contributions and not just for those achieving high academic 
or sporting standards.

Some Madrassahs have instigated recognition and award schemes. 
Any recognition scheme should ensure that that there is consistency 
between teachers in the ways in which they issue rewards. At the 
outset of each term pupils should have a clear understand of how 
excellence, determination, commitment and enthusiasm will be 
recognised and rewarded. A scheme that awards prizes will foster 
a motivating learning environment. Rewards can be in the form of 
certificates, books, gift vouchers and other items. 

Positive reinforcement and reward

Prize and reward systems can help to establish a positive 
Islamic ethos in Madrassahs by recognising the good 
behaviour and effort of pupils.
Positive messages should be age appropriate and might 
include:
      Non-verbal: A smile, a nod, a wink, thumbs up, etc.
      Verbal: Every child is praised at least once per  
      session. 

Action – Teachers
      Praise and incentive for good behaviour to be effective  
      needs the development of a consistent formal awards  
      system.
      For positive reinforcement, teachers should praise pupils    
      frequently.
      The reward system needs to be regularly monitored and  
      reviewed to identify patterns of positive pupil behaviour  
      and motivation.

Action – Management 
Involving pupils in peer mentoring and other schemes should 
be to improve academic achievement, attendance and 
behaviour and to support the emotional and social wellbeing 
of pupils.
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Do seating arrangements affect pupils’ 
behaviour?
Classroom seating arrangements have an effect on pupil motivation, 
participation, behaviour and the quality of learning. The subject of 
seating arrangements has been widely covered by educationalists 
and these are dependent upon the requirements of task, behaviour, 
ability and group size.

The shape and the size of the classroom generally influences 
how classroom seating is organised. Typical examples of seating 
arrangement are square, U-shaped, clusters/groups, variations of 
rows (theatre style, fishbone, runaway), semicircle or circle, etc and 
are shown in Figure 8.1. The most common seating arrangement for 
primary schools is the row or cluster/group for small groups of pupils 
whilst secondary schools employ U shape or semi-circle for group 
discussions.

In Madrassahs the typical seating for pupils is the traditional row and 
rectangular arrangement:

      ‘horseshoe’ or a ‘U-shape’ formation allows for eye contact with  
      the teacher in charge. Children of mixed ability and different age  
      can sit side by side
      Rows facing the teacher. Again pupils have an eye contact with  
      the teacher in charge.

Some Madrassah have a mixture of tables with chairs and low-level 
workbenches where pupils sit on the floor. The advantages and 
disadvantages of classroom seating arrangements are set out in Table 
8.2 in the Support Tools section.
In some Madrassahs the practicalities of manipulating seating 
arrangements can cause 

difficulties. However, this should not deter Madrassahs who have 
multiple classrooms in a single room from trying out new seating 
arrangements to ascertain if a new arrangement improves the quality 
of learning. Teachers should vary the seating arrangements to suit 
the task but they will also need to have the freedom to move without 
restraint in the classroom to monitor pupils’ progress. 

Due to the Islamic etiquettes, senior boys and girls are normally 
segregated during the lessons. However, there may be mixed-sex 
seating for younger children. Different types of seating arrangements 
for boys and girls could be used to see if they make any difference 
or improvement to the pupils’ behaviour. The seating arrangements 
could be: 

      To sit pupils of the same age group on one table 
      To sit pupils of different ages but same ability on one table
      To sit girls in small groups and boys in rows in segregated class 
      To sit boys in small groups and girls in rows in segregated class.

The bottom line is that a good classroom 
seating arrangement is the cheapest form of 
classroom management. It’s discipline for 
free.
Classroom management expert Fred Jones, author of Tools 
for Teaching

TIP 
Want rewards does your Madrassah provide? 
- A Kind word/Public recognition 
- Points on a chart, with a prize at the end of term 
- Certificates 
- Trophies 
- Sweets 
- mention in the Madrassah newsletter

Jummah Prayer 

Eid Prayer 

Tarrahawi Prayer 

Parents evening

Prize Distribution

www.madrassah.co.uk
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(a) U-shape

Figure 8.1 Classroom Seating Arrangements Options

(c) Groups/Clusters – Type 1
(some pupils facing backwards)                       

(d) Groups/Clusters – Type 2 
(pupils have their side towards 
the teachers)

(b) Square
How engaged is the class? 
 Check the: 

- Noise level 

- Graffiti on the reading benches 

- Number of pupils at the start of the class 

- How many put their hands up when  
  asked questions
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(e)  Rows 

(g) Runaway seating

Teaching 
Space

(h) Semi-circle

(f) Fish Bone seating
TIP 

Teachers must be able to walk 
around each pupil to be able to 
show active listening of Quran

www.madrassah.co.uk
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Seating Arrangement

U-shape Rows Groups /  
Clusters Square

Advantages

•     Eye contact with the  
      teacher 
•    Teacher can see all  
      pupils
      The teacher can get  
      around the class and  
      amongst the pupils

       Eye contact with the  
       teacher 
       Teacher can see all  
       pupils
       The teacher can get  
       around the class and  
       amongst the pupils 
       Improves their  
       attention to work  
       when working on their  
       own – less distraction

       Good for team work  
       requiring collaboration  
       as pupils can see  
       each other
       The teacher can get  
       around the class and  
       amongst the pupils

       Good for holding  
       class discussions and  
       debates and  
       encourages everyone  
       to get involved. The  
       format is such that  
       pupils are able to  
       hold eye contact  
       with one another  
       without constantly  
       having to swing  
       around in their seats.

Disadvantages

      Not good for team/ 
      group work
      Pupils sitting right  
      at the front ends will  
      be facing the board at  
      an angle
      Can be disruptive as  
      pupils will try to talk  
      with others across the  
      room

       Not good for  
       teamwork or  
       discussion because  
       pupils have their back  
       to others and reduces  
       interaction
      The pupils at the back  
      can lose concentration  
      and are less likely to  
      participate actively
      Whole class  
      discussions are  
      difficult because some  
      pupils will have their  
      backs to the pupils  
      sitting in front

       Some pupils will have  
       backs to teachers  
       making note taking  
       difficult
       Harder to concentrate  
       for individuals, 
       Waste time on  
       frivolous chatting
       Whole class  
       discussions are  
       difficult as the pupils  
       are sitting in small  
       groups

       Some pupils will have  
       backs to teachers  
       making note taking  
       difficult
       Harder to concentrate  
       for individuals, 
       Waste time on  
       frivolous chatting  

Table 8.2 Advantages and disadvantages of classroom seating arrangements
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Child Protection

What is child protection about?
Madrassahs have a responsibility to communicate any concerns about 
a child’s welfare. It is, therefore, vital that Madrassahs develop and 
maintain awareness about child protection issues among voluntary 
staff and teachers who are in direct contact with children. 

Currently, many Madrassahs are unaware of their legal obligations 
with regards to Child Protection (CP) issues. Awareness of this issue 
is imperative in order for staff to develop the appropriate skills and 
the awareness of local procedures, to recognise abuse and to inform 
the relevant agencies. The creation of a Madrassah is a big time and 
money investment by a community and the community is enriched by 
activities to educate its children in a safe manner. However, harm can 
occur to children in a variety of ways and it is imperative that areas of 
risk are identified and effectively managed. Madrassahs may want to 
consider training a staff member in child protection; they will be called 
the ‘Designated Person’. Alternatively, help can be requested from a 
safeguarding agency such as your Local Safeguarding Children Board 
(LSCB). However, it is imperative that the Madrassah has a policy on 

child protection that has clear guidelines, and appropriate methods 
for disciplining students. A basic level of child protection training 
must take place at least once every three years for all staff in the 
Madrassah that have regular contact with children.

Parents trust management committees with the education and welfare 
of their children during their time in the Madrassah. This responsibility 
includes ensuring the safety and security of all children from the time 
they arrive at the Madrassah to the time they leave. All Madrassahs 
have a duty to protect children and prevent them from coming to 
any harm. In achieving this, the Madrassah management committee 
need to consider the following action points to make sure that child 
protection issues are considered in the delivery of Islamic education.

‘Verily we have honoured the children of Adam. We 
carry them on the land and the sea, and have made 

provision of good things for them, and have preferred 
them above many of those whom We created with a 
marked preferment. ’Quran Chapter 17 Verse 70

www.madrassah.co.uk



55www.madrassah.co.uk

‘Each of you is a care-taker and each of you will be 
asked about your duties as a care taker’

 (Prophet Muhammad, pbuh)

Different cultures have different ways of managing children’s 
behaviour. Religious beliefs and cultural sensitivity need to be 
understood in promoting the welfare of all children. However, 
most cultures have a clear boundary between what is acceptable 
punishment and what constitutes abuse. For many Madrassah 
teachers, English may not be their first language and their 
communication with the children not effective. Others may have 
recently arrived in the UK are will be unfamiliar with child protection 
law and practice. In England and Wales, the Children’s Act 1989 is 
primary legislation and provides the duty to safeguard children.

In England, a number of local government Safeguarding Children’s 
Boards have taken positive initiatives by involving their local 
Madrassahs in developing and implementing  comprehensive 
safeguarding children guidelines to meet their legal obligation as 
required by the Children Act 1989.  Kirklees Council in partnership 
with the local Madrassahs has produced child protection policies 
and good practice ‘Safe Children Sound Learning – Guidance for 
Madrassahs’ 10,11, which provides helpful guidance for Madrassah 
formulating their own guidelines on child protection. Wakefield & 
District Safeguarding 

Children Board has produced guidance  based on the experiences of 
Kirklees to help Madrassah teachers and management committees in 
achieving good practice in teaching and promoting child welfare. 
These documents provide comprehensive guidance and practical 
support for Madrassahs to enable them to fulfil their legal 
responsibilities towards the protection of young people they teach. 
The guidance cited above defines clearly how to deal with child 
protection issues and how to:

     Support effective behaviour management
     Protect children and young people who attend the Madrassah 
     Ensure the health and safety of staff and pupils in the Madrassah.

The LCSB

The Local Safeguarding Children’s Board (LSCB) is the key statutory 
mechanism for agreeing how the relevant organisations in each local 
area will co-operate to safeguard and promote the welfare of children 
in that locality and for ensuring the effectiveness of what they do. The 
statutory partners in LSCBs are District Councils, Police Authority, 
Chief Officer of Police, Local Probation Board, Youth Offending Team, 
Strategic Health Authority, Primary Care Trust, Connexions Service, 
NHS Trust, NHS Foundation, Prison or Secure Training Centre, 
CAFCASS.

What should we do next?
The Madrassah management committee need to consider the action 
points at the end of this Chapter to make sure that child protection 
issues are considered in the delivery of the Islamic education 
provided.

10 Safe children sound learning - Guidance for Madressahs, Kirklees Education/Social 

Services, July 2003
11  Safeguarding Children in Madressahs (Islamic Schools), Children & Young People 

Service -Child Protection & Review Unit, Kirklees Council, 2003

12 Learning and Achieving in Madrassahs, Guidance on Safeguarding Children, Wakefield 

& District Safeguarding Children Board

Your Madrassah must appoint a child protection designated person 
- clear point of contact for local LADO

Level 1 child Protection training for Madrassah Staff 
and Mosque Trustees contact : Faith Associates on 
0845 273 3903
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What is safeguarding? 
Safeguarding

Safeguarding is defined as “The system of protective measures that 
are designed to reduce the likelihood of harm to a child.”

The Children Act 1989 gives every child the right to protection 
from abuse and exploitation. Children have a right to feel safe and 
protected from any form of abuse and the mosque has a commitment 
to support this in the way children are treated by staff and volunteers.
A child’s key rights are:

      The right to feel that they can voice concerns and that those  
      concerns will be listened to
      The right to expect that decisions made about them by adults and  
      organisations are in their best interests
      The right to an education that develops their mental and physical  
      abilities and encourages them to become good citizens.

The Children Act 2004, through the Stay Safe outcome of the Every 
Child Matters Change for Children programme, places a duty on 
organisations to safeguard and promote the well-being of children 
and young people. This includes the need to ensure that all adults 
who work with, or on behalf of children and young people, in these 
organisations are competent, confident and safe to do so. The Every 
Child Matters agenda highlights five outcomes: 

      Being healthy
      Staying safe
      Enjoying and achieving
      Making a positive contribution
      Economic well-being.

It is essential that Madrassah, in partnership with the local 
Safeguarding Children Board, develop safeguarding children policy 
and procedures.

The principal agencies that are involved in investigating and dealing 
with child protection cases are Social Services, the Police and the 
NSPCC.

Madrassahs should consider the following when developing policies 
and procedures such as:

      Behaviour Policy Statement
      Safeguarding Children Policy and Procedures
      How to respond to a child wanting to talk about abuse
      Recruitment of staff
      Health & Safety
      Fire Safety
      First Aid.

Child Protection Procedures

These are procedures that come into play when a child is identified as 
either suffering, or is at risk of suffering harm as a result of abuse. The 
aims of a Child Protection policy are to:

      Develop an awareness in all staff of the need for child protection  
      and their responsibilities in recognising and responding to abuse
      Provide a clear statement on the mosque’s commitment and  
      responsibility to the welfare of children
      Ensure effective communication between all staff on child  
      protection issues

Safeguarding statement
Madrassahs must be committed to safeguarding 
children and promoting the welfare of children and 
young people in their care and expecting all staff 
and volunteers to share this commitment. 

All trustees, staff, and volunteers associated with the Madrassah or 
Mosque and are in contact with children from the Madrassah need 
to be CRB checked. Its advisable that they also receive level 1 
Child protection training from an appropriate training body.

www.madrassah.co.uk
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        Promote and safeguard the rights and needs of children
        Provide a clear statement on how we will act to promote the  
        welfare of children
        Ensure that the key concepts of Child Protection are included in  
        curriculum provision, where appropriate
        Promote a caring environment in which the self-esteem of  
        children can be nurtured and encouraged
        Promote a caring environment in which children feel empowered  
        to protect themselves
        Establish an environment where children know that they can talk  
        to staff and their concerns and fears will be taken seriously.

A good source for sample policies and procedures on Child Protection 
is the Community Safeguarding Children Policy Pack, A resource 
pack for Private, Voluntary and Independent providers of services 
to children, young people and families produced by Waltham Forest 
Local Safeguarding Children Board in April 2008. 
An example of a child protection policy and procedures is provided  
at T6.

What types of abuse do we need to be of?
The Children Act 1989 defines abuse as when a child is suffering, or 
is likely to suffer, ‘significant harm’.  Harm means ill treatment or the 
impairment of health or development.  Children may be abused by 
a person inflicting harm, or by failing to prevent harm. Children may 
be abused within a family, institution or community surroundings, by 
those known and trusted to them or, more rarely, by a stranger. For 
the purpose of CP planning and completeness, four categories of 
abuse are identified.

Physical Abuse

May involve hitting, shaking, throwing, poisoning, burning or scalding, 
drowning, suffocating, or otherwise causing physical harm to a child. 
Physical harm may also be caused when a parent or carer fabricates 
the symptoms of, or deliberately induces illness in a child.

Sexual Abuse

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. The activities may involve physical 
contact, including penetrative (e.g. rape, buggery or oral sex) or non-
penetrative acts. They may include non-contact activities, such as 
involving children in looking at, or in the production of, pornographic 
material or watching sexual activities, or encouraging children to 
behave in sexually inappropriate ways.

Emotional Abuse

The persistent emotional maltreatment of a child such as to cause 
severe and persistent adverse effects on the child’s emotional 
development. It may involve conveying to children that they are 
worthless or unloved, inadequate, or valued only insofar as they meet 
the needs of another person. It may feature age or developmentally 
inappropriate expectations being imposed on children. These may 
include interactions that are beyond the child’s developmental 
capability, as well as overprotection and limitation of exploration 
and learning, or preventing the child in participating in normal social 
interaction. It may involve seeing or hearing the ill treatment of 
another. It may involve serious bullying causing children frequently 
to feel frightened or in danger, or the exploitation or corruption of 
children. Some level of emotional abuse is involved in all types of 
maltreatment of a child, though it may occur alone. 

12 Learning and Achieving in Madrassahs, Guidance on Safeguarding Children, Wakefield 

& District Safeguarding Children Board

In cases of approven allegations, Mosque and Madrassah 
Management should be visible and vocal against any abuse in the 
Madrassah. Clear steps need to be taken in accordance with your 
policies to reassure and reaffirm your stance against child abuse.
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Neglect

The persistent failure to meet a child’s basic physical and/or 
psychological needs, likely to result in serious impairment of the 
child’s health or development. Neglect may occur during pregnancy as 
a result of maternal substance misuse. Once a child is born, neglect 
may involve a parent or carer failing to provide adequate food and 
clothing, shelter including exclusion from home or abandonment, 
failing to protect a child from physical and emotional danger, failure 
to ensure adequate supervision including the use of inadequate care-
takers, or the failure to ensure access to appropriate medical care or 
treatment. It may also include neglect of, or unresponsiveness to, a 
child’s basic emotional needs.

What is the role of the designated person for 
child protection?
The Madrassah must appoint a designated person for Child Protection 
who is responsible for the coordination of child protection procedures 
and for liaison with the appropriate agencies. The Designated Person, 
is guided by two principles:

      In accordance with the Children Act (1989), ‘the welfare of the  
      child is always paramount’
      Confidentiality should be respected as far as possible but  
      information must be shared if there are child protection concerns.

The role of the Designated Person is to:

     Co-ordinate child protection processes within the Madrassah
     Organise effective training on a three-year cycle for the staff, so  
     that all Madrassah staff are aware of their responsibilities
     Keep confidential child protection records separate from other  
     Madrassah records
     Take the lead in referral to outside agencies
     Attend and participate in all case conferences and meetings  
     concerning any child attending the Madrassah
     Be fully conversant with the procedures of the Local Safeguarding  
     Children Board and ensure that the Madrassah takes action to  
     support any child who may be at risk
     Keep records of staff training
     Undertake appropriate refresher training every two years.

In the absence of the Designated Person these responsibilities should 
be assumed and delegated by the head of the Madrassah or chair of 
the management committee.

What procedures for dealing with suspected 
child abuse should we have?
If a member of staff or supporting adult suspects that a child in their 
class may be the victim of abuse, they should not try to investigate but 
immediately inform the Designated Person about their concerns.  Staff 
must not keep to themselves any information about abuse that a child 
gives them; they are required by law to pass the information on.

A staff member or supporting adult may be asked to record any 
incidents that gradually reinforce a belief that abuse is happening.  All 
records are kept locked in the designated office and should never be 

Consent and confidentiality
Normally personal information should be disclosed to third 
parties only with the consent of the subject of that information; 
however, consent should not be sought if this would place the 
child at increased risk of significant harm. 

www.madrassah.co.uk
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left in the child’s record folder. Recording should include:

        Time, date and place
        What was seen or heard
        Persons present
        Action taken and by who
        The emotional state of the child 
        The name and signature of the person making the record.

Normally, the Designated Person will notify Social Care. If there is 
uncertainty about making a referral, the Designated Person may seek 
advice from a member of the Social Care Duty Team.
In the event of suspected child abuse, parents will not initially be 
contacted until the incident has been referred to Social Services or the 
Police.

If advised to do so by Social Care the Designated Person or head 
of the Madrassah will inform the parents about the referral after the 
referral has been made. In the event of a disclosure, the child will be 
informed at all stages of who is involved and what information they 
have been given. At no time will any adult promise not to tell anyone 
else or ask a child leading questions.

Figure 9.1 shows the steps that should take place in the event of a 
disclosure. These are further detailed in the draft Child Protection 
Policy provided at T6.

In the event that a case conference is held the Designated Person will, 
in liaison with the staff member involved, write a report for submission 
to the conference. The Designated Person will attend the case 
conference and present the report.

If a child is considered to be in need of a Child Protection Plan, the 
Designated Person will liaise with an appointed key worker - social 
worker working directly with the family - to support the educational 
life of the child through the work of the Core Group - a group of 
professionals who have responsibility for monitoring the situation.

Dealing with disclosure
If a child discloses to you, the important do’s and don’ts are:

       Do accept the information freely   
       Do reassure the child 
       Do give the child space and time   
       Do act quickly
       Do tell the child that you must pass on the information you  
       are given.
                       
       Don’t question, just listen
       Don’t look shocked
       Don’t make judgements
       Don’t make promises
       Don’t involve anyone else.

‘The safety of the child is of paramount importance’

Behaviour Management - Teachers Code

This means that Madrassah teachers should: 

       not use force as a form of punishment
       try to defuse situations before they escalate 
       inform parents of any behaviour management techniques    
       used 
       adhere to the Mosque/Madrassah behaviour management   
       policy
       be mindful of factors which may impact upon a child or  
       young persons behaviour e.g. bullying, abuse and where  
       necessary take appropriate action
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Child discloses to:

Teacher or Staff
Member

Other
who informs

Make notes:
date, time, facts

(or in their absence the head of the Madrassah) informs principal agencies such as 
Social Services or Police or LADO

Remember if in doubt, report

Designated Teacher

Await advice Inform parents when 

Write brief report of the facts Inform other staff as appropriate

Figure 9.1

This diagramme could be given to parents in the welcome pack to reassure them of your commitment to child 
protection. Key contact names should also be given if parents need to make contact.

TIP 

www.madrassah.co.uk
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How do we support our staff?
Staff working in a Madrassah may become involved with a child who 
has suffered harm, or appears to be likely to suffer harm, and they 
may find the situation stressful and upsetting.

The Madrassah should support staff by providing an opportunity to talk 
through their anxieties with the head of the Madrassah or the chair of 
the management committee, and if necessary further support should 
be given.

A pupil may make an allegation against a member of staff. If such an 
allegation is made, the member of staff receiving the allegation will 
immediately inform the head of the Madrassah or the most senior 
member of the management committee, if the head of the Madrassah 
is not present.

The head of the Madrassah on all such occasions will discuss the 
content of the allegation with the chair of the management committee 
and the Local Authority Designated Officer (LADO).
If the allegation made to a member of staff concerns the head of the 
Madrassah, the person receiving the allegation should immediately 
inform the chair of the management committee who will consult as 
above, without notifying the head of the Madrassah first.

The Madrassah should follow a procedure for managing allegations 
against staff (see Figure 9.2 for an example procedure) and the 
Whistle Blowing Policy Code of Practice and Procedure at T17 for a 
detailed example.

Careful consideration should be given to suspending the member of 
staff against whom an allegation has been made, and there must be 
appropriate consultation before any decision to suspend is made.
All adults who seek employment at the Madrassah, as well as those 
who work with children as volunteers, are subject to an Enhanced 
Criminal Records Bureau check in order to ensure that there is no 
evidence of offences involving the abuse of children and references 
will be requested and checked (see the detailed guidance at G1).

All adults in the Madrassah share equal responsibility for keeping the 
children safe.  On occasions, concerns may be reported which, on 
investigation prove unfounded.  The Madrassah trusts that parents, 
while they will naturally be upset by any investigation, will accept that 
the Madrassah acted in the child’s best interests.

Local Authority Designated Officer (LADO)

Each Local Authority has officers in place with specific 
responsibility for:

    Being involved in the management and oversight of  
    individual cases
    Providing advice and guidance to employers and voluntary  
    organisations
    Liaising with the police and other agencies
    Monitoring the progress of cases to ensure that they are  
    dealt with as quickly as possible, consistent with a thorough  
    and fair process.

The functions of the LADO are generally covered by two posts 
in the local authority:

    For allegations against staff in education, the functions are  
    carried out by the Manager for the Safeguarding in 

Education Team

    For all other staff, the functions are carried out by the  
    Manager for the Specialist Investigation and Assessment  
    Team.

 Tip

For help and support in talking about any issues relating to 
Safeguarding or Child Protection in the Madrassah contact 
your Local Safeguarding Children’s Board.
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•    Report received by Madrassah Child  

     Protection Officer/Children’s Social Care/Police

•    Local Authority Designated Officer (LADO)  

     informed

Children’s Social Care and Madrassah manage-

ment committee agree on how the allegation will be 

responded to

•    Child protection enquiries by Children’s Social  

     Care and Police

•    Child seen and spoken to

•    Decisions on medical examination and video   

     interview

•    Children’s Social Care to arrange Strategy  

     Meeting, to include Madrassah management  

     committee members

     Consider inviting a trusted intermediary

Has the child been harmed by a 

staff member?

Decision made by 

Police on criminal 

charges, if any

Decision on further action e.g. support to child and 

family, disciplinary action against staff member, 

advice to Madrassah management committee

Madrassah management committee decide on support 

to staff member and response to child’s family

Is a Child Protection (CP) enquiry 

needed?

Yes

No

NoYes

Figure 9.2: Process of what happens when an allegation is made against a member of staff  

Yes

www.madrassah.co.uk
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 Action – Management 

1.    Implement a ‘mandatory’ written policy statement approved and endorsed by the Madrassah management committee on  
       safeguarding the welfare of children who are being educated in the Madrassah. This policy should apply to all staff, management  
       committee members and volunteers and should state clearly the duties and responsibilities of everyone in the organisation to  
       prevent harm coming to children.

2.   Give a copy of the statement to parents, and all paid staff and volunteers so that they are aware of its central message. Tell staff and  
       volunteers about any guidelines or training that will help them to put the policy statement into practice.

3.   Ensure all key people are familiar with local child protection procedures. Make sure you have a copy of them for teachers,  
       administrators and parents to look at.

4.    Appoint a designated person for Child Protection issues who will be responsible for the coordination of child protection procedures  
       and for liaison with the appropriate agencies. Provide support with their training and development in these areas.

5.   Provide a mandatory basic level of child protection training throughout the organisation for those who are in regular contact with  
       children – refresher training should be at least every three years. Check with the Local Safeguarding Children Board in your area for  
       training opportunities for voluntary groups.

6.    Give all staff and volunteers guidance on their roles, particularly about disciplining children. The guidance should say clearly which  
       members of staff are responsible for the behaviour and performance aspects of children’s education.

7.    Ensure all staff are adequately supervised. This reinforces good teaching methods and helps detect any potential problems.

8.    Put child protection issues on the agenda of staff and management meetings regularly.

9.    Have written grievance policies and procedures to deal with concerns about the conduct of teachers and volunteers.
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Additional Guidance

Madrassah teachers & Imams - Home Visits 
All work with pupils and parents should, wherever possible, be 
undertaken in the Madrassah or Mosque or other recognised work 
or community places, There are however occasions, in response to 
urgent or specific situations where it is necessary to make one-off or 
regular home visits. 

Educational Visits and After- Madrassah 
Activities 
Madrassah teachers and imams should take particular care when 
supervising pupils on trips and outings, where the setting is less 
formal than the usual workplace. Teachers remain in a position of trust 
and need to ensure that their behaviour remains professional at all 
times and stays within clearly defined professional boundaries.

      Is the teacher insured to teach in a non work environment?

      Who has Management responsibility of the home visit or  
      tuition.

      Is the teacher working under his own professional indemnity  
      insurance 

      Has the Mosque or Madrassah done a risk assessment for  
      off premises tuition? 

      agree the purpose for any home visit with senior  
      management, unless this is an acknowledged and integral  
      part of their role e.g. home tutors 

      adhere to agreed risk management strategies
      always make detailed records including times of arrival and  
      departure and work undertaken 

      ensure any behavior or situation which gives rise to concern  
      is discussed with their manager and, where appropriate  
      action is taken 

      never make a home visit outside agreed working  
      arrangements

      always have another adult present in out of workplace  
      activities, unless otherwise agreed with a senior member of  
      the Mosque management 

      undertake risk assessments in line with the Madrassah/ 
      services policy where applicable who is responsible if  
      problems arise.

      have parental consent to the activity 

      ensure that their behaviour remains professional at all times 

      never share beds, or areas in the Mosque where there is  
      Qiyam-mulail (overnight worship) with a child/pupils. 

      Do not share bedrooms unless it involves a dormitory  
      situation and the arrangements have been previously  
      discussed with senior manager, parents and pupils

www.madrassah.co.uk

Madrassah, Mosque and Imam
- Building Insurance
- Professional Indemnity Insurance
Call: Ansar Financial Services on 
0207 183 6614
email: info@ansarfs.co.uk
website: www.ansarfs.co.uk
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Guidance 1: Staff Recruitment

Acknowledgement

During this guidance section we are grateful to Buckinghamshire 
County Council for allowing us to adapt the guidance they have 
provided to their schools in their publication Safer recruitment toolkit 
for schools. 

Step 1: Job applicants pack

A pack for job applicants, whether paid or voluntary, should include: 
        A Job Description – this describes the roles and responsibilities of  
        the prospective employee. A template is provided at www. 
        madrassah.co.uk. If it is a new post the management committee  
        will need to spend time developing the job description. For an  
        existing post the committee will need to review the job description  
        prior to recruiting
        The Person Specification – this describes the qualities, skills,  
        knowledge and experience that are required of an applicant. A  
        template is provided at T10. The person specification will need to  
        be created 

     or reviewed by the management committee to ensure that it is 
    up-to-date and accurate
     An Application Form along with guidance on completing the form
     Copies of any relevant and up-to-date information about the  
     organisation
     A schedule of interview dates.

The job description and person specification will influence how a 
candidate responds to a job vacancy and how they complete the 
application form. Being clear about what you want and what you 
expect of a candidate will help you to shortlist more effectively.

Step 2: Advertising the post

The job descriptions and person specification should form the basis 
for the job advert. They will also provide the selection criteria for 
later in the recruitment process. When advertising a post you can 
consider various options, such as posting on notice boards and paid 
advertisements in newspapers.

Step 1: Job Applicants 
Packs

Step 2: Advertising the 
Post

Step 4: Interviews 

Step 6: Criminal Records 
Bureau Check

Step 5: Taking up 
References

Step 3: Short Listing
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The advert needs to include:

      Details of what the job involves, the length of the contract, the pay  
      scale and where the applicant will be based
      Personal qualities and behaviour are particularly important in the  
      context of safeguarding children and these must be clearly  
      outlined
      The job description must emphasise the requirement for  
      compliance and client confidentiality
      Your charity registration number should be stated if the Madrassah  
      is or part of a registered charity
      Details of how to get hold of an application pack, including a  
      phone number and email address
      Consideration should be given to the inclusion of some basic  
      information about the Madrassah and management committee
      Information about any funding partners (if your funding partners  
      agree to this).

Please note that members of the management committee should not 
be employed by the Madrassah and must resign before applying for 
any job in the organisation.

Step 3: Short Listing

It is good practice to use a formal recording system when  
short-listing. For example, you could use a points scoring system 
to assess candidates qualities against those listed in the person 
specification. A short-listing template is shown at 
www.madrassah.co.uk. The process should have two parts. The 
first part is when panel members assess and score/measure the 
applications. Then there should be a meeting where the panel 
compares their scores and decides who to interview. The panel must 
be honest in its evaluations, as it is unlikely you will have sufficient 
time to interview all applicants. It is good practice to hold all your 
interviews on one day, so you will need to consider the time you have 
available when deciding whom to invite for interview.

Step 4: Interviews

It is appropriate to use a scoring/grading system when interviewing 
and to write down comments during the interview. This method will 
enable you to reach a decision.  If you feel it is appropriate, you could 
arrange to have some kind of ‘competency-based/psychometric’ test 
as part of the interview (but you will need to inform interviewees in 
advance). A competency-based test is to make sure an applicant can 
perform to the standard in the person specification – for example, that 
they have the required typing speed. In the interview itself you should:

      Introduce each of the panel members and explain clearly what will  
      happen during the interview
      Give the interviewee an opportunity to ask questions
      Explain to the interviewee what will happen after the interview – for  
      example, when they will be told about the outcome of their  
      interview.

It is the duty of the Madrassah and mosque to make sure that the 
whole recruitment process is clear and robust so that the most 
able applicant is appointed. It is strongly recommended that job 
descriptions and person specifications are regularly reviewed to 
ensure specific references to safeguarding young people.

All applicants for posts working with children and young people must 
be asked safeguarding questions at the interview. The purpose of 
this is to test their suitability to work with children and young people 
(this should also including internal applicants already working with 
children). 

TIP - Conduct 3 interviews with applicant
- With principle and or senior management 
- With key parents or friends of Madrassah 
- lastly with the children of the Madrassah, whom may be taught by the 
applicant 
You will be surprised what the children think!

www.madrassah.co.uk
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Questions about personal qualities and behaviour are often the most 
relevant. Some key areas include:

        What is the applicant’s motivation for wanting to work with  
        children or young people?   For instance do they show they have  
        the best interests of children as an aim?
        Emotional maturity and resilience – does the applicant have  
        experience and a realistic understanding about the emotional  
        demands of working with children and young people?  How do  
        they react to a challenge to their authority? Do they understand  
        the need for boundaries and have they got positive examples of  
        managing these?
        Values and standards – Do they listen to and believe what  
        children say? Do they understand the safeguarding agenda and  
        the need for suitable protocols? Are they someone who will follow  
        procedures in the best interests of the children under their care?

Step 5: Taking Up  references

The main aim of seeking external references is to help get an 
objective and factual account of a candidates’ suitability for a post. 
References support the appointment decisions made at interview. 
Written references should be obtained directly from the referees. 
Unsupported testimonials supplied by the candidates should not be 
relied upon.

        Nationally, the minimum suggested standard is to require at least  
        two written references including the most recent employer.
        Referees must be invited to state any known reason why the  
        candidate should not be employed to work with children, for  
        details of any concerns or allegations made against them and  
        any disciplinary records on file relating to working with children.
        Ideally (however, this may not be possible in practice) written  
        references should be sought on all short listed candidates,  
        including internal ones, prior to the interview so that any issues of  
        concern raised can be further explored with the referee, and  
        taken up with the candidates at interview. All references should  
        be requested unless permission is expressly refused.

     In cases where written references have not been received on the  
     preferred candidates prior to interview, all efforts should be made  
     to obtain a verbal reference before the job applicant is offered a  
     position and the appointment is confirmed.

A template for a reference that can be used to obtain objective 
verifiable information and to ensure that all areas are covered is 
provided at www.madrassah.co.uk

Step 6: CRB Checks

The Criminal Records Bureau (CRB) is an executive agency of the 
Home Office and the disclosure service provides information about a 
person’s criminal history (if they have one). This allows organisations 
in the public, private, voluntary and faith sectors to make safer 
recruitment decisions by identifying candidates who may be unsuitable 
for certain work and will identify whether or not a candidate is banned 
from working with children or vulnerable adults.

It is best practice for Madrassah to carry out CRB checks for all 
management committee members, paid staff and volunteers before 
they commence work. In addition, checks must be carried out when 
recruiting unsupervised volunteers (including parents) and staff that 
come into contact with children. 

However, it is up to the Madrassah to assess the risk of each role, by 
taking into account:

     How often the worker will have contact with children
     What type of contact they have
     How long the contact is for
     Any previous knowledge about the employee.
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The management committee should have policies in place for all 
staff and volunteers working closely with children and ensure that 
all potential employees are subject to a thorough recruitment and 
selection process. The CRB checking process for people working 
in schools with children under the age of 18 year is shown in Figure 
G1.1. This flow chart shows whether an enhanced CRB clearance is 
required.

The Criminal Records Bureau (CRB) checking requirements that 
should apply to Madrassah staff are:  

      Checking the identity and right to work in the United Kingdom for  
      all applicants
      Without any exemptions/exceptions, enhanced CRB checks are  
      required for all foreign nationals

      People who have lived outside the UK must be subject to further  
      overseas checks if the CRB check is insufficient to establish  
      suitability
      Madrassah should keep a single central record of recruitment and  
      vetting checks for their own staff, volunteers working regularly in  
      the Madrassah and people brought in to provide additional  
      teaching or instruction.  
      A template is provided at www.madrassah.co.uk
      Every three years CRB disclosures should be re-checked
      Where a candidate has lived abroad and the only vetting  
      information available is through an overseas good conduct  
      certificate, then the Madrassah should requires a repeat CRB  
      check annually for the next three years.

Notes
Two primary considerations determine whether a check is required:
1- The degree of contact with children,
2- The regularity of that contact,

In cases where CRB checks are not required, this does not preclude 
managers from taking other sensible measures to check individuals.
This may include:
asking for and checking of ID.
asking for references
by issuing a Safe employment code of Conduct.

** Supervision is defined as being “Constantly supervised or within copyright of a 
responsible member of schools”work” workforce. As a role of thumb there should 
be no opportunity for children young people to engage in conversation or eye 
contact without this being observed by another member or staff.

Will person be working directly with 
children under the age of 18?

Yes No

Will person have direct 
access to children even 

if not working directly 
with them (i.e by being 

on site at the same time 

Yes No

CRB check not 
required*

Will they be under constant 
supervision ** by a responsible 
member of schools workforce

Yes No

Is the contact with children likely 
to be on a regular basis (ie 3 more 
occasions within 30 day period) or 

involving an overnight stay?

Enhanced CRB
check required

Yes

CRB checked 
required

No

CRB checked not 
required

www.madrassah.co.uk
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The following are guiding principles  which should be adopted for the 
Madrassah, to identify when a new CRB check is needed:

        All new appointments require a new CRB check
        After a three month break in service, a CRB disclosure becomes  
        invalid and an individual will require a new clearance if they wish  
        to work again in the Madrassah
        If an individual changes their position within the Madrassah  
        they may require a new CRB clearance if their role changes the  
        level of contact they have with children. The need for a new  
        check may depend on how recently the last check was carried  
        out and the overlap between the new and old job role given the  
        size of the Madrassah, but generally the guidance is:
        Non-classroom to classroom requires a new CRB clearance
        Incidental or little to no contact to direct regular contact requires  
        a new CRB clearance.

Roles requiring CRB checks are exempt from the Rehabilitation 
of Offenders Act 1974 which means that all criminal information is 
provided about an applicant, even if it would otherwise be ‘spent’. An 
enhanced CRB check for work with children may also include relevant 
information the police have on record, even if it has not resulted in a 
caution or conviction, (for example if allegations have been made and 
reported to the police).

Having a criminal conviction does not in itself bar a person from work 
with children or young people. If a CRB check discloses convictions or 
relevant information, the employer has to decide whether the person is 
suitable to be employed in the role concerned.

The CRB has produced guidance on the type and range of identity 
documents that must be used by the counter signatory or approved 
person, to validate the applicant’s identity.

Photocopies of CRB disclosures are not permitted. Information 
relating to CRB disclosures must not be shared beyond the parties for 
whom the data is intended (Data Protection Act 1998). Copies of CRB 
disclosures even, if they are provided by the named individual, should 
not be retained on employees’ files.

Madrassah should only hold applicants’ disclosure on secure file for 
six months. Under the data protection act the disclosures should then 
be destroyed. 
CRBS (In Scotland) 
The Central Registered Body in Scotland manages the essential 
service of providing free disclosure records, guidance, advice and 
support to voluntary sector organisations working with children, young 
people and protected adults.

CRBS is responsible for: 

•    Acting as the umbrella body for the voluntary sector 

•    Determining if organisations are eligible to access Standard or    
     Enhanced disclosure records 

•    Determining if organisations are eligible to access Scheme  
     Records and Scheme Record Updates under the Protection of  
     Vulnerable Groups Scotland Act 

•    Assessing and managing disclosure applications submitted by  
     enrolled organisations 

•    Facilitating the return of disclosure records from Disclosure  
     Scotland to enrolled organisations 

•    Providing advice, guidance and support to enrolled organisations   
     on issues relevant to the disclosure process 

•    Ensuring enrolled organisations understand and comply with the    
     Ministerial Code of Practice

14  adapted from Buckinghamshire County Council, People Strategy bringing in additional 

talent, safer recruitment toolkit for schools, December 2008

Contact
Central Registered Body in Scotland
Jubilee House Forthside Way 
Stirling FK8 1QZ 
Tel: 01786 849777 Fax: 01786 849767 
E-mail: info@crbs.org.uk  

Also a useful contact in Scotland for Safeguarding  
information is Roshni www.roshni.org.uk 
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Guidance 2: Disciplinary / Dismissal Procedures 

Introduction
Failure to follow fair and transparent disciplinary and dismissal 
procedures could result in the Madrassah being judged to have 
dismissed someone unfairly. Robust procedures will help the 
management committee to follow good practices and remain within 
the law. Disciplinary and dismissal issues should be dealt with 
consistently and fairly, with a view to resolving them before they 
become serious..

New legislation governing how employers and employees deal with 
discipline, dismissal and grievance issues at work was introduced 
starting from 6 April 2009. The simpler and more flexible dispute 
resolution system should benefit employers as they provide greater 
opportunities to resolve disputes before they end up in an employment 
tribunal. Increased prominence is placed on alternative dispute 
resolution mechanisms, including mediation, to encourage earlier 
resolution.

The Employment Act 2008 covers aspects of UK employment 
law, including dealing with discipline and grievance issues, the 
enforcement of the national minimum wage, and the employment 
agency standards enforcement regime. The existing statutory 
procedures for dealing with discipline, dismissal and grievance issues, 
as set out in the Employment Act 2002, will be repealed. The dispute 
resolution provisions in the Employment Act 2008 came into force on 
6 April 2009. 

The statutory Advisory, Conciliation and Arbitration Service (ACAS) 
Code of Practice provides basic practical guidance on discipline 
and grievance handling in the workplace15,16. The ACAS Code came 
into effect on 6 April 2009 and replaces the previous ACAS Code on 
Discipline and Grievance Handling which was issued in 2004. 

The consequences of not dealing with 
conflict
The conflict between the organisation and the individual can be far 
reaching and can have serious consequences17 :

      The risk of time-consuming formal proceedings such as  
      grievances and employment tribunal claims
      Sickness absence costs when an individual takes time off work to  
      deal with the personal effects of the conflict
      The diversion of management time in dealing with the conflict
      High staff turnover and recruitment and re-training costs where  
      conflict leads to the departure of those affected from the  
      organisation
      Lower staff morale leading to less commitment, less effort and   
      lower productivity
      Poor working relationships within the teams affected
      The potential for a blame culture to develop
      The organisation’s external status can be compromised and  
      tarnished.

The Madrassah management committee should expect all staff 
to behave reasonably at work and to respect and abide by the 
Madrassah’s Employment Policies. The purpose of the Disciplinary 
& Dismissal Procedure is to support situations where an employee’s 
behaviour is unsatisfactory, where the Employment Policies are 
breached, or where dismissal is necessitated.

15 Disciplinary and grievance procedures, Code of Practice 1, Acas, Published by TSO 

(The Stationery Office), 2009 

16 www.acas.org.uk/drr
17 Mediation - An employer’s guide, Acas & CIPD  

http://www.cipd.co.uk/NR/rdonlyres/18ABEE43-37D8-4845-A6A0-87ACCE435BF5/0/
mediationemployersguide.pdf

www.madrassah.co.uk
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At the outset, have procedural rules that the Madrassah management 
committee and your staff should follow when dealing with disciplinary 
issues and grievances. The following points can help you 
considerations:

        Ensure staff can find out about the disciplinary rules and inform  
        them where they can see the rules:
        The rules of the organisation must be fair and reasonable and not  
        discriminatory
        The gravity of the offence should be evaluated according to the  
        damage done
        Rules must be applied fairly, reasonably and consistently
        Investigate the gravity of the offence thoroughly before any  
        disciplinary charges are instigated
        Permit the employee time to consider his/her response and the  
        chance to make representations (or to have representations  
        made on their behalf)
        Take time to consider your findings and carry out a follow-up  
        investigation if required
        Someone senior, who will not be involved in the first hearing,  
        should if possible, hear any appeal
        In deciding on penalties, it is important to be consistent and  
        reasonable - consider and taking mitigating circumstances into  
        account; you must be able to explain why you have treated  
        people differently for the same offence.

Developing Procedures
Procedures must be ‘fair and reasonable’ when dealing with 
disciplinary and grievance issues as failure to follow the Code of 
Practice could result in expensive litigation for the organisation. 

Put your procedures down in writing and give all employees access to 
a copy.

Typically the areas in which you need disciplinary rules are likely to 
be:

     Work performance
     Attitude and attendance issues such as poor timekeeping and  
     absenteeism, negligence or reckless disregard for health & safety
     Theft, including pilfering and fraud
     Offensive behaviour, including abuse, harassment, discrimination  
     and violence
     Inappropriate behaviour such as drinking, gambling, smoking in  
     prohibited areas or, misuse of Madrassah facilities
     Breaches of your communication policy. For example, accessing  
     and downloading inappropriate material on a computer.
Decide how you are going to classify different offences and define 
what acts are so serious that they constitute gross misconduct. 
This would allow you to proceed to the final stage of your procedure 
at which the employee risks dismissal without notice (after proper 
investigation, an opportunity to explain, and the application of other 
fair procedures).
     Minor offences - attendance issues such as poor timekeeping and  
     absenteeism
     More serious misconduct – i.e. behaviour that is unacceptable to  
     your organisation or unacceptable in the context of work. This  
     could represent situation such distribution of political/seditious  
     literature within the Mosque complex
     Gross misconduct – This could typically be offences such as  
     dishonesty, theft, gross insubordination, falsifying
     Documents, fighting, drug abuse, using someone else’s password,  
     introducing computer viruses, downloading inappropriate material,  
     sending malicious emails, and racial or sexual harassment.

14  adapted from Buckinghamshire County Council, People Strategy bringing in additional 

talent, safer recruitment toolkit for schools, December 2008



72

ACAS good practise advice for dealing with discipline and grievances in the workplace

Employers

The new Employment Act (April 2009), if you are an employer you could:
       Review your disciplinary and grievance procedures so they are compatible with the new law, remembering that the three-stage  
       statutory procedure must still be followed in disciplinary or grievances cases started before 6 April 2009 (visit the BERR website www. 
       berr.gov.uk for more information on the transitional arrangements) 
       Download the old discipline and grievance Code from www.acas.org.uk which applies to transitional cases. 
       Identify where a more relaxed and informal approach to dealing with problems at work may be appropriate 
       Consider including a mediation stage in your internal processes 
•      Train your managers in how to deal with problems at an early stage to stop them from escalating where possible. 

Employees
As an employee, consider the following:

       Keep an open mind about new ways of resolving work problems with colleagues. Sometimes the best solution is an open and honest  
       discussion with your employer where you can agree between yourselves the best way of resolving them
       If your employer suggests mediation give that some serious thought. A third party can often help you overcome problems that seem  
       impossible to solve
•      If you have tried to resolve the problem through internal procedures (for instance, by pursuing a grievance) without reaching an  
       outcome you feel you can accept, you may feel that the only thing you can do is make a claim to an employment tribunal. But in many  
       cases, there will be other ways of solving your problem at work which will involve less cost, stress and time. Before considering a  
       claim to the tribunal, consider calling the ACAS Helpline to see what options might be open to you.

For confidential support for Mosque and Madrassah 
teachers and Imam contact Faith Associates 
on 0845 273 3903

www.madrassah.co.uk
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ACAS guidance good practise advice for dealing with discipline and grievances in the workplace

Employers Questions

         What can I do to minimise and resolve conflict in the workplace?
         What issues can cause conflict?
         How can I prepare for difficult conversations with employees?

Employee Questions

         What should I do if I have a problem at work?
         Should my employer help me to sort out a dispute at work?

More information

To find out more about:

         Handling discipline and grievance issues
         How to follow the correct procedures
         Reducing the risk of employment tribunal claims
         Handling employment tribunal claims, and
         Examples of Complaints/Grievance and Disciplinary & Dismissal policies & procedures

Go to the www.businesslink.gov.uk/resolvingdisputes and www.acas.org.uk/drr
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In an emergency call the Police on 999

NSPCC Child Protection Helpline 
Freephone:  0808 800 5000 (24 hour) 
Textphone:  0800 056 0566
(for deaf and hard of hearing people)
Website:   www.nspcc.org.uk

Asian Child Protection Helpline 
Freephone:  0800 096 7719 (Mon-Fri, 11am-7pm) 
Email:   helpline.asian@nspcc.org.uk
 
Bengali:  0800 096 7714 
Punjabi:  0800 096 7717 
Gujarati:  0800 096 7715 
Urdu:  0800 096 7718 
Hindi:  0800 096 7716
 
Childline
Freephone:  0800 1111 
Minicom:   0800 400 22 
Website:   www.childline.org.uk

Health and Safety Executive
Phone:  08701 545500
Website:   www.hse.gov.uk

Muslim Youth Helpline
Website:   www.myh.org.uk/

Web Sources
www.safenetwork.org.uk 
www.madrassah.co.uk 
www.faithassociates.co.uk

Resources for Muslim Schools and Teacher
www.ams-uk.org
www.nidatrust.org.uk

Useful Contacts 













Address: Communication House, 26 York Street, London, United Kingdom, W1U 6PZ Phone : +44 (0) 8452 733903 Fax : + 44 (0) 870 112 6813 
Email : info@faithassociates.co.uk Website : http://www.faithassociates.co.uk


