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This policy is in two parts

Part 1 contains policy statements
Part 2 contains procedures for responding to concerns about a child, and advice for Head
Teacher / Principal, Designated Safeguarding Lead and teachers:

This policy will be reviewed regularly (annually), and may be revised and updated as and
when the need arise.

The range of people who will refer to the policy are teaching staff, support staff, parent
helpers, volunteers, supply staff etc. as well as young people in the setting.

All external visitors including Trustees, supply teachers, volunteers, contractors and
speakers will be made aware of the information contained within our safeguarding policy

and their responsibility to comply via the madrassah.

See visitors’ policy

Links with other Policies

This safeguarding policy has obvious links with the wider safeguarding agenda: when
reviewing our policy, links will be made with other relevant guidelines and procedures such
as the anti-bullying policy, guidance on safer recruitment, prevent and Allegations of abuse
made against teachers and other staff.

PART ONE: SAFEGUARDING POLICY

1. INTRODUCTION

The Islamic Context

The model for human behaviour and interaction has been given to us by Islam and the
Prophet Muhammad (peace be upon him).

In the Qur’aan (the holy book in Islam) the Almighty Lord has stated:

“The (faithful) servants of the Beneficent are those who walk upon the earth modestly.”
(Al Furgaan 25:63).

The following are some of the Hadeeth (narrations) of the Prophet (PBUH):
“(On the Day of Resurrection) there will be nothing heavier in the scale than good

character (and polite manners).”
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“l have been sent (by the Lord, as a Messenger) for the perfection of human conduct.”

“The true believer is one from whom people are safe with their lives and wealth.”

“He is not from amongst us who doesn’t show respect to his elders and does not show
affection towards his youngsters.”

“Show mercy (be kind) to those on earth and He who is in the heavens will have mercy
upon you.

Safeguarding is defined as:

Protecting children from maltreatment;

Preventing impairment of children's health or development;

Ensuring that children are growing up in circumstances consistent with the provision
of safe and effective care; and

Taking action to enable all children to have the best life chances.

Madrasah Zeenatul Quran is committed to safeguarding and promoting the welfare of all its
pupils. We believe that:

e All children/young people have the right to be protected from harm;

e Children/young people need to be safe and to feel safe in school;

e Children/young people need support which matches their individual needs,
including those who may have experienced abuse;

e All children/young people have the right to speak freely and voice their values
and beliefs;

e All children/young people must be encouraged to respect each other’s values
and support each other;

e All children/young people have the right to be supported to meet their
emotional, and social needs as well as their educational needs — a happy healthy
sociable child/young person will achieve better educationally;

® Schools can and do contribute to the prevention of abuse, victimisation, bullying,
exploitation, extreme behaviours, discriminatory views and risk taking
behaviours; and

e All staff and visitors have an important role to play in safeguarding children and
protecting them from abuse.

Madrasah Zeenatul Quran will fulfil their local and national responsibilities as laid out in the
following documents:-

Working Together to Safeguard Children (DfE March 2015)

Keeping Children Safe in Education: Statutory guidance for schools and colleges
(DfE July 2015

The Children Act 1989

The Education Act 2002

Mental Health and Behaviour in Schools: Departmental Advice (DfE 2014)

The Procedures of Blackburn with Darwen Safeguarding Children Board
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The document ‘Keeping Children Safe in Education — DFE, July 2015) MUST be read in
conjunction with this policy and should be kept as an appendix to the school’s child
protection policy.

All staff including volunteers must read and understand the policy especially Part 1 of the
document ‘Keeping Children Safe in Education — DFE, July 2015 Appendix 2-has both April
2014 and July 2015

e The Prevent duty Departmental advice for schools and childcare providers June

2.

2015 will also be adhered to by the school hence : All staff will undertake Wrap
training provided by the local prevent team in the Lancashire constabulary School
staff and childcare providers should understand when it is appropriate to make a
referral to the Channel programme. Channel is a programme which focuses on
providing support at an early stage to people who are identified as being vulnerable
to being drawn into terrorism. It provides a mechanism for schools to make referrals
if they are concerned that an individual might be vulnerable to radicalisation. An
individual’s engagement with the programme is entirely voluntary at all stages.
Detailed guidance on Channel is available. An online general awareness training
module on Channel is available and will be undertaken by all school staff and other
front-line workers. It provides an introduction to the topics covered by this advice,
including how to identify factors that can make people vulnerable to radicalisation,
and case studies illustrating the types of intervention that may be appropriate, in
addition to Channel. All Staff must read DfF briefing on How social media is used to
encourage travel to Syria and Iraq.

OVERALL AIMS

This policy will contribute to safeguarding our pupils and promoting their welfare by:

Clarifying standards of behaviour for staff and pupils;

Contributing to the establishment of a safe, resilient and robust ethos in the
madrassah, built on mutual respect, and shared values

Introducing appropriate work within the curriculum;

Encouraging pupils and parents to participate;

Alerting staff to the signs and indicators that all might not be well;
Developing staff awareness of the causes of abuse;

Developing staff’s awareness of the risks and vulnerabilities their pupils face;
Addressing concerns at the earliest possible stage; and

Reducing the potential risks pupils face of being exposed to violence, extremism,
exploitation, or victimisation

Policy Principles

Welfare of the child is paramount

All children, regardless of age, gender, ability, culture, race, language, religion or
sexual identity, have equal rights to protection
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— All staff have an equal responsibility to act on any suspicion or disclosure that may
suggest a child is at risk of harm

— Pupils and staff involved in child protection issues will receive appropriate support

This policy will contribute to supporting our pupils by:

e I|dentifying and protecting the most vulnerable
e Identifying individual needs where possible; and
e Designing plans to meet those needs.

This policy will contribute to the protection of our pupils by:

e Including appropriate work within the curriculum;
e Implementing child protection policies and procedures; and
e Working in partnership with pupils, parents and agencies.

3. What madrassah staff need to know

All staff members should be aware of systems within our madrassah which support
safeguarding and these will be explained to them as part of staff induction. This includes:
the school’s safeguarding policy; the madrassah staff behaviour policy (code of conduct);
and the Designated Safeguarding Lead.

All staff members will also receive appropriate child protection training which is regularly
updated.
4. What madrassah staff should look out for

All staff members should be aware of the signs of abuse and neglect so that they are able to
identify cases of pupils who may be in need of help or protection

Staff members working with pupils are advised to maintain an attitude of ‘it could happen
here’ where safeguarding is concerned. When concerned about the welfare of pupil, staff
members should always act in the interests of the pupil.

There are various expert sources of advice on the signs of abuse and neglect.
BwD Local Safeguarding Children Board should be able to advice on useful material,

including training options. One good source of advice is provided on the NSPCC website.

Types of abuse and neglect, and examples of specific safeguarding issues, are described in
Appendix one of this document.

Knowing what to look for is vital to the early identification of abuse and neglect. If staff
members are unsure they should always speak to safeguarding lead.
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A pupil going missing from the madrassah is a potential indicator of abuse or neglect. The
staff members should follow their procedures for dealing with who go missing, particularly
on repeat occasions. They should act to identify any risk of abuse and neglect, including
sexual abuse or exploitation. More information can be found in this guidance about children
who run away or go missing from home or care.

5. EXPECTATIONS

All adults working with or on behalf of children have a responsibility to protect children and
keep them safe.
Simplistically this is done by following the 4 R’s

Recognise — unmet needs, abuse and harm
— Respond — alert the DSP and/or Children’s Social Care

Record — ensure records are kept up-to-date and secure

Refer — share information and refer to external agencies to safeguarding and protect

children from harm

Early Help

A local Early Help Strategy has been developed to promote the early identification of
support and intervention. The strategy can be accessed at www.blackburn.gov.uk

Due to their day-to-day contact with pupils, staffs are uniquely placed to observe changes in
children’s behaviour and recognise the outward signs of abuse. Children may also turn to a
trusted adult in school when they are in distress or at risk. It is vital that staff is alert to the
signs of abuse and understand the procedures for reporting their concerns.

All schools must nominate a senior member of staff to coordinate child protection
arrangements. The Local Safeguarding Children’s Board (LSCB) maintains a list of all
designated senior persons (DSPs) for child protection.

All staff and visitors will:

e Be familiar with this safeguarding policy;

® Be subject to Safer Recruitment processes and checks, whether they are new staff,
supply staff, contractors, volunteers etc.

e Beinvolved in the implementation of individual education programmes, integrated
support plans, child in need plans and interagency child protection plans;

e Be alert to signs and indicators of possible abuse (See Appendix One for current
definitions and indicators);

e Record concerns and give the record to the Designated Safeguarding Lead

(Mr/Mrs...)
e Deal with a disclosure of abuse from a pupil in line with the guidance in Appendix
Two
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All staff will receive basic level one training at least once every three years. Key staff will
undertake level two and level three training as agreed by the Trustees.

New staff will receive training as part of their induction period. Appendix 8

6. THE DESIGNATED SAFEGUARDING LEAD

Our Designated Safeguarding Lead on the senior leadership team is Mr/Mrs. He/she has
lead responsibility and management oversight and accountability for child protection and,
with the Head Teacher/ Principal, will be responsible for coordinating all child protection
activity.

The Designated Safeguarding Lead will lead regular case monitoring reviews of vulnerable
pupils. These reviews must be evidenced by minutes and recorded in case files.

When the madrassah has concerns about a pupil, the Designated Safeguarding Lead will
decide what steps should be taken and should advise the Head Teacher/ Principal.

Child protection information will be dealt with in a confidential manner. Staff will be
informed of relevant details only when the Designated Safeguarding Lead feels their having
knowledge of a situation will improve their ability to deal with an individual pupil and / or
family. A written record will be made of what information has been shared with whom, and
when.

Child protection records will be stored securely in a central place separate from academic
records. Individual files will be kept for each pupil: the school will not keep family files.
Files will be kept for at least the period during which the pupil is attending the madrassah,
and beyond that in line with current data legislation and guidance.

Access to these records by staff other than by the Designated Safeguarding Lead will be
restricted, and a written record will be kept of who has had access to them and when.

Parents will be aware of information held on their children and kept up to date regarding
any concerns or developments by the appropriate members of staff. General
communications with parents will be in line with any home madrassah policies and give due
regard to which adults have parental responsibility.

Do not disclose to a parent any information held on a pupil if this would put the pupil at risk
of significant harm.

If a pupil moves from our madrassah, child protection records will be forwarded on to the
Designated Safeguarding Lead at the new madrassah, with due regard to their confidential
nature and in line with current government guidance on the transfer of such records. Direct
contact between the two madrassah may be necessary. We will record where and to whom
the records have been passed and the date.

If sending by post pupil records will be sent by “Special/Recorded Delivery”. For audit
purposes a note of all pupil records transferred or received should be kept in either paper or
electronic format. This will include the pupil’s name, date of birth, where and to whom the
records have been sent and the date sent and/or received.

If a pupil is permanently excluded and moves to a Pupil Referral Unit, child protection
records will be forwarded on to the relevant organisation.
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Where a vulnerable young person is moving to a Further Education establishment,
consideration should be given to the pupil’s wishes and feelings on their child protection
information being passed on in order that the FE establishment can provide appropriate
support.

When a Designated Safeguarding Lead resigns their post or no longer has child protection
responsibility, there should be a full face to face handover/exchange of information with the
new post holder.

In exceptional circumstances when a face to face handover is unfeasible, the Head Teacher/
Principal will ensure that the new post holder is fully conversant with all procedures and
case files.

Deputy DSP

The deputy designated person(s) must be appropriately trained and, in the absence
of the designated person, carries out those functions necessary to ensure the
ongoing safety and protection of pupils. In the event of the long-term absence of the
designated person, the deputy will assume all of the functions.

7. The Trustees

The Trustees are the accountable body for ensuring the safety of the madrassah.

The Trustees will ensure that:

e The madrassah has a safeguarding policy in accordance with the procedures of Local
Safeguarding Children Board;

e The madrassah operates, “safer recruitment” procedures and ensures that
appropriate checks are carried out on all new staff and relevant volunteers;

® At least one senior member of the madrassah’s leadership team acts as a Designated
Safeguarding Lead;

e The Designated Safeguarding Lead attends appropriate refresher training every two
years;

e The Head Teacher / Principal and all other staff who work with children undertake
training at three yearly intervals;

e Temporary staff and volunteers are made aware of the madrassah’s arrangements
for child protection and their responsibilities;

e The madrassah remedies any deficiencies or weaknesses brought to its attention
without delay; and

e The madrassah has procedures for dealing with allegations of abuse against
staff/volunteers.

e Ensure madrasah has procedures for dealing with allegations of abuse made against
members of staff including allegations made against the Head Teacher

The Trustees reviews its policies/procedures annually

The Nominated Trustee for child protection at the Madrasah is Anisa APA the Nominated
Trustee is responsible for liaising with the Head Teacher/ Principal and Designated
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Safeguarding Lead over all matters regarding child protection issues. The role is strategic
rather than operational — they will not be involved in concerns about individual pupils.

The Nominated Trustee will liaise with the Head Teacher/ Principal and the Designated
Safeguarding Lead to produce an annual report for Trustees.

The Chairman of the Trustees is responsible for liaising with the local authority and other
partner agencies in the event of allegations of abuse being made against the Head Teacher.

Risk reduction

The madrassah Trustees, the Head Teacher /Princiapl and the Designated Safeguarding Lead
will assess the level of risk within the madrassah and put actions in place to reduce that risk.
Risk assessment may include consideration of the madrassah’s curriculum, SEND policy,
assembly policy, the use of school premises by external agencies, integration of pupils by
gender and SEN, anti-bullying policy and other issues specific to the madrassah’s profile,
community and philosophy.

8. A SAFER MADRASSAH CULTURE

Safer Recruitment and Selection

The madrassah pays full regard to ‘Keeping Children Safe in Education’ (DfES 2014). Safer
recruitment practice includes scrutinising applicants, verifying identity and academic or
vocational qualifications, obtaining professional and character references, checking previous
employment history and ensuring that a candidate has the health and physical capacity for
the job. It also includes undertaking interviews and undertaking appropriate checks through
the Disclosure and Barring Service (DBS).

All recruitment materials will include reference to the madrassah’s commitment to
safeguarding and promoting the wellbeing of pupils.

Mr Hamza Patel & Head teacher / Principal have undertaken Safer Recruitment on line
training. He/she will be involved in all staff / volunteer recruitment processes and sit on the
recruitment panel.

See safer recruitment policy for more details

Staff support

We recognise the stressful and traumatic nature of child protection work. We will support
staff by providing an opportunity to talk through their anxieties with the Designated

Safeguarding Lead and to seek further support as appropriate.

9. OURROLE IN THE PREVENTION OF ABUSE

We will provide opportunities for pupils to develop skills, concepts, attitudes and knowledge
that promote their safety and well-being.
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The curriculum

Relevant issues will be addressed through the Tarbiyah (respect & tolerance) curriculum, for
example self-esteem, emotional literacy, assertiveness, power, sex and relationship
education, e-safety and bullying.

Relevant issues will be addressed through other areas of the curriculum, for example,
History, Figh.

Other areas of work

All our policies which address issues of power and potential harm, for example anti-bullying,
equal opportunities, positive behaviour, will be linked to ensure a whole madrassah
approach.

Our safeguarding policy cannot be separated from the general ethos of the madrassah,
which should ensure that pupils are treated with respect and dignity, taught to treat each
other with respect, feel safe, have a voice, and are listened to.

10. SAFEGUARDING PUPILS WHO ARE VULNERABLE TO EXTREMISM,

Since 2010, when the Government published the Prevent Strategy, there has been an
awareness of the specific need to safeguard children, young people and families from
violent extremism. There have been several occasions both locally and nationally in which
extremist groups have attempted to radicalise vulnerable children and young people to hold
extreme views including views justifying political, religious, sexist or racist violence, or to
steer them into a rigid and narrow ideology that is intolerant of diversity and leaves them
vulnerable to future radicalisation.

Madrasah Zeenatul Quran values freedom of speech and the expression of beliefs / ideology
as fundamental rights underpinning our society’s values. Both pupils and teachers have the
right to speak freely and voice their opinions. However, freedom comes with responsibility
and free speech that is designed to manipulate the vulnerable or that leads to violence and
harm of others goes against the moral principles in which freedom of speech is valued. Free
speech is not an unqualified privilege; it is subject to laws and policies governing equality,
human rights, community safety and community cohesion.

The current threat from terrorism in the United Kingdom may include the exploitation of
vulnerable people, to involve them in terrorism or in activity in support of terrorism. The
normalisation of extreme views may also make children and young people vulnerable to
future manipulation and exploitation. Madrasah Zeenatul Quran is clear that this
exploitation and radicalisation should be viewed as a safeguarding concern.

Definitions of radicalisation and extremism, and indicators of vulnerability to radicalisation
are in Appendix Four.
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The Madrassah seeks to protect children and young people against the messages of all
violent extremism including, but not restricted to, those linked to Islamist ideology, or to Far
Right / Neo Nazi / White Supremacist ideology, Irish Nationalist and Loyalist paramilitary
groups, and extremist Animal Rights movements. Appendix five (See also Prevent policy)

Response

Our madrassah, like all others, is required to identify a Prevent Single Point of Contact
(SPOC) who will be the lead within the organisation for safeguarding in relation to
protecting individuals from radicalisation and involvement in terrorism: this is the
Designated Safeguarding Lead. The SPOC for the madrassah is (Mr Hamza Patel & Mrs
Anisa Patel). The responsibilities of the SPOC are described in Appendix Five.

When any member of staff has concerns that a pupil may be at risk of radicalisation or
involvement in terrorism, they should speak with the SPOC who is also the Designated
Safeguarding Lead.

Numerous factors can contribute to and influence the range of behaviours that are defined
as violent extremism, but most young people do not become involved in extremist action.
For this reason the appropriate interventions in any particular case may not have any
specific connection to the threat of radicalisation, for example they may address mental
health.

11. SAFEGUARDING PUPILS WHO ARE VULNERABLE TO EXPLOITATION, FORCED
MARRIAGE, FEMALE GENITAL MUTILATION, OR TRAFFICKIN

Our safeguarding policy above through the madrassah values, ethos and behaviour policies
provides the basic platform to ensure children and young people are given the support to

respect themselves and others, stand up for themselves and protect each other.

Our madrassah keeps itself up to date on the latest advice and guidance provided to assist
in addressing specific vulnerabilities and forms of exploitation.

Our staff are supported to recognise warning signs and symptoms in relation to specific
issues, include such issues in an age appropriate way in their curriculum,

Our madrassah works with and engages our families and communities to talk about such
issues,

Our staff are supported to talk to families about sensitive concerns in relation to their
children and to find ways to address them together wherever possible.

Our Designated Safeguarding Lead knows where to seek and get advice as necessary.

Our madrassah brings in experts and uses specialist material to support the work we do.
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12. WHAT WE DO WHEN WE ARE CONCERNED

Where risk factors are present but there is no evidence of a particular risk then our DSL
/SPOC advises us on preventative work that can be done within madrassah to engage the
pupil into activities and social groups. The DSL may well be the person who talks to and has
conversations with the pupil’s family, sharing the madrassah’s concern about the young
person’s vulnerability and how the family and school can work together to reduce the risk.

In this situation, depending on how worried we are and what we agree with the parent and
the pupil (as far as possible) —

The DSL/SPOC can decide to notify the BwD LSCB of the decision so that a strategic overview
can be maintained and any themes or common factors can be recognised; and the
madrassah will review the situation after taking appropriate action to address the concerns.

The DSL/SPOC will also offer and seek advice about undertaking an early help assessment
such as the family Common Assessment Framework (fCAF) and/or making a referral to
children's social care.

If the concerns about the pupil are significant and meet the additional needs/complex need
criteria, they will be referred to the BwD LSCB. This includes concerns about a pupil who is
affected by the behaviour of a parent or other adult in their household,

PART TWO - THE KEY PROCEDURES
RESPONDING TO CONCERNS ABOUT A CHILD

13. INVOLVING PARENTS / CARERS

In general, we will discuss any child protection concerns with parents / carers before
approaching other agencies, and will seek their consent to making a referral to another
agency. Appropriate staff will approach parents / carers after consultation with the
Designated Safeguarding Lead. However there may be occasions when the madrassah will
contact another agency before informing parents/carers because it considers that
contacting them may increase the risk of significant harm to the pupil.

Parents / carers will be informed about our safeguarding policy through: madrassah
prospectus, website, Essential information for parents.

14. MULTI-AGENCY WORK

We work in partnership with other agencies in the best interests of all pupils. The
madrassah will, where necessary, make referrals to children’s social care.

Referrals should be made by the Designated Safeguarding Lead to the BwD LSCB where the

pupil already has a safeguarding social worker, the request for service should go
immediately to the social worker involved, or in their absence to their team manager.
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We will co-operate with any child protection enquiries conducted by children’s social care:
the madrassah will ensure representation at appropriate inter-agency meetings such as
integrated support plan meetings initial and review child protection conferences, and core
group meetings.

We will provide reports as required for these meetings. If the school is unable to attend, a
written report will be sent. The report will, wherever possible, be shared with parents /
carers at least 24 hours prior to the meeting.

Where a pupil is subject to an inter-agency child protection plan or a multi-agency risk
assessment conference (MARAC) meeting, the madrassah will contribute to the preparation,
implementation and review of the plan as appropriate.

15. OUR ROLE IN SUPPORTING CHILDREN

We will offer appropriate support to individual pupils who have experienced abuse or who
have abused others.

An individual support plan will be devised, implemented and reviewed regularly for these
pupils. This plan will detail areas of support, who will be involved, and the pupil’s wishes
and feelings. A written outline of the individual support plan will be kept in the pupil’s child
protection record.

Children and young people who abuse others will be responded to in a way that meets their
needs as well as protecting others within the madrassah community through a multi-agency
risk assessment. We will ensure that the needs of children and young people who abuse
others will be considered separately from the needs of their victims.

We will ensure the madrassah works in partnership with parents / carers and other agencies
as appropriate

16. RESPONDING TO AN ALLEGATION ABOUT A MEMBER OF STAFF
See Appendix three and also the madrassah policy on: Allegations of abuse made against

teachers and other staff

This procedure should be used in any case in which it is alleged that a member of staff,
Trustee, visiting professional or volunteer has:

e Behaved in a way that has harmed a child or may have harmed a child;
® Possibly committed a criminal offence against or related to a child; or

e Behaved in a way that indicates s/he is unsuitable to work with children.

Although it is an uncomfortable thought, it needs to be acknowledged that there is the
potential for staff in madrassah to abuse children.

All staff working within our madrassah must report any potential safeguarding concerns
about an individual’s behaviour towards children and young people immediately.
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Allegations or concerns about colleagues and visitors must be reported direct to the Head
Teacher / Principal unless the concern relates to Head Teacher / Principal. If the concern
relates to the Head Teacher /Principal, it must be reported immediately to the Chair of
Trustees and he will decide on any action required.

17. CHILDREN WITH ADDITIONAL NEED

The madrassah recognises that while all children have a right to be safe, some children may
be more vulnerable to abuse, for example those with a disability or special educational
need, those living with domestic violence abusing parents, etc.

When the madrassah is considering excluding, either fixed term or permanently, a
vulnerable pupil and / or a pupil who is the subject of a child protection plan or where there
is an existing child protection file, we will call a risk-assessment meeting prior to making the
decision to exclude. In the event of a one-off serious incident resulting in an immediate
decision to exclude, the risk assessment must be completed prior to convening a meeting of
the Trustees

18. Withdrawal from the School

In the case of a pupil who is leaving this madrassah and for whom there has been a child
protection concern:
e Child protection records will be passed on by the DSL to the DSL at the receiving
madrassah.
e If the pupil is on the Child Protection Register, the DSL will contact his/her Social
Worker.

In the case of any child of compulsory madrassah age for whom parents have given notice,
the Madrassah will:

e find out the name and address of the receiving madrassah, check that the student
has started at the new madrassah and send on his/her madrassah records

e inform the local authority of the destination madrassah, or a parent’s intention to
home-educate their daughter or if there is no known destination madrassah

e inform the local authority if a child is due to start at this madrassah and does not
turn up

e check, if parents have said that they are moving abroad, with the madrassah to
which they are moving

® keep a summary log of children who have left the madrassah

19. Guardianship
For pupil from overseas and for pupils whose parents are temporarily living overseas or at a
different location from the child, the Madrassah will require from parents details of the

arrangements they have made for their child’s care: Name and contact details of a
responsible carer.
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Clear authority about the names of persons to whom the madrassah may release the pupil

All staff must sign a confirmation of receipt form to declare they have been made aware
of this policy and they fully understood their safeguarding duties. Appendix 9

Safer Recruitment

Our school endeavours to ensure that we do our utmost to employ ‘safe’ staff by following
the guidance in *Safeguarding Children and Safer Recruitment in Education (pp20-54)
together with the local authority and the school’s individual procedures.

Safer recruitment means that all applicants will: [change/add to in accordance with your
school procedure]
— complete an application form

— provide two referees, including at least one who can comment on the applicant’s
suitability to work with children

— provide evidence of identity and qualifications
— be checked through the Disclosure and Barring Service as appropriate to their role
— be interviewed

All new members of staff will undergo an induction that includes familiarisation with the

school’s child protection policy and identification of their child protection training needs.

e All staff sign to confirm they have received a copy of the child protection policy; stating
that they have read, understood and have adopted the expectations and principles of
safeguarding children and safer working practices. All staff sign to confirm that they
have read and understood “Keeping Children Safe In Education: Statutory Guidance For
Schools And Colleges (Dfe March 215) (Part One)”.
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APPENDIX 1
DEFINITIONS AND INDICATORS OF ABUSE

PHYSICAL ABUSE

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,
iliness in a child.

Indicators in the pupil

Bruising

It is often possible to differentiate between accidental and inflicted bruises. The following
must be considered as non-accidental unless there is evidence or an adequate explanation
provided:

® Bruising in or around the mouth

e Two simultaneous bruised eyes, without bruising to the forehead, (rarely accidental,

though a single bruised eye can be accidental or abusive)

o Repeated or multiple bruising on the head or on sites unlikely to be injured
accidentally, for example the back, mouth, cheek, ear, stomach, chest, under the
arm, neck, genital and rectal areas
Variation in colour possibly indicating injuries caused at different times
The outline of an object used e.g. belt marks, hand prints or a hair brush
Linear bruising at any site, particularly on the buttocks, back or face
Bruising or tears around, or behind, the earlobe/s indicating injury by pulling or
twisting
Bruising around the face
Grasp marks to the upper arms, forearms or leg

e Petechae haemorrhages (pinpoint blood spots under the skin.) Commonly

associated with slapping, smothering/suffocation, strangling and squeezing
Fractures
Fractures may cause pain, swelling and discolouration over a bone or joint. It is unlikely that
a child will have had a fracture without the carers being aware of the child's distress.
If the child is not using a limb, has pain on movement and/or swelling of the limb, there may
be a fracture.
There are grounds for concern if

e The history provided is vague, non-existent or inconsistent

e There are associated old fractures

o Medical attention is sought after a period of delay when the fracture has caused
symptoms such as swelling, pain or loss of movement

Rib fractures are only caused in major trauma such as in a road traffic accident, a severe
shaking injury or a direct injury such as a kick.

Madrasah Policies — March 2016 www.zeenatulquran.com



Page 19 of 118

Skull fractures are uncommon in ordinary falls, i.e. from three feet or less. The injury is
usually witnessed, the child will cry and if there is a fracture, there is likely to be swelling on
the skull developing over 2 to 3 hours. All fractures of the skull should be taken seriously.

Mouth Injuries

Tears to the frenulum (tissue attaching upper lip to gum) often indicates force feeding of a
baby or a child with a disability. There is often finger bruising to the cheeks and around the
mouth. Rarely, there may also be grazing on the palate.

Poisoning
Ingestion of tablets or domestic poisoning in children under 5 is usually due to the
carelessness of a parent or carer, but it may be self-harm even in young children.

Fabricated or Induced lliness
Professionals may be concerned at the possibility of a child suffering significant harm as a
result of having illness fabricated or induced by their carer. Possible concerns are:
e Discrepancies between reported and observed medical conditions, such as the
incidence of fits
e Attendance at various hospitals, in different geographical areas
e Development of feeding / eating disorders, as a result of unpleasant feeding
interactions
® The child developing abnormal attitudes to their own health
Non organic failure to thrive - a child does not put on weight and grow and there is
no underlying medical cause
Speech, language or motor developmental delays
Dislike of close physical contact
Attachment disorders
Low self esteem
Poor quality or no relationships with peers because social interactions are restricted
Poor attendance at school and under-achievement

Bite Marks

Bite marks can leave clear impressions of the teeth when seen shortly after the injury has
been inflicted. The shape then becomes a more defused ring bruise or oval or crescent
shaped. Those over 3cm in diameter are more likely to have been caused by an adult or
older child.

A medical/dental opinion, preferably within the first 24 hours, should be sought where
there is any doubt over the origin of the bite.

Burns and Scalds
It can be difficult to distinguish between accidental and non-accidental burns and scalds.
Scalds are the most common intentional burn injury recorded.

Any burn with a clear outline may be suspicious e.g. circular burns from cigarettes, linear

burns from hot metal rods or electrical fire elements, burns of uniform depth over a large
area, scalds that have a line indicating immersion or poured liquid.
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Old scars indicating previous burns/scalds which did not have appropriate treatment or
adequate explanation. Scalds to the buttocks of a child, particularly in the absence of burns
to the feet, are indicative of dipping into a hot liquid or bath.

The following points are also worth remembering:

e Aresponsible adult checks the temperature of the bath before the child gets in.

e Achild is unlikely to sit down voluntarily in a hot bath and cannot accidentally scald
its bottom without also scalding his or her feet.

e A child getting into too hot water of his or her own accord will struggle to get out
and there will be splash marks

Scars
A large number of scars or scars of different sizes or ages, or on different parts of the body,
or unusually shaped, may suggest abuse.

Emotional/behavioural presentation

Refusal to discuss injuries

Admission of punishment which appears excessive
Fear of parents being contacted and fear of returning home
Withdrawal from physical contact

Arms and legs kept covered in hot weather

Fear of medical help

Aggression towards others

Frequently absent from school

An explanation which is inconsistent with an injury
Several different explanations provided for an injury

Indicators in the parent

May have injuries themselves that suggest domestic violence

Not seeking medical help/unexplained delay in seeking treatment

Reluctant to give information or mention previous injuries

Absent without good reason when their child is presented for treatment

Disinterested or undisturbed by accident or injury

Aggressive towards child or others

Unauthorised attempts to administer medication

Tries to draw the child into their own illness.

Past history of childhood abuse, self-harm, somatising disorder or false allegations of
physical or sexual assault

Parent/carer may be over involved in participating in medical tests, taking temperatures and
measuring bodily fluids

Observed to be intensely involved with their children, never taking a much needed break
nor allowing anyone else to undertake their child's care.

May appear unusually concerned about the results of investigations which may indicate
physical illness in the child

Wider parenting difficulties may (or may not) be associated with this form of abuse.
Parent/carer has convictions for violent crimes.
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Indicators in the family/environment

Marginalised or isolated by the community

History of mental health, alcohol or drug misuse or domestic violence

History of unexplained death, illness or multiple surgery in parents and/or siblings of the
family

Past history of childhood abuse, self-harm, somatising disorder or false allegations of
physical or sexual assault or a culture of physical chastisement.

EMOTIONAL ABUSE

Emotional abuse is 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 include not giving the child opportunities to express their views, deliberately silencing
them or ‘making fun’ of what they say or how they communicate.

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 participating in normal social interaction.

It may involve seeing or hearing the ill-treatment of another. It may involve serious bullying
(including cyberbullying), 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.

Indicators in the pupil

Developmental delay

Abnormal attachment between a child and parent/carer e.g. anxious, indiscriminate or no
attachment

Aggressive behaviour towards others

Child scapegoat within the family

Frozen watchfulness, particularly in pre-school children

Low self-esteem and lack of confidence

Withdrawn or seen as a 'loner’ - difficulty relating to others
Over-reaction to mistakes

Fear of new situations

Inappropriate emotional responses to painful situations
Neurotic behaviour (e.g. rocking, hair twisting, thumb sucking)
Self-harm

Fear of parents being contacted

Extremes of passivity or aggression

Drug/solvent abuse
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Chronic running away

Compulsive stealing

Low self-esteem

Air of detachment — ‘don’t care’ attitude

Social isolation — does not join in and has few friends

Depression, withdrawal

Behavioural problems e.g. aggression, attention seeking, hyperactivity, poor attention
Low self-esteem, lack of confidence, fearful, distressed, anxious

Poor peer relationships including withdrawn or isolated behaviour

Indicators in the parent

Domestic abuse, adult mental health problems and parental substance misuse may be
features in families where children are exposed to abuse.

Abnormal attachment to child e.g. overly anxious or disinterest in the child

Scapegoats one child in the family

Imposes inappropriate expectations on the child e.g. prevents the child’s developmental
exploration or learning, or normal social interaction through overprotection.

Wider parenting difficulties may (or may not) be associated with this form of abuse.

Indicators of in the family/environment

Lack of support from family or social network.

Marginalised or isolated by the community.

History of mental health, alcohol or drug misuse or domestic violence.

History of unexplained death, illness or multiple surgery in parents and/or siblings of the
family

Past history of childhood abuse, self-harm, somatising disorder or false allegations of
physical or sexual assault or a culture of physical chastisement.

NEGLECT

Neglect is the persistent failure to meet a child’s basic physical and/or psychological needs,
likely to result in the serious impairment of the child’s health or development. Neglect may
occur during pregnancy as a result of maternal substance abuse.

Once a child is born, neglect may involve a parent or carer failing to:
e provide adequate food, clothing and shelter (including exclusion from home or
abandonment);
e protect a child from physical and emotional harm or danger;
® ensure adequate supervision (including the use of inadequate care-givers); or
e Ensure access to appropriate medical care or treatment.

It may also include neglect of, or unresponsiveness to, a child’s basic emotional needs.
Indicators in the pupil
Physical presentation

Failure to thrive or, in older children, short stature
Underweight
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Frequent hunger

Dirty, unkempt condition

Inadequately clothed, clothing in a poor state of repair

Red/purple mottled skin, particularly on the hands and feet, seen in the winter due to cold
Swollen limbs with sores that are slow to heal, usually associated with cold injury
Abnormal voracious appetite

Dry, sparse hair

Recurrent / untreated infections or skin conditions e.g. severe nappy rash, eczema or
persistent head lice / scabies/ diarrhoea

Unmanaged / untreated health / medical conditions including poor dental health
Frequent accidents or injuries

Development
General delay, especially speech and language delay
Inadequate social skills and poor socialization

Emotional/behavioural presentation
Attachment disorders

Absence of normal social responsiveness
Indiscriminate behaviour in relationships with adults
Emotionally needy

Compulsive stealing

Constant tiredness

Frequently absent or late at school

Poor self esteem

Destructive tendencies

Thrives away from home environment
Aggressive and impulsive behaviour
Disturbed peer relationships
Self-harming behaviour

Indicators in the parent

Dirty, unkempt presentation

Inadequately clothed

Inadequate social skills and poor socialisation

Abnormal attachment to the child .e.g. anxious

Low self-esteem and lack of confidence

Failure to meet the basic essential needs e.g. adequate food, clothes, warmth, and hygiene
Failure to meet the child’s health and medical needs e.g. poor dental health; failure to
attend or keep appointments with health visitor, GP or hospital; lack of GP registration;
failure to seek or comply with appropriate medical treatment; failure to address parental
substance misuse during pregnancy

Child left with adults who are intoxicated or violent

Child abandoned or left alone for excessive periods

Wider parenting difficulties may (or may not) be associated with this form of abuse
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Indicators in the family/environment

History of neglect in the family

Family marginalised or isolated by the community.

Family has history of mental health, alcohol or drug misuse or domestic violence.
History of unexplained death, illness or multiple surgery in parents and/or siblings of the
family

Family has a past history of childhood abuse, self-harm, somatising disorder or false
allegations of physical or sexual assault or a culture of physical chastisement.
Dangerous or hazardous home environment including failure to use home safety
equipment; risk from animals

Poor state of home environment e.g. unhygienic facilities, lack of appropriate sleeping
arrangements, inadequate ventilation (including passive smoking) and lack of adequate
heating

Lack of opportunities for child to play and learn

SEXUAL ABUSE

Sexual abuse involves forcing or enticing a child or young person to take part in sexual
activities, not necessarily involving a high level of violence, whether or not the child is aware
of what is happening.

The activities may involve physical contact, including assault by penetration (for example,
rape or oral sex) or non-penetrative acts such as masturbation, kissing, rubbing and
touching outside of clothing.

They may also include non-contact activities, such as involving children in looking at, or in
the production of, sexual images, watching sexual activities, encouraging children to behave
in sexually inappropriate ways, or grooming a child in preparation for abuse (including via
the internet).

Sexual abuse is not solely perpetrated by adult males. Women can also commit acts of
sexual abuse, as can other children.

Indicators in the pupil

Physical presentation

Urinary infections, bleeding or soreness in the genital or anal areas

Recurrent pain on passing urine or faeces

Blood on underclothes

Sexually transmitted infections

Vaginal soreness or bleeding

Pregnancy in a younger girl where the identity of the father is not disclosed and/or there is
secrecy or vagueness about the identity of the father

Physical symptoms such as injuries to the genital or anal area, bruising to buttocks,
abdomen and thighs, sexually transmitted disease, presence of semen on vagina, anus,
external genitalia or clothing
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Emotional/behavioural presentation

Makes a disclosure.

Demonstrates sexual knowledge or behaviour inappropriate to age/stage of development,
or that is unusually explicit

Inexplicable changes in behaviour, such as becoming aggressive or withdrawn
Self-harm - eating disorders, self-mutilation and suicide attempts

Poor self-image, self-harm, self-hatred

Reluctant to undress for PE

Running away from home

Poor attention / concentration (world of their own)

Sudden changes in school work habits, become truant

Withdrawal, isolation or excessive worrying

Inappropriate sexualised conduct

Sexually exploited or indiscriminate choice of sexual partners

Wetting or other regressive behaviours e.g. thumb sucking

Draws sexually explicit pictures

Depression

Indicators in the parents

Comments made by the parent/carer about the child.
Lack of sexual boundaries

Wider parenting difficulties or vulnerabilities
Grooming behaviour

Parent is a sex offender

Indicators in the family/environment

Marginalised or isolated by the community.

History of mental health, alcohol or drug misuse or domestic violence.

History of unexplained death, illness or multiple surgery in parents and/or siblings of the
family

Past history of childhood abuse, self-harm, somatising disorder or false allegations of physic
or sexual assault or a culture of physical chastisement. Family member is a sex offender.

DISABLED CHILDREN

When working with children with disabilities, practitioners need to be aware that additional
possible indicators of abuse and/or neglect may also include:

® A bruise in a site that might not be of concern on an ambulant child such as the shin,
might be of concern on a non-mobile child;

Not getting enough help with feeding leading to malnourishment;

Poor toileting arrangements;

Lack of stimulation;

Unjustified and/or excessive use of restraint;

Rough handling, extreme behaviour modification such as deprivation of medication,
food or clothing, disabling wheelchair batteries;

e Unwillingness to try to learn a child’s means of communication;
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e |lI-fitting equipment. for example calipers, sleep boards, inappropriate splinting;
® Misappropriation of a child’s finances; or
e |nappropriate invasive procedures.

Further information on Child Sexual Exploitation and Female Genital Mutilation See
appendix 10

APPENDIX 2

DEALING WITH A DISCLOSURE OF ABUSE

Action quick reference guide for staff, Trustees and volunteers

All cases of suspected child abuse (physical, sexual, emotional or neglect) should be given
the highest priority. The following sequence of actions should be adhered to.

ACT immediately if a pupil arrives in madrassah needing urgent medical
treatment. Take the pupil to the Madrassah office first aid person, who will
consult the appropriate medical professionals to arrange treatment.

LISTEN To what the pupil has to say Keep calm.
Be accessible and receptive.
Do not interrupt. Do not prompt. Do not over-question. Do not investigate.
Be aware of your non-verbal messages.
If you need to ask a question to clarify your understanding, pose the
guestion in an open manner, in order to avoid leading the pupil in any way.
Do not give undertakings of confidentiality to the pupil.
Let the pupil know that you will have to tell someone to get help for the
pupil.
Do not promise that you will sort everything out.
Reassure the pupil that he/she is right to have told you.

REPORT orally immediately to the Designated Safeguarding Lead (DSL)
Do not tell any other staff, even if the parent or the pupil asks you to.

RECORD In detail the discussion as soon as is practicable, but within 24 hours. Use the
child’s own words. Your record should be handwritten, signed and dated.
Look at Stage 3 of this policy for detail on what to include.
Remember that your notes of the discussion may be needed in subsequent
court proceedings. You are accountable for its accuracy.
Give this record, in a sealed envelope, to the DSL.
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Action: further detail for staff, Trustees and volunteers

Stage one: Interview with a pupil — a member of staff / volunteer / Trustee

A pupil may tell you that he/she has been abused OR you may have good reason to suspect
that abuse if taking place or the girl is suffering neglect.

Your role is to listen, not to investigate. This is very important.

Where a pupil feels able to disclose abuse, it is generally a sign of a strong and trusting
relationship. Such a disclosure may, however, come as a great shock to the person
concerned. Care must be taken to avoid showing this and to offer reassurance to the
student. Be aware of the importance of adopting a supportive role. Acknowledge how hard
it was for the student to tell you.

Do not prompt or ask questions which could later be interpreted as putting pressure on a
student. Use only open questions such as “Is there anything else you want to tell me?”

The conversation should be held in a private area where there are not likely to be any
interruptions. (It is highly recommended that a DSL should be present, but this is not always
possible.)

At the same time, explain the need to involve other adults. It is essential that you do not
promise to keep the information to yourself. If a pupil is in danger, you must report the
risk.

In the case of disclosure of physical abuse, you should not ask the student to remove or
adjust clothing to be able to observe marks, bruising or injury.

Where sexual abuse is suspected or alleged, it is essential not to try to investigate the
situation. It is also important to remember that it is the most difficult subject for children to
discuss and in addition they may be afraid of the implications of ‘telling’ or may be under
threat of reprisals.

Let the pupil know about confidential help-lines.
Child line 0800 1111 www.childline.org.uk
NSPCC 0808 8005000
0808 056 0566 (miniboom / deaf / hard of hearing)

Stage two: Discussion with the Designated Safequarding Lead

The member of staff, Trustee/volunteer should next always discuss the matter immediately
with the appropriate DSL. If appropriate, the pupil should be taken to the DSL

Stage three: Written record of the disclosure provided to Senior Designated Person

When a pupil has made a disclosure, the member of staff/volunteer should:
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o Make brief notes as soon as possible after the conversation. Use the madrassah
record of concern sheet wherever possible.
o Not destroy the original notes in case they are needed by a court

e Record the date, time, place and any noticeable non-verbal behaviour and the words
used by the pupil

e Draw a diagram to indicate the position of any injuries Body map Appendix7

e Record statements and observations rather than interpretations or assumptions

All records need to be given to the DSL. No copies should be retained by the member of
staff or volunteer. Record form must be used (Appendix 6)

A copy of the letter must also be given to the Head teacher / Principal in a sealed envelope
and a case number.

The DSL will ensure that all safeguarding records are managed in accordance with the
Education (Pupil Information) (England) Regulations 2005.

Staff /Trustee/volunteer must:

e Provide a handwritten, accurate, factual record of the conversation as soon as
possible and certainly within 24 hours and this must be given to the Senior
Designated Person.

e The pupil’s actual words must be used, not your interpretation of those words or
your assumptions.

e Include the names of any people present at the disclosure; date, time, context,
location and sequence of the conversation; a brief outline of what the pupil said has
happened, when and to whom and by whom; the non-verbal behaviour and
demeanour of the pupil; a brief description of any visible or alleged physical injuries
(please record these on a body map); the pupil’s preferred follow-up action.

e Any comments made by a parent/guardian should be noted accurately as soon as
possible.

e Sign and date this record.

After a referral has been made to the DSL, the staff member I Trustee! Volunteer takes no
further action.

Stage four: Follow-up by the Designated Safequarding Lead

The DSL will follow BwD Local Safeguarding Children Board procedures in the appropriate
manual.

Initially, the DSL will consult the Head teacher / Principal and confer about approaching
Parents, the local Children’s Services, Medical Services and the Police as appropriate. It is
good practice to discuss concerns with the parents and where possible to seek agreement,
but this will not be done if it would place the pupil at increased risk.
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If there is an injury and it is so serious that immediate medical treatment is required, the
DSL will arrange for the pupil to be taken to hospital, usually accompanied by a first Aider.

The parent(s) will be informed that this action has been taken.

If a pupil’s attendance falls below 85% and parents have not provided a letter from a GP or
other medical expert that the absence is due to valid medical reasons, the DSL will inform
the girl’s Local Education Authority.

The DSL will make decisions on sharing information with other agencies and with parents
based on professional Judgment, experience and training. The Head Teacher / Principal will
normally be consulted before any external agencies are involved.

The DSL is responsible for contacting external agencies on behalf of any pupil of the
madrassah. In his/her absence, the Madrasah Zeenatul Quran will contact external agencies
after liaison with the Head teacher / Principal.

Immediate contact with external agencies will often be made by the DSL by telephone, but
this must be followed up by completing a Common Assessment Form within 24 hours of a
disclosure or suspicion of abuse.

No other member of staff should contact external agencies.

Any calls received by another member of staff from external agencies should be
transferred to the appropriate Designated Person.

If a pupil is referred to the Children’s Services team by the Senior Designated Person:

® The written referral should be acknowledged within one working day.
e |[f the DSL hears nothing within three days, the DSL should contact Children’s Services
again.

An initial assessment should take place within seven working days that is seeing and
speaking to the child (and family members, as appropriate.)

If it seems necessary to the pupil’s welfare, the Senior Designated Person will pass on
selected information to the class teacher. This information will be on a strictly “need to
know” basis.

It is essential that pupils who are known to be at risk, or about whom there has been
concern in the past, are observed closely in madrassah and that the DSL is alerted
immediately to concerns. He/she will liaise with the appropriate Children’s Services office.

The DSL will notify Children’s Services if there is an unexplained absence of more than two

days of a student who we know is on the Child Protection Register. It is the responsibility of
the Form Tutor to alert the appropriate designated staff of such an absence.
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The DSL will store records written by all involved adults and will produce hand-written
records of the observations, conversations, contact with external agencies and action taken
at Stage Four.

Individual pupil records in Office are marked by a coloured dot if confidential information is
stored elsewhere, by the DSL

Stage five: Action by external agencies

Child Protection case conference and Core Group meetings

The madrassah will provide cover to enable the appropriate member of staff to attend a
Child Protection case conference. Where possible, the madrassah will also permit the DSL to
accompany this member of staff. It will be the responsibility of the member of staff or DSL
to bring back from the meeting information about how the Madrassah may be required to
monitor the situation and support the student.

If the PUPIL is placed on the local Child Protection Register, a Core Group will be agreed. The
Madrassah will provide cover to enable the appropriate person to attend monthly Core
Group meetings.

APPENDIX 3

ALLEGATIONS ABOUT A MEMBER OF STAFF, TRUSTEE OR VOLUNTEER
1. Inappropriate behaviour by staff/volunteers could take the following forms:

Physical

For example the intentional use of force as a punishment, slapping, use of

objects to hit with, throwing objects or rough physical handling.

° Emotional
For example intimidation, belittling, scapegoating, sarcasm, lack of respect for
children’s rights, and attitudes that discriminate on the grounds of race, gender,
disability or sexuality.

° Sexual
For example sexualised behaviour towards pupils, sexual harassment, sexual
assault and rape.

° Neglect

For example failing to act to protect a child or children, failing to seek medical

attention or failure to carry out an appropriate risk assessment.

2. If a pupil makes an allegation about a member of staff, Trustee, visitor or volunteer
the Head Teacher / Principal should be informed immediately. The Head Teacher /
Principal should carry out an urgent initial consideration in order to establish
whether there is substance to the allegation. The Head Teacher / Principal should
not carry out the investigation himself/herself or interview pupils.
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3. The Head Teacher / Principal must exercise, and be accountable for, their
professional judgment on the action to be taken, as follows:

e |[f the actions of the member of staff, and the consequences of the actions, raise
credible child protection concerns the Head Teacher / Principal will notify the BwD
LSCB. The BwD LSCB will advise about action to be taken and may initiate internal
referrals within children’s social care to address the needs of children likely to have
been affected.

e |[f the actions of the member of staff, and the consequences of the actions, do not
raise credible child protection concerns, but do raise other issues in relation to the
conduct of the member of staff or the pupil(s), these should be addressed through
the school’s own internal procedures.

e If the Head Teacher/Principal decides that the allegation is without foundation and
no further formal action is necessary, all those involved should be informed of this
conclusion, and the reasons for the decision should be recorded on the child
protection file.

4. Where an allegation has been made against the Head Teacher/ principal, then the
Chair of the Trustees takes on the role of liaising with the BwD LSCB team in
determining the appropriate way forward.

For details of this specific procedure see the school policy on: Allegations against Staff and
Volunteers

APPENDIX 4

INDICATORS OF VULNERABILITY TO RADICALISATION

1. Radicalisation refers to the process by which a person comes to support terrorism
and forms of extremism leading to terrorism.

2. Extremism is defined by the Government in the Prevent Strategy as:
< Vocal or active opposition to fundamental British values, including democracy,
the rule of law, individual liberty and mutual respect and tolerance of different
faiths and beliefs.
< We also include in our definition of extremism calls for the death of members of
our armed forces, whether in this country or overseas.

3. Extremism is defined by the Crown Prosecution Service as:

The demonstration of unacceptable behaviour by using any means or medium to express
views which:

% Encourage, justify or glorify terrorist violence in furtherance of particular beliefs;
+ Seek to provoke others to terrorist acts;
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Encourage other serious criminal activity or seek to provoke others to serious
criminal acts; or
Foster hatred which might lead to inter-community violence in the UK.

There is no such thing as a “typical extremist”: those who become involved in
extremist actions come from a range of backgrounds and experiences, and most
individuals, even those who hold radical views, do not become involved in violent
extremist activity.

Pupils may become susceptible to radicalisation through a range of social, personal
and environmental factors - it is known that violent extremists exploit vulnerabilities
in individuals to drive a wedge between them and their families and communities. It
is vital that madrassah staff are able to recognise those vulnerabilities.

Indicators of vulnerability include:

Identity Crisis — the pupil is distanced from their cultural / religious heritage and
experiences discomfort about their place in society;

Personal Crisis — the pupil may be experiencing family tensions; a sense of isolation;
and low self-esteem; they may have dissociated from their existing friendship group
and become involved with a new and different group of friends; they may be
searching for answers to questions about identity, faith and belonging;

Personal Circumstances — migration; local community tensions; and events affecting
the pupil’s country or region of origin may contribute to a sense of grievance that is
triggered by personal experience of racism or discrimination or aspects of
Government policy;

Unmet Aspirations — the pupil may have perceptions of injustice; a feeling of failure;
rejection of civic life;

Experiences of Criminality — which may include involvement with criminal groups,
imprisonment, and poor resettlement / reintegration;

Special Educational Need —pupils may experience difficulties with social interaction,
empathy with others, understanding the consequences of their actions and
awareness of the motivations of others.

However, this list is not exhaustive, nor does it mean that all young people
experiencing the above are at risk of radicalisation for the purposes of violent
extremism.

More critical risk factors could include:

Being in contact with extremist recruiters;

Accessing violent extremist websites, especially those with a social networking
element;

Possessing or accessing violent extremist literature;

Using extremist narratives and a global ideology to explain personal disadvantage;
Justifying the use of violence to solve societal issues;

Joining or seeking to join extremist organisations; and
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Significant changes to appearance and / or behaviour;
Experiencing a high level of social isolation resulting in issues of identity crisis and /
or personal crisis.

APPENDIX 5

PREVENTING VIOLENT EXTREMISM -
ROLES AND RESPONSIBILITIES OF THE SINGLE POINT OF CONTACT (SPOC)

The SPOC for the Madrasah is Mr Faruk Patel & Mrs Anisa Patel, who is responsible for:

>

>
>

Ensuring that staff of the Madrasah are aware that you are the SPOC in relation to
protecting pupils from radicalisation and involvement in terrorism;

Maintaining and applying a good understanding of the relevant guidance in relation
to preventing pupils from becoming involved in terrorism, and protecting them from
radicalisation by those who support terrorism or forms of extremism which lead to
terrorism;

Raising awareness about the role and responsibilities of Madrasah Zeenatul Quran in
relation to protecting pupils from radicalisation and involvement in terrorism;
Monitoring the effect in practice of the madrassah’s curriculum and assembly policy
to ensure that they are used to promote community cohesion and tolerance of
different faiths and beliefs;

Raising awareness within the madrassah about the safeguarding processes relating
to protecting pupils from radicalisation and involvement in terrorism;

Acting as the first point of contact within the madrassah for case discussions relating
to pupils who may be at risk of radicalisation or involved in terrorism;

Collating relevant information from in relation to referrals of vulnerable pupils into
the Lancashire Constabulary

Reporting progress on actions to the ENGAGE Co-ordinator; and

Sharing any relevant additional information in a timely manner.

APPENDIX 6

Recording Form for Safeguarding Concerns

Staff, volunteers and regular visitors are required to complete this form and pass it to the
Madrasah Designated Safeguarding Lead, Mr Hamza Patel & Mrs Anisa F Patel if they have a
safeguarding concern about pupil in our madrassah.

Case number:

To be written by the DSL

Full name of pupil Date of Birth Form group Your name and position

in madrassah
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Nature of concern/disclosure

Please include where you were when the pupil made a disclosure, what you saw, who else
was there, what did the child say or do and what you said.

Was there an injury? Yes/No Did you see it? Yes/No

Describe the injury:

Have you filled in a body plan to show where the injury is and its approximate size?
Yes / No

Was anyone else with you? Yes/No

Who?

Has this happened before? Yes/No
Did you report the previous incident? Yes/No

To whom you reported it?

Who are you passing this information to? Name: Date:
Position: Time:

Your signature:

Date:

Action taken by
DSL

Referred to...? If applicable

Madrasah Policies — March 2016 www.zeenatulquran.com



Page 35 of 118

Parents informed? Yes / No (If No, state reason)

Feedback given to...?

Pastoral team Tutor pupil Person who recorded disclosure
Full name:....ocee e

DSL signature:.....cccoceveenveeeveencen e, Date....cccoveveereene

APPENDIX 8

Safeguarding Induction Sheet for new or supply staff and regular visitors or volunteers at
madrassah

We all have a statutory duty to safeguard and promote the welfare of children, and at our
school we take this responsibility seriously.

If you have any concerns about a pupil or young person in our school, you must share this
information immediately with our Designated Safeguarding Lead or one of the alternate
post holders.

Do not think that your worry is insignificant if it is about hygiene, appearance or behaviour —
we would rather you told us as we would rather know about something that appears small
than miss a worrying situation.

If you think the matter is very serious and may be related to child protection, for example,
physical, emotional, sexual abuse or neglect, you must find one of the designated
professionals detailed below and provide them with a written record of your concern. A
copy of the form to complete is attached to this and others can be obtained from
RECEPTION OR DSL Mr/Mrs. Please ensure you complete all sections as described.

If you are unable to locate them ask a member of the school office staff to find them and
to ask them to speak with you immediately about a confidential and urgent matter.

Any allegation concerning a member of staff, a pupil’s foster carer or a volunteer should be

reported immediately to the Head teacher / Principal. If an allegation is made about the
Head teacher / Principal, you should pass this information to the Chair of the Trustees, Mr
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Abdul Quddus Mulla on 07790 302 306. Alternatively, you can contact the Local Authority
Designated Officer

APPENDIX 9

CONFIRMATION OF RECEIPT OF SAFEGUARDING

Staff NAME:__ ..ottt s s

Date of joining madrassah: .............cccocoviviniviiiceicce e

Date of induction:
Name and post holder of staff member responsible for induction:
Mr Faruk Patel (Head teacher / Principal)

| confirm that | have received and read the Madrasah Zeenatul Quran Safeguarding, Visitors,
Prevent, Safer Recruitment, Allegation made against staff policies.

| have been made aware of my duty to safeguard and promote children’s welfare.
The procedure for reporting concerns about a pupil has been explained to me.

Please sign and return this form to the Head teacher/ Principal
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Further information on Child Sexual Exploitation and Female Genital Mutilation Appendix 10

Child sexual exploitation (CSE) involves exploitative situations, contexts and relationships
where young people receive something (for example food, accommodation, drugs, alcohol,
gifts, money or in some cases simply affection) as a result of engaging in sexual activities.

Sexual exploitation can take many forms ranging from the seemingly ‘consensual’
relationship where sex is exchanged for affection or gifts, to serious organised crime by
gangs and groups.

What marks out exploitation is an imbalance of power in the relationship.

The perpetrator always holds some kind of power over the victim which increases as the
exploitative relationship develops.

Sexual exploitation involves varying degrees of coercion, intimidation or enticement,
including unwanted pressure from peers to have sex, sexual bullying including cyberbullying
and grooming.

However, it also important to recognise that some young people who are being sexually
exploited do not exhibit any external signs of this abuse.

Female Genital Mutilation (FGM): professionals in all agencies, and individuals and groups
in relevant communities, need to be alert to the possibility of a girl being at risk of FGM, or
already having suffered FGM.

There is a range of potential indicators that a child or young person may be at risk of FGM,
which individually may not indicate risk but if there are two or more indicators present this
could signal a risk to the child or young person.

Victims of FGM are likely to come from a community that is known to practice FGM.

Professionals should note that girls at risk of FGM may not yet be aware of the practice or
that it may be conducted on them, so sensitivity should always be shown when approaching
the subject.

Warning signs that FGM may be about to take place, or may have already taken place, can
be found on pages 11-12 of the Multi-Agency Practice Guidelines referred to previously.

Staff should activate local safeguarding procedures, using existing national and local
protocols for multi-agency liaison with police

The designated senior person for safeguarding and child protection is:
1) Mr Hamza Patel

Tel: 07456 873 172

Madrasah Policies — March 2016 www.zeenatulquran.com



Page 38 of 118

The deputy designated person is _Mrs Anisa F Patel

Contact email: anisa727@gmail.com

The nominated safeguarding and child protection governor is Mr Abdul Quddus
The Head Teacher/Principal is Maulana Faruk Patel

The LADO for Blackburn with Darwen is: Megan Dumpleton

Contact email: megan.dumpleton@blackburn.gov.uk tel: 01254 585 184
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MADRASAKI
g)eenatu[ Quran P

ANTI-BULLYING
POLICY (2)
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Allah (SWT) says in suratul Hujurat:

"0 you, who have believed, avoid much [negative] assumption. Indeed, some assumption
is sin. And do not spy or backbite each other. Would one of you like to eat the flesh of his
brother when dead? You would detest it. And fear Allah; indeed, Allah is accepting of
repentance and Merciful."

"0 you who have believed, let not a people ridicule [another] people; perhaps they may be
better than them; nor let women ridicule [other] women; perhaps they may be better than
them. And do not insult one another and do not call each other by [offensive] nicknames.
Wretched is the name of disobedience dafter [one's] faith. And whoever does not repent -
then it is those who are the wrongdoers."

All creatures are Allah’s family; and Allah loves most those who treat his family well and
kindly.' (Bayhaqi)

Embedding anti bullying work in schools/Madrasah (DCFS-00656-2007)
Cyberbullying (DCFS 00658-2007) Homophobic Bullying (DCFS 00668-2007

This policy takes account of DFE Guidance Preventing and Tackling Bullying which has
replaced Safe to Learn — Embedding anti-bullying work in schools.

This policy is updated to respond to the requirements of the equality Act 2010 and
considers the guidance of the National Assembly circular 23/03 Respecting Others: Anti-
bullying guidance. And Dfe guidance on Preventing and tackling bullying.-Advice for head
teachers, staff and governing bodies

What is bullying?

Every pupil should be able to learn in a madrassah environment free from bullying of any
kind, and in which they feel safe and supported. There is no place for bullying in our
madrassah’s and communities and each of us involved in education has a role in creating a
culture in madrassah where bullying is not tolerated. No pupils deserve to suffer the pain
and indignity that bulling can cause. We recognise the negative impact it has on the
educational experiences and wider development of so many of our pupils. Bullying has no
place anywhere in the madrassah community, and this applies both of the bullying of pupils
and teachers.

Providing safe and happy places to learn is essential to achieving madrassah improvement,
raising achievement and attendance, promoting equality and diversity, and ensuring the
safety and well — being of all members of the madrassah community.

The government defines bullying as:

Behaviour by an individual or group, usually repeated overtime, that intentionally hurts
another individual or group either physically or emotionally.

Bullying includes: name — calling: taunting; mocking; making offensive comments; kicking
hitting; pushing; taking belongings; inappropriate text messaging and emailing; sending
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offensive or degrading images by phone or via the internet; producing offensive graffiti;
gossiping; excluding people from the groups; and spreading hurtful and truthful rumours.

Although sometimes occurring between two individuals in isolation, it quite often takes
place in the presence of others.

Bullying can take place between pupils and staff, or between staff, by individuals or groups,
face to face, indirectly or using a range of cyber bullying methods.

Anti-bullying policy aims to:

YyVYY

Prevent, de-escalate and/ or stop any continuation of harmful behaviour.

React to bullying incidents in a reasonable proportionate and consistent way.
Safeguard the pupils who has experienced bullying and to trigger sources of support
for the pupils.

Apply disciplinary sanction to the pupils easing the bullying and ensure they learn
from the experiences.

Educate the whole madrassah community (pupils, staff, parents and trustees) about
the bullying, by providing both the awareness strategies to recognise it and
procedures to deal with it.

What does the law say school should and can do about bullying?

a)

The law requires that head teachers / principals must:

Determine the more detailed measures (rules, reward, sanctions and behaviour
management strategies) on behaviour and discipline that form the school’s
behaviour policy. The policy determined by the head teacher / principal must include
measures to be taken with a view to “encourage good behaviour and respect for
others on the part of pupils and, in particular, preventing all forms of bullying
amongst pupils”.

Publicise the measures in the behaviour policy and draw them to the attention of
pupils, parents and staff at least once a year.

Determine and ensure the implementation of a policy for the pastoral care of the
pupils.

Ensure the maintenance of good order and discipline at all times during the school
day and whenever the pupils are engaged in authorised school activities, whether on
the madrassah premises or elsewhere.

The law requires that teachers must:

Promote the general progress and well-being of individual pupils and of any class or
group of pupils assigned to them, which includes ensuring as far as possible that
pupils are free from bullying and harassment; and all staff must apply the madrassah
rewards and sanctions lawfully.

INTERVENTION STRATEGIES
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e Anti- Bullying Notice Board

Posters around madrassah showing pupils what to do if they are being or witness
bullying

Taribiyah Lessons

Anti-Bullying Week

Assemblies

Staff CPD Sessions

Staff attending regular CPD courses from outside agencies
Anti-Bullying Officer available to speak to

Prefects from the (Older Classes) as peer support and help
Worry Box

What do we know about bullies and those who are bullied?

> Pupils may be reluctant to report bullying for fear of repeat harm and because of a
concern that “nothing can be done”. It is therefore important that madrassah show
they can support pupils to prevent harm, that bullying is not tolerated, and that
there are solutions which work.

> Pupils may not report bullying because they may feel it is something within them
which is at fault. Pupils therefore need to receive a clear message from madrassahs
that nobody ever deserves to be bullied.

> The way that a madrassah deals with the bullying of pupils by staff will also have an
impact on the confidence of pupils to report bullying — it is important that
madrassahs demonstrate that bullying is a whole — madrassah issue and that the
bullying of any member of the madrassah community will be taken seriously and
dealt with effectively.

> Pupils with learning disabilities or communication difficulties may not understand
that they are being bullied or may have difficulty in explaining that they are being
bullied. Madrassah staff should look for signs of bullying and act if they suspect a
pupil is being bullied.

> Pupils not directly involved in bullying can be unsure of what to do. Different roles

within bullying have been identified:

a) The ring-leader, the person who through their social power can direct bullying
activity.

b) Assistants / associates, who actively join in the bullying (sometimes because they
are afraid of the ring-leader),

c) Reinforces, who give positive feedback to the bully, perhaps by smiling or
laughing.

d) Outsiders/ bystanders, who stay back or stay silent and thereby appear to
condone or collude with the bullying behaviour.

e) Defenders, who try to intervene to stop the bullying or comfort pupils who
experience bullying.
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It should be noted, however that the same pupils can adopt different roles at
different times, or indeed at the same time (a bullied pupils might be bullying
another pupil at the same time, or seeming “reinforce” might become a “defender”
when the ring — leader is not around).

Some pupils may be more vulnerable than others. It is important that we are
sensitive to pupils who because of their behaviours or circumstances may be
vulnerable. Deteriorating attendance, poor punctuality, lack of progress and
diminishing achievement can be indicators that the pupils is vulnerable in some way
and susceptible to — or suffering already from — bullying.

Pupils being bullied may also demonstrate emotional and behavioural problems,
physical problems such as headaches and stomach pains, or signs of depression.
Bullying is a deeply damaging activity, for both the person being bullied and the
person conducting the bullying, and its legacy can follow young people into
adulthood.

Early identification of pupils at risk can help us enabling them to develop more
effective strategies for responding to, and preventing, incidents induction meetings
and other processes can be used to help identify specific needs or likely concerns so
these can be taken into account when we develop their anti-bullying strategies.
Some bullying behaviour by pupils is linked to deeper issues. As should be the case
when responding to those who are bullied, understanding the emotional health and
wellbeing of these pupils is key to selecting the right strategies and to engaging the
right external support where is needed (for example, in relation to issues of
domestic violence or safeguarding issues).

Procedures for staff

All staff need to know how to respond to a bullying incident:

All bullying incidents must be reported immediately in writing to the Anti-Bullying officer
who will keep a log of it.

*,

<,

L X4

2
L X4

2
L X4

Minor incidents may be dealt with by procedures laid down in the behaviour policy
but persistent incidents need to be dealt under the cloak of the Anti — Bullying
Policy.

If a pupils or a parent reports an incident, this needs to be taken seriously and act
upon immediately. It should not be dismissed; the veracity of the complaint should

be established.

If an incident is reported, staff must be extra vigilant and may need to investigate by
collecting statements from pupils, other teachers, volunteers, organiser, etc.

The Anti-Bullying officer in liaison with the head teacher / principal will establish
facts and decide on a suitable action to take.

Parents of the victim and the bullies must be kept informed throughout.
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If bullying continues, the Anti-Bullying officer must report the incident to the Head
teacher /principal for further action.

In case of persistent bullying, the Head teacher / principal and Trustees will consider
further action, including exclusion. Exclusion as a response to bullying should be
used sparingly and always as a last resort.

Strategy for dealing with bullying

The following is a list of actions available to staff depending on the perceived seriousness of
the situation. The emphasis is always on caring, listening approach as bullies are often
victims too — that is why they bully.

<

*

L 4

L 4

Discussions at length with the victim. This will require patience and understanding.
Remember — Listen, believe and act.

Identify the bully/ bullies. Obtain witnesses if possible. Do an effective and fair
investigation.

Discussions with the bully. Confront them with the details and ask them to tell the
truth about the situation/ incident. Make it clear that bullying is not acceptable at
the school, deter them from repeating that behaviour and signal to other pupils that
the behaviour is unacceptable and deter them from doing it.

If they own up then follow the procedure outlined in the behaviour policy.

L X4

2
L X4

2
L X4

Sanctions for the bully may include withdrawal from activities, isolation during
reward or break time, exclusion from madrassah, depending on the perceived
severity of the incident (s).

If they do not own up, investigate further. It is clear that they are lying, continue
with the procedure. Pupils usually own up if presented with all the facts.

Separate discussions with parents of bully and victim.

Continue monitoring the situation by observing at reward / break times and having
discussions with victim to ensure no repetition.

As the behaviour of the bully (hopefully) improves. Then favoured actives etc can be
reinstated, and the pupils should be praised for good behaviour. This will rebuild the
pupils’ self-esteem, which may have been damaged after being caught bullying, or
could have been low anyway, hence the bullying.

In order to identify incidents of bullying and the identities of bullies, at Madrasah
Zeenatul Quran we have agreed to carry out the following strategies:
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e All staff watch for early signs of distress in pupils.
e All staff listens, believe, act.

e Parents, who are concerned that their child might be being bullied, or who suspect
that their child may be a perpetrator of bullying, should contact their child’s form
teacher (Class Ustaad) immediately.

Curriculum organisation and management Co-ordination

The Anti-bullying policy will be co-ordinated by the Head teacher / principal, Anti-Bullying
Officer (ABO) who will liaise with both teaching and non-teaching staff.

Delivery

As part of the Tarbiyah element of the curriculum

e By dealing with specific issues as they are relevant

e Trough story, drama (Mukalama) and visual aids

® Assemblies, Islamic study circles and madrassah council.

Teaching methods
A mixture of whole class, groups and individual teaching will adopted according to need.

Resources
Are in Tarbiyah schemes of work.

Staff training

The Anti-Bullying Officer is responsible for organising staff training to support the
implementation of this policy.

Evaluation

> Long and medium term planning will be reviewed by Head teacher / principal, and
Tarbiyah Co-ordinator in liaison with the Anti-Bullying Officer.
> Anti-Bullying Officer termly / annual report to Head teacher / principal.

Specific issues working with parents

The madrassah firmly believes in a partnership with parents in order to deal effectively with
cases of bullying and to‘re-educate’ the bullies whilst supporting the recipient of the
bullying.

Confidentiality

This will be maintained where appropriate.

Equal Opportunities

The Anti — bullying policy follows the guidelines laid down in our Equality policy and the
Equality Act of 2010 (amended 2014), Behaviour policy and Safeguarding polices (1-4)
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This policy is monitored by the Head teacher / principal and Anti-Bullying Officer and
reviewed annually.

Appendices
1. Where bullying can occur.
2. How can a madrassah find out if bullying is happening.
3. Possible signs and symptoms of bullying.
4. Curriculum issues to be explored.
5. Monitoring the effectiveness of the policy
Appendix 1
Where bullying can occur:
e (lassroom
® Elsewhere in the madrassah e.g. toilets
e Playground / Jamat Kahna
® To and from madrassah
Appendix 2

How can a Madrassah find out if bullying is happening:

Listening to pupils

Reports from parents

Reports from community
Observations by adults in school
Year assemblies and circle time

Appendix 3
Possible signs and symptoms — these symptoms may be an indication of bullying but there
can be many other explanations for changes of behaviour:

General change in behaviour

Unwillingness to go to madrassah

Bed wetting/ wetting themselves

Disrupted sleep patterns

Poor madrassah performance

Continually complaining

Becoming withdrawn or over sensitive
Aggressive or disruptive behaviour

Change in eating patterns

Physical signs bruises, scratches, torn clothing
Attention seeking — e.g. faking illnesses
Damage to or loss of equipment/ possessions

Appendix 4

Curriculum issues to be explored:
v What is bullying?
v What cause people to bully each other?
v How does it feel to be bullied?
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What is the effect of bullying behaviour on other pupils?

What should one do if one witnesses bullying behaviour?

Why should we try not to bully?

What can be we do to stop bulling?

What sanctions should be in place to prevent bullying behaviour?

SSENENENEN

Appendix 5
Monitoring the effectiveness of the policy in reviewing this policy and its effectiveness we
should hope to find:
0 All the staff are more aware of the issues involved.
0 Any reported incidents of bullying are dealt with to the satisfaction of pupils/
parents concerned.
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Health and Safety Policy (3)
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This policy was drawn up with reference to the Health and Safety at Work document
Introduction

Health and Safety is of prime importance to the madrassah and we will seek to conduct our
business in such a way as to avoid harm to our employees and all others who may be
affected directly or indirectly by our activities.

This policy outlines the responsibilities and arrangements for ensuring your Health and
Safety. Itis therefore important that you read the policy before starting work at the

madrassah.

Aim and objectives:

The aim of our madrassah is to create a safe environment, for all users of the madrassah,
students, madrassah staff, parents and the community.

This includes:
e The ability of each individual to protect him/her self
e Concern and consideration for the safety of others
e Knowledge of what to do in certain situations or seeking expert help where the
necessary skills are not available.
e Alertness and control
e Cultivation of good habits

Learning to be safe

We believe that students learn best through practical experiences and active involvement in
all areas of the curriculum. Students are taught to have care and consideration for
themselves and others:
® In the classroom
When using equipment e.g. scissors, tools, benches
When moving around madrassah
When carrying out investigations related to the curriculum
When on educational visits
Safe places to play (stranger danger etc)
Healthy eating habits, fruit time in breaks
Wearing the right clothing for lessons

We have a limited number of madrassah rules, which are for safety reasons, such as walking
round madrassah, playing in sight of an adult on duty, care of property etc.

Educational visits are carefully planned in advance, by following instructions in the
education visit policy.
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Roles and responsibilities

The madrassah Health and Safety (H & S) committee consists of:-

Headteacher / Principal

to pursue objectives in respect of H&S policy

to set up arrangement to meet the H&S requirement

to be available to any member of staff to discuss and seek to resolve health and
safety problems

to report to the Trustees

to inform staff of any changes/hazards etc

to ensure that all areas of the madrassah are inspected regularly

to ensure that a system is established for reporting, recording and investigation of
accidents and that all reasonable steps are taken to prevent recurrences

to ensure that all visitors, including maintenances contractors are informed of any
hazards on site of which they may be unaware

to ensure that consideration is given to the possibilities of maintenance work
affecting students and staff

to ensure that effective arrangements are in force to facilitate ready evacuation of
the buildings in case of fire or emergency and that firefighting equipment is available
and maintained

Health and Safety coordinator

To ensure that employees are:-

- Aware of their responsibilities under the Health and Safety at Work Act

- Familiar with the requirements of the madrassah’s safety policy

- made aware of the hazards in their area of activity

- Familiar with safe methods of work

- Aware of the action to be taken in an emergency

- Aware of the first aid facilities available

to ensure that safety rules and safe methods of work are observed, and that
protective equipment is utilized where appropriate

to inform the head of all accidents and incidents and assist in the investigation

to initiate or recommend any necessary repairs or maintenance work

to maintain a high standard of a safe working environment at all times

to participate in consultation with head and employees in promoting progression
improvements in the safety of activities

All staff

to co-operate with safety representatives in the fulfilment of the objectives of the
madrassah’s H&S policies and their responsibilities under the Health and Safety at
Work Act
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e to comply with safety rules and procedures laid down in their area of activity

e to take reasonable care to avoid injury to themselves and others by act or omission
whilst at work

e to use such protective clothing or equipment as may be provided

e toreport all sickness, accidents and dangerous occurrences promptly

Health and Safety Assistance

To assist us in our undertaking we have appointed RBS Mentor services as H&S consultants
to provide competent advice and guidance.

Arrangement for ensuring Health and Safety

Every person entering the premises will be made aware of the emergency procedures

The health and safety committee of the madrassah will issue, as necessary, policy
curriculums and/or guidance notes through the head and H&S coordinator and will be a
circulated to appropriate staff. A full record of guidance will be kept in a file in the office. It
is the responsibility of members of staff to refer to these documents as the need arises.

New employees will, as part of normal induction process, be given health and safety
information relevant to their work. Including fire warning procedures and first aid

facilitation etc.

Protective Clothing

Where appropriate, suitable and adequate protective equipment/clothing will be made
available to employees engaged in hazardous activities.

Consultation

Any employee who has a problem relating to health and safety at work must raise the
matter with the H&S coordinator who will take appropriate action.

Proposals for introducing new Machinery, substances or processes will be subject to
consultation with relevant employees and appropriate instruction, training and information
will be provided where necessary.

Certain items of plant and equipment may be subject to statutory inspections.
Competency and Training

The progression of adequate training is vital to health and safety of all members of staff. The
head teacher supported by staff will identify needs and secure appropriate training.

The HSE states that “for a person to be competent, they need qualifications, experience,
and qualities appropriate to their duties.” In reality, only an assessment of the individual
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can demonstrate competence. Competent employees are expected to act in manner that is
reasonable depending on their levels of knowledge, skills and training.

Do not operate machinery or attempt anything that you do not have the competence, skills
or abilities to do or if you have not been trained.

Visitors and Visiting staff

Any employee who during the course of his or her work, as required to visit premises other
than their normal place of work must comply with the health and safety instructions relating
to those premises.

Those persons inviting visitors into premises are responsible for ensuring that they are made
aware of safety rules and procedures sufficient to ensure their safety.

All visitors must sign the visitor’s book in the madrassah office.
Smoking
It is the policy of the trustees that the madrassah is a no-smoking madrassah

Smoking including the use of e-cigarettes, is not permitted in any area of the madrassah by
staff, parents or visitors to the madrassah.

Monitoring the policy

A yearly review of all procedures and risk assessment will be carried out by staff and
amended as necessary. Ongoing monitoring will be under taken by all staff, teaching and
non-teaching.

The head will monitor the implementations of the H&S policy and advise the H&S
committee of any issues arising from the monitoring.

The policy will be reviewed annually by the trustees and the H&S committee.
This policy was reviewed and updated

Signature of Health & Safety Coordinator Dated
Signature of Head teacher /Principal - Dated
Signature of Governor Dated

Evacuation Procedures

The madrassah has set procedures in case of an emergency in madrassah, such as a fire or
bomb alert when the building needs to be evacuated.

These drills are carried out at least once a term.
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All staff and students are familiar with these procedures, and know their own exit route,
place of assembly and roll call procedure.

The Health and Safety coordinator will test fire alarms on weekly bases and record it in the
fire precaution.

As soon as the fire alarm sounds all students and adults must stop what they are doing and
walk out of the building through the nearest exit, to assembly point.

HOW TO EXIT THE MADRASSAH
Before leaving the madrassah, the office staff will dial 999 for the fire brigade.

The office staff is responsible for taking all of the registers out of madrassah with them, and
also the visitors "sign in" book. The caretaker will unlock and open the main gates for
emergency vehicles.

The teacher in charge of the students at the time of the alarm should report to fire marshall
and account for all students.

Nobody is to go back into madrassah. If a student is missing it must be reported.

When the building is reported to be safe and the Head teacher authorises, staff and
students may return to the building.

Staff should ensure that their students walk in and out of Madrasah sensibly, and line up
quietly.

If their normal exit is blocked for any reason, then staff and students should use the nearest
available exit

Emergency Evacuation during exams

Prior to the exam period and at the beginning of each exam, the candidates will be informed
of the emergency evacuation procedures which is different to the normal evacuation
procedures;
e (Candidates must remain under controlled exam conditions.
e Candidates are evacuated leaving all exam materials on their desks
e Candidates are evacuated to the exam assembly point, far end of playground and
must remain 1.5 meters apart
e Exams officer and other available staff meet at the assembly point to provide
assistance and supervision
e On re-entry to exam room, the exam is restarted and the candidates given their full
entitlement
® Any student who is found to have communicated with another may be dis barred
from this session
o A full copy of the exam evacuation procedure will be in the exam room during every
examination

Bomb Alerts
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In the event of bomb alert the Head teacher / Principal or office staff must:

e Ring the fire alarm to activate the evacuation of the premises of all adults and
students (see fire drill procedure)

® Phone 999 for the fire brigade and police

e Check that the evacuation procedure has been followed

® Remain at the front of the madrassah to meet the fire brigade/police and direct
them to the incident.

e All students and adults must remain outside

® Only when the all clear has been given will students and adults be allowed to re-
enter the premises

If the alert is a practice, then the fire brigade must be informed before the evacuation of the
premises takes place.

Car Parking

Car parking is a concern at the madrassah as it is a hazard for those who use the madrassah.

It is also a hazard for neighbours who live within the vicinity of the madrassah. Drivers
parking cars at the madrassah, near it or dropping or collecting students at the madrassah
should at all times have consideration for the safety of pedestrians, other road users and
the immediate community. In particular, the road markings near the Madrasah crossing
should be observed at all times.

Visitors parking at the madrassah should leave a note of their car registration number with
the madrassah office in case the car has to be moved etc.

At no time should the madrassah entrance be obstructed.

Regular letters to parents emphasise the following:
e Care of our neighbours
e Not parking on yellow lines
e Dropping students off in the grounds in the evening by driving through the
madrassah, keeping the traffic flow moving, and not stopping to get out of the car
® Trips - coach times should be arranged on the appropriate day

The policy is enforced by personal contact with any adult who continually parks in an
obstructive way (by Head teacher / Principal or caretaker). All comments by parents or
neighbours will be followed up.

Manual Handling

Manual handling operations means any transporting or supporting of a load (including the
lifting, putting down, pushing, pulling, carrying or moving thereof) by hand or by bodily
force.

Make proper use of equipment provided for your safety. Inform your employer if you

identify any hazardous handling activities. Ensure that any lifting activities you get involved
in do not put others at risk
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Students moving equipment

In the normal day to day running of the madrassah, there are certain situations where
students will need to move equipment or items of furniture. For example:
® Benches - need one child at each end, a child must not attempt to lift a bench on his
or her own.
e Small items of equipment can be moved by the students when instructed.
e Always make sure when any item of equipment or furniture is being moved from one
room to another, that there is another child available to open and close doors.

Students must always be supervised when moving any equipment or item of furniture.

Some items they will need to move may be heavy or awkward to handle. Students need to
be shown how to lift and carry safely. This needs reinforcing on regular occasions.

Items Students Should Not Move
e Computers - monitors can easily fall off trolleys, or wires get caught
® Paper cutters - sharp blade

Security of the Premises

A designated member of staff, under the direction of the Head teacher /Principal, is
responsible for ensuring that the building provides a safe and healthy environment for the
students.

The caretaker and external cleaners under the direction of the Head teacher /Principal
maintain a clean and tidy building and grounds.

Any minor repairs or maintenance are completed by the caretaker or through the use of
contractors engaged by the Head teacher in consultation with the Trustees.

Any equipment/hazardous substance are kept locked away from the students.

All equipment is to British Standards and is maintained regularly. The Head teacher
/Principal, the Office Staff and the Caretaker are the designated key holders and are
responsible for the security of the building.

Keys are also issued to certain non-madrassah persons such as the cleaning staff, and
organisations using the school regularly. They are responsible for leaving the building
secure.

Class teacher

It is the responsibility of the class teacher to make sure that their classroom is secure,
windows closed and equipment switched off before leaving the premises.

Caretaker

It is the responsibility of the caretaker to check weekly that:
e All locks and catches are in working order
e The emergency lighting is working
e The fire alarm has no faults
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o The security system is working properly
e Before leaving the premises, to check:-
- All the windows are closed
- The doors are locked and secure
- The security alarm is set if he is the last person to leave

Head teacher/ Principal

It is the responsibility of the Head teacher / Principal, if the last person to leave, to perform
the above functions in the absence of the Caretaker.

In addition, the Head teacher / Principal is responsible for the security of the premises
during the madrassah day.

All visitors are required to report to the office and sign the visitor's book. Any parent or
visitor is welcome in madrassah but is asked to report to the office first.

The Head teacher /Principal will update staff on any changes to the policy.

Contractors on Site

FOR ANY WORK THAT THE MADRASSAH WISHES TO BE CARRIED OUT BY A CONTRACTOR
A RISK ASSESSMENT MUST FIRST BE DONE BY A MEMBER OF THE H&S COMMITTEE.

e Contractors have to follow and therefore must be made aware of the Madrassah
rules.

e Contractors are encouraged to telephone and make appropriate arrangements prior
to visiting the madrassah. They must contact either the Head teacher /Principal or
Caretaker. The Madrassah expects to be informed of the number of workers who
will be on site.

e All contractors must report to the office. The Caretaker will then be informed of their
arrival if necessary

e Contractors will work under close supervision of the Caretaker or Office Staff so as
not to endanger the health and safety of students or adults in madrassah.

e Contractors are obliged to wear necessary protective equipment for the job in hand.
It is assumed the contractor has their own safety equipment but must inform the
Madrassah at the time of the quote if they wish the Madrassah to provide it. If such
equipment is not available then they will not be allowed to work.

e Any equipment that contractors bring into madrassah must have been tested for
safety and be stored in a safe place away from corridors, classrooms, or any areas
used by adults or students.

e No repairs or maintenance can be carried out in areas which students or adults are
occupying, this includes cloakroom and toilet areas

e [f contractors are working near the students' play areas, then all equipment and
machinery must be cleared away during play time, and the contractors must leave
the area

e Contractors need to be advised of the Asbestos Plan.

e The Madrassah must keep a record of any accidents or near misses.

Madrasah Policies — March 2016 www.zeenatulquran.com



Page 57 of 118

All work will be monitored by the Caretaker and any concerns reported to the Head teacher
/Principal, and the contractor concerned.

NB See separate sheet, to be given to contractors.
Guidance for Contractors on Site

All Contractors on site should ensure they have been given a clearance note by the
caretaker; the area is safe to work. The Madrasah has an asbestos plan please ensure you
refer to the copy if working the following area

The toilets in the corridor.

We have been recommended by the Health and Safety Inspector to ask you to refrain from:
e Smoking in the building or in the grounds as we are a no-smoking madrassah

Talking to the students (our students are asked not to talk to strangers)

Moving vehicles when students are at play

Working on or near the playgrounds when the students are at play

Leaving equipment around

Playing music during madrassah hours if you have any problems, please see the Head

teacher / Principal or Caretaker.

Control of Hazardous Substances in Madrasah

All substances including cleaning materials, which may be hazardous, are kept in a locked
store, either in the cleaner’s cupboard or the caretaker’s room.
® Only use the smallest amount required of any substance — the more you use the
bigger the risk.
o Replace lids and tops on all hazardous substances and store them effectively.
e Ensure that areas in which you are using substances are well ventilated.
e Use personal protective equipment (ppe) that has been identified to protect you
from expose you to substances.
o Make sure all spillages are cleared up at the earliest opportunity and reported to the
relevant people.
e Chemicals checked for suitability where pregnant staff is teaching.

Employees have a responsibility to comply with all safely instructions when handling
hazardous substances.

Screen Equipment and Computer Workstations

Under The Health and Safety (Display Screen Equipment) Regulations 1992. The Madrassah
has a duty of care to staff and students. The following standards should apply in madrassah:

The VDU Screen must be:
e easily readable with a stable and clear image
e free from glare, reflections and flicker
® capable of swivel and tilt movements, enabling comfortable head position and good
posture
e The screen should be at eye level, they should not have to look down.
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The Workstation must allow comfortable and easy use of the equipment.

The Keyboard must:

be separate from the screen and capable of tilting

be positioned to enable support for the wrists and hands
have a matt surface and clearly legible symbols

Staff using laptops should be given a separate keyboard.

The Desk must
e have a surface of low-reflectance
e permit flexible arrangement of the equipment and comfortable work-position

The Chair must

e Chairs should be of a height that a workers arm is flat on the surface from elbow to
wrist and feet are flat on the floor or a surface such as a small stool

Software must
e be suitable for the tasks required
® be adaptable to the level of knowledge and needs of the user
e display easily understandable information

If you use display screen equipment for long periods of time, you are entitled to undergo an
eye test which must be paid for by school.

Women at Work

The Madrassah will endeavour to provide
e Adequate and suitable sanitary facilities for the number of staff and students
e Flexibility in working patterns to overcome an individual problem in the case of
expectant mothers

New or expectant mothers

Once the madrassah has been informed in writing that an employee/pupil is a new or
expectant mother then the madrassah will endeavour to provide a safe working
environment.

The Madrassah has the right to request confirmation of the pregnancy by means of a
certificate from a registered medical practitioner or midwife in writing. If this certificate has
not been produced within a reasonable period of time, the employer is not bound to
maintain changes to working hours or conditions or to maintain paid leave.

The madrassah will ensure that the working area is well ventilated. There should be good
lighting and seating to avoid unnecessary strain.

Pregnant women will not be expected to lift heavy objects.

The effects of rubella on pregnant women are well known and constitute a hazard. All staff
will be informed of any case of rubella in the workplace.

The madrassah will endeavour to ensure that the employee will be given time off to attend
anti-natal appointments.
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Further guidance can be obtained for the EC Directive on Pregnant Workers (92/85/EEC) and
the DTl booklet PL958 Maternity Rights.

https://www.qgov.uk/working-when-pregnant-your-rights

Administration of Medicines during Madrassah Hours

From time to time, parents request that the madrassah should dispense medicines which
need to be administered at regular intervals to students.

These requests fall into two categories:
e Students who require emergency medication on a long term basis because of the
chronic nature of their iliness (for example, asthma)
e For casual ailments it is often possible for doses of medication to be given outside
madrassah hours. The madrassah does not administer medicines for casual ailments.
e [f it is unavoidable that a child has to take medicine in madrassah, written approval
and instructions are to be given by the parent:

The medicines must be brought into madrassah in a properly labelled container which
states:

(a) The name of the child (b) The name of the medicine, (c) The dosage, (d) The time of
administration
e Medicines will be kept in a secure place by staff in accordance with safety
requirements
e Paracetamol will not be administered under any circumstances

ASTHMA POLICY

The madrassah recognises that asthma is a widespread, serious but controllable condition
affecting many students at madrassah.

The madrassah positively welcomes all students with asthma to achieve their potential in all
aspects of madrassah life by having a clear asthma policy that is understood by madrassah
staff and students. (Supply teachers and new staff are also made aware of the policy.)

All staff, including supervisors, who come into contact with asthma are provided with the
relevant training. Training is updated once a year.

Asthma Medicines:

e Immediate access to reliever medicines is essential. Students with asthma are
encouraged to carry their reliever inhaler

e Parents are asked to ensure that the madrassah is provided with a labelled spare
reliever inhaler. These should be labelled with the child’s name and kept in the
madrassah office.

e Office staff should check the expiry date of inhaler and inform the parent.

e Madrassah staff are not required to administer asthma medication to students. All
madrassah staff will let students take their own medicines when they need to.

Record keeping
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At the beginning of each madrassah year or when a student joins the madrassah, parents
are asked to indicate any medical conditions their child might have including asthma on an
enrolment form.

Staff will be given a list of known medical conditions at the beginning of the year and are
expected to follow the procedure of indicating medical conditions in their mark
books/planner.

Asthma sufferers who require inhalers are required to keep them on their persons at all
times. Staff will allow them to self-administer when required.

Letters will be sent to parents at the beginning to the madrassah year reminding them to
send a labelled inhaler to the office available should the student forget to bring their
inhaler.

At the beginning of each madrassah year the madrassah will hold an INSET with all years to
explain the correct use of inhaler.

Where long term needs for emergency medical attention exist, such as epilepsy, the
madrassah will require specific guidance on the nature of the likely emergency and how to
cope with it while awaiting paramedical assistance.

Detailed written instructions should be sent to the madrassah and the parent/guardian
should liaise with their child's class teacher. If the emergency is likely to be of a serious
nature, emergency contact numbers must be given where an adult is available at all times.

Diabetics

After consultation with parents the madrassah requires the following actions to be taken;

o All members of staff should be aware of a student’s condition and relevant
symptoms. Should a diabetic student be taken off the Madrassah premises, for any
length of time, the staff member in charge is responsible for ensuring the required
medicines are taken. NO RISKS SHOULD BE TAKEN.

e Student should always have a supply of dextrose tablets or equivalent on her person

e A further store of these items should be made available in a named secure plastic
container

e A supply of Hypo stop which is within its’ Use-By Date should be in the office fridge

e If applicable a supply of emergency insulin should be in the office fridge

e |l relevant items should be taken on Educational Visits

First Aid in school

IF A PUPIL REFUSES FIRST AID THEN THE HEADTEACHER/PRINCIPAL AND
PARENT/GUARDIAN MUST BE INFORMED IMMEDIATELY

All staff, both teaching and non-teaching are responsible for dealing with minor incidents
requiring first aid.

During lesson time if first aid is required the class teacher should send for one of the
registered first aiders, preferably one of the non- teaching staff.

The qualified first aiders in madrassah are;
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Apa Seema Master
Apa Safoora Khonat & Apa Humayra Talati

Safety/HIV Protection

Always wear disposable gloves when treating any accidents/incidents, which involve body

fluids. Make sure any waste (wipes, pads, paper towels etc.) are placed in a disposable bag
and fastened securely. Any students' clothes should be placed in a plastic bag and fastened
securely ready to take home.

First Aid Supplies
First aid boxes are located in the; Corridors & office
Person Responsible for Supplies

The first aider is responsible for checking the contents of the first aid boxes on a regular
basis and placing orders to replenish stock. All staff are responsible for notifying the Office
Staff if the supplies in any of the first aid boxes are running low.

Each first aid box should contain:
e guidance card
20 individually wrapped adhesive dressing
2 Sterile eye pads
4 individually wrapped triangular bandages
6 safety pins
6 medium sterile wound dressings
2 large sterile wound dressings
2 pairs of disposable gloves
plastic disposable bags
Resusciaid
2 eyewash vials

CHECKLIST
BOX IN ROOM

EQUIPMENT S O [N |D |!J F M IA (M) |]

guidance card

20 individually wrapped adhesive
dressing

2 Sterile eye pads

4 individually wrapped triangular
bandages

6 safety pins
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6 medium sterile wound
dressings

2 large sterile wound dressings

2 pairs of disposable gloves

plastic disposable bags

Resusciaid

2 eyewash vials

Allergies/Long Term lliness

A record is kept in the Office of any child's allergy to any form of medication (if notified by
the parent) any long term illness, for example asthma, and details on any child whose health
might give cause for concern.

Infectious diseases

From time to time students contract certain illnesses through no fault of their own, for
which they have to be excluded from madrassah for a specific period of time. Below is a list
of diseases and the time for which they should be kept at home:

Chicken pox 6 days minimum from onset of rash
German measles 7 days minimum from onset of rash
Measles 7 days minimum from onset of rash
Mumps 7 days minimum or until swelling has gone
Whooping cough 21 days minimum from onset of cough
Impetigo Until skin has healed

Accidents

Recording

All accidents must be recorded in the Log/Accident Book. All details need to be filled in,
including any treatment given.

If the accident is more serious, the aim of the madrassah is to get the child qualified medical
attention as quickly as possible.

Parents are informed straight away, and if necessary, an ambulance sent for.

A member of staff will collect information and accompany pupil. If Parents are un
contactable the Head Teacher/Principal must be informed and the madrassah will take
responsibility locate parents.

Madrasah Policies — March 2016 www.zeenatulquran.com



Page 63 of 118

Accidents fall into four categories:

Category 1 - Fatal

Category 2 - Major injury

Accidents in these two categories should be reported immediately to:

The accident should be reported by telephone immediately, and then confirmed in writing
on form F2508 for injury or dangerous occurrences and form F2508A for diseases at work.

If the accident is major for child or adult, please report it immediately to the Head
teacher/Principal who will send for an ambulance if needed and contact parents.

When in doubt, contact parents/guardians.

Major Injuries are
® Fracture of the skull, spine or pelvis
Fracture of any bone in the arm other than a bone in the wrist or hand
Fracture of any bone in the leg other than a bone in the ankle or foot
Amputation of a hand or foot
The loss of sight of an eye
Any other injury which results in the person injured being admitted to hospital as an
inpatient for more than 24 hours, unless that person is detained only for observation

It might be that the extent of the injury may not be apparent at the time of the accident or
immediately afterwards, or the injured person may not immediately be admitted to
hospital.

Once the injuries are confirmed, or the person has spent more than 24 hours in hospital,
then the accident must be reported as a major injury.

Category 3 - Accidents to employees resulting in more than three days consecutive absence
Category 4 - Other accidents
These are the accidents, which more commonly occur in madrassah.

Procedure to follow:
e Always fill in the Madrassah Accident Book for minor injuries (including all bumps on
the head, but not minor cuts and grazes). This is kept in the Office.
e |[f a child has a bump on the head you must ring home and contact the
parent/guardian.
e Fill in the Madrassah Accident Book if the parent/guardian has to be sent for to take
the child to the family doctor or to hospital for further treatment.

Accident Documentation (Good Practice)

The following documentation is attached:
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® Reporting of school accidents to the Health and Safety Executive
® Guidance notes on completing Form F2508

e Form F2508

e Accidents to school students

Reporting Madrasah Accidents

Certain accidents arising out of or in connection with work are reportable to the Health and
Safety Executive under the requirements of the Reporting of Injuries, Diseases, and
Dangerous Occurrences Regulations 1985. The following gives practical advice to schools on
compliance with this duty.

It is not a complete statement of the duty.
Employee Accidents

(This applies to all Madrassah employees and self-employed persons on madrassah
premises).

Any accident to an employee resulting in a fatal or major injury must be reported to the HSE
immediately by telephone. The details must be confirmed on Form F2508 within 7 days.

If the accident does not result in a fatal or major injury, but the employee is incapacitated
from their normal work for more than three days (excluding the day of the accident) there is
no need to telephone, but Form 2508 must be completed and sent to the HSE within seven
days of the accident.

Student Accidents (Including accidents to any visitors not at work)

Fatal and major injuries to students on madrassah premises during madrassah hours must
be reported in the same way as those to employees. However, injuries during play activities
in playgrounds arising from collisions, slips and falls are not reportable unless they are
attributable to:

e The condition of the premises (for example, potholes, ice, damaged or worn steps

etc.
e Plant or equipment on the madrassah premises
e The lack of proper supervision

Fatal and major injuries to Madrasah students occurring on madrassah sponsored or
controlled activities off the madrassah site (such as field trips, sporting events or holidays in
the UK) must be reported if the accident arose out of or in connection with these activities,
by phoning the following number 0845 3009923 (RIDDOR).

If you are unsure of the address of the nearest HSE office and it is not listed in the local
telephone directory, you may find out by telephoning the HSE enquiry point on 0151
9514381.

Near misses

Part of ensuring the premises are a safe environment is to ensure that potential accidents
do not occur. An accident is defined as an unplanned, unexpected and undesired event
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which occurs suddenly and causes injury or loss. A near miss is an unplanned event that has
the potential to cause injury or loss.
e Ensure you understand the madrassah policies and objectives
e Know the emergency arrangements of the madrassah
e Ensure you understand the control measures, specified in the madrassah’s
procedures and risk assessments.
e Ensure you have received suitable information, instruction and training in the task
you are carrying out.
e Ensure you wear all personal protective equipment that is specified for the task you
are to carry out.
e Staff are required to log any near misses in the incident book.

Monitoring the Accident/Incident book

The Health and Safety co-ordaintor will analyse and report on the accident/incident book on
a termly basis.

EDUCATIONAL VISITS POLICY AND GUIDELINES
PLANNING THE VISIT

What is needed for planning a trip:

Discussion in the department/committee about the aims and objectives of the trip.

Go through the Health and Safety Issues; decide on the Student to Staff Supervision Ratio
Suggested 1:15. However for theme parks 1:10. Trips abroad 1:8

Do a Risk Assessment — see attached sheet
APPENDIX 1

Decide who is going to organise the trip

This includes the venue, coach, seeking permission of the Head Teacher /Principal,
informing the cover co-ordinator and the members of staff/parents who you want to
accompany you. Finding out if there is a facility for prayer.

Sending Health and Safety form to the venue and seeking approval and parental consent.
Seek permission from the Head Teacher/ Principal — At least 10 working days before trip.
Visits aboard or those that will carry a higher risk must be authorised by the Trust Health

and Safety Committee.

See attached sheet
APPENDIX 2

Health and Safety information from venue
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See attached sheet. You may wish to visit the venue beforehand, but this visit should take
place in your own time.

APPENDIX 3

The organiser may wish to send home a letter to parents containing information about the
venue and the expected behaviour of their child. This is a recommended for trips like theme
parks when poor behaviour might result in accidents.

On certain trips i.e. adventure trips or those abroad, you might also advise parents for the
need of extra insurance cover.

On the day of the trip, the organiser should brief students on expected behaviour and any
Health and Safety Issues.

All serious accidents should be reported as soon as possible to the Head teacher /Principal
who contact the relevant governor and parents as soon as possible.

EDUCATIONAL VISITS POLICY AND GUIDELINES

RISK ASSESSMENT
APPENDIX 1

STEPS TO BE TAKEN WHEN ASSESSING RISKS

1 PLACE TO BE VISITED e.g. Makkah

Potential hazards:
*walking in the city streets *travelling by aeroplane
*|loss of passport *unsuitable hotel

2 LIST GROUPS OF PEOPLE WHO ARE ESPECIALLY AT RISK FROM THE SIGNIFICANT
HAZARDS TO YOU IDENTIFIED:

*students *non-teaching staff
*students *teachers
*group leader

3 LIST EXISTING CONTROLS OR NOTE WHERE INFORMATION MAY BE FOUND:

*ensure sufficient supervision *know details of the consulate
*clear guidance to students *exploratory visit

4 HOW WILL YOU COPE WITH THE HAZARDS WHICH ARE NOT CURRENTLY OF
FULLY CONTROLLED UNDER (3)?

List the hazards and the measures taken to control them.

5 CONTINUAL MONITORING OF HAZARDS THROUGHOUT THE VISIT:
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Adapt plans and then assess risks as necessary

RISK ASSESSMENT ACTION PLANS ARE ON THE STAFF COMMON IN THE HEALTH & SAFETY
FOLDER UNDER PLANNING FOR TRIPS

ELECTRICAL EQUIPMENT

All electrical equipment used on site must have a PAT certificate. The madrassah will
endeavour to arrange for testing on an annual basis. Certification will be kept in the
Madrassah Office in the Fire Risk File.

New equipment does not require a PAT certificate until the warranty has expired. All new
equipment purchased by departments must be recorded and on the department list for the
test. This list should be available on request.

Equipment which is found to be faulty or has frayed wires must not be used. Any piece of
equipment with a red failed sticker cannot be used until it has been repaired.

Members of staff are reminded that equipment from home has not been PAT tested and
cannot be used in madrassah.

Members of staff should carry out a visual check before plugging in any appliance.
RISK ASSESSMENT

Risk assessment is a way of measuring the hazards posed to staff, students and visitors to
the madrassah. Then ensuring all the above are able to work in safety.

In determining whether a hazard poses a high, medium or low risk the assessor will need to
take into account a number of factors:

e The nature of the activity being undertaken. Some activities are inherently more
hazardous than others.

e The nature of the people undertaking the activity. An activity perfectly safe for an
adult might be unacceptably hazardous for a young student.

o The worst result that the hazard could cause. Is it a broken toe, someone suffering
long term illness, or even someone killed?

e The frequency with which the hazard is likely to cause harm. How often does the
activity take place? How close do people get to it? How likely is it that something
will go wrong?

e The number of people who could be affected by the hazard. A loose floor tile in a
storage cupboard might be considered a fairly low risk; a loose tile on a busy
corridor, would be high risk.

In an ideal situation the risk assessor should be a qualified person. However if there is no
qualified person available (expertise could be bought in), then the Head teacher / Principal
should carry out a risk assessment for their department on a yearly basis at the end of the
year in July.

Step One — Identify Risk
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Each area of the madrassah needs to be assessed individually, ie R28. This is to be carried
out by the main user of the area.

Appendix 1 is the form to be filled in. This will give an indication of the level of risk and
control measures in place. One copy of the form should be kept in the room and a second
copy in the Health and Safety file in the office.

Step Two — Is the Risk adequately controlled?

The assessor will need to identify what precautions have already been put in place to
protect staff, students and visitors against the identified risks. The Health and Safety at
Work Act 1974 requires employers to do whatever is reasonably practicable to keep the
workplace safe and healthy.

The objective is to achieve continuous reduction in the level of risk by improving existing
precautionary measures.

All staff have a duty:

e to co-operate with safety representatives in the fulfilment of the objectives of the
madrassah’s H&S policies and their responsibilities under the Health and Safety at
Work Act

e to comply with safety rules and procedures laid down in their area of activity

e to take reasonable care to avoid injury to themselves and others by act or omission
whilst at work

e to use such protective clothing or equipment as may be provided

e to report all dangerous occurrences promptly

Step Three — Hazards without control measures

Where hazards have been identified and risks assessed by no control measures have been
established, the following questions need to be addressed:

Can the hazard be eliminated altogether?

If not, what control measures can be put in place to reduce the risk to a minimum?
Can the hazard be controlled at source?

Can the work be adapted to suit the physical capabilities of the students?

Can the use of technology reduce the risk?

Can steps be taken to protect the whole place from the hazard?

If all else fails, can personal protective equipment reduce the risk to individuals?

Summary

e Evaluate risks and control measures — check that existing control measures are
adequate to control the risks. If not new control measures must be introduced.

e Ensure all findings are recorded. The identification of hazards and people at risk, the
assessment of that risk and the introduction of control measures must all be
properly documented.

® Review assessments — assessment must be reviewed annually and whenever there is
a significant change in the working environment.

Madrasah Policies — March 2016 www.zeenatulquran.com



Page 69 of 118

Following new legislation a Fire Risk Assessment has to be kept separately
USE OF LADDERS

The following is according to advice from the Health and Safety Executive

e Any person under the age of 21 will be sent for ladder training before being allowed
to climb ladders in madrassah

® Any person over the age of 21 will be deemed to have the necessary experience to
be able to follow the guideline without further training

o Before climbing the ladder check that the ladder itself is in good working order,
should any concerns be raised do not climb the ladder

e Any ladder higher than a 5 rung step ladder cannot be used without another person
to supervise.

e Before climbing the ladder ask yourself: ‘Am | fit to work at height?’ before moving
on to assess the ladder

e Make sure your belt buckle (or navel) stays within the stiles (vertical sides) to
prevent toppling

e When not climbing keep both feet on the same rung throughout and always have
three ‘points of contact’ with the ladder

o Do not carry anything heavier that 22lb

® Only work on a stepladder for 15 to 30 minutes at a time.

Trainees and work experience

Any person who comes into madrassah as a trainee or work experience placement must
follow the madrassah’s induction policy and be made aware of all H&S issues relevant to the
area they are working in.

Slips, trips and falls

Slips trips and falls are an unfortunate occurrence of day to day life and often seen as
humours events, but this is far from the truth. By taking a few simple precautions, you can
significantly reduce the risks;

e Make sure you know what to do with spillages
Make sure that leaks are reported as soon as identified
Play your part in cleaning regimes and schedules
Keep work area tidy
Choose appropriate footwear for tasks you are undertaking or area in which you are
working
® Check that floor surfaces are in good condition and report defects.

Stress

If you think you are suffering from stress talk to your line manager in the first instance then
to your GP.

e Tryto avoid eating on the run or avoiding meals altogether.

e Taking care of yourself physically will enable you to deal with stress related problems

Madrasah Policies — March 2016 www.zeenatulquran.com



more efficiently.

Page 70 of 118

® A balanced diet, moderate exercise and adequate sleep will all help

e Do not be embarrassed to seek professional help

Violence and Aggression

The madrassah operates a zero tolerance policy.

If you are the victim of violence or aggression, report it to your line manager

immediately

Do not respond to violence or aggression with violence or aggression. You will only
make matters worse. By maintaining a calm but assertive approach, you will remain

in control.

If you are responsible to banking cash, bank frequently and always vary your route or

travel time to the bank

If you are to meet a parent who you know has aggressive tendencies always ensure

you are accompanied,

LINKED POLICIES AND DOCUMENTS

This Plan will contribute to the review and revision of related madrassah policies;

Continues Personal Development
Buildings Plan

Special Education Needs policy
Equal Opportunities policy
Curriculum policy

Fire Drill book

Risk Assessment

Fire Risk Assessment

PAT test records

Check lists for

Daily fire exit check

Fire call point check

Emergency lighting check

fire extinguisher check
Accident/illness records

Fire extinguisher training records
Appointed persons first aid training records
Water testing records

. Asbestos plan and review

10. Shower check records

LNV kA WNRE
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MADRASAH]
Jeenatul Quranza

A qateway to 'Paradi.se

ADMINISTERING
MEDICINE/ASTHMA
POLICY (4)

“Allah enjoins you concerning your children” Surah Nisaa
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Aim:

To consider medical advice on the best procedures to support asthmatic children in
madrassah and to enable them to take part as fully and safely as possible in all madrassah
activities.

1. Copies of the pupil's specific medical needs (as advised by parents) will be kept in the
madrassah office, and is handed in to class teacher to alert the teacher to the needs
- this includes asthma. Their names will be highlighted in the register and a red M
placed next to their name. Teachers MUST ensure these records are kept up-to-
date.

2. Pupils with inhalers will be responsible for their own inhaler so that they always have
immediate access to it. If necessary, this includes the inhalers being taken out of
madrassah for off-site activities.

3. It is important that all adults involved with pupils in madrassah or madrassah
associated activities, should receive advice on practical asthma management.

4. Parents will be informed of the arrangements by letter. Information for each pupil
will be updated as appropriate and at least at the beginning of each madrassah year.

Obtaining and Recording Accurate Information:

The madrassah will ask all new parents whether their pupil has asthma. As well as keeping a
note on the pupil’s personal file. A special needs record will be kept at madrassah and will
be updated, as necessary.

The special needs record will show:
e Personal details, hospital reference, if applicable;
e Treatment needed regularly (preventer);
e Relief treatment (relievers) if required.

Access to Medicines and Inhalers:

Where medicines/inhalers are necessary, (i.e. prescribed by a Doctor), pupils will need free,
permanent access to their location. All other medicines will be stored in the madrassah
office. All inhalers and capsules will be labelled with the pupil's name and class.

There are two main types of inhalers:
I.  Relievers clearly relieve the symptoms of asthma - common examples are called
'Ventolin' and 'Bricanyl' and are usually BLUE in colour.
Il.  Preventers relieve inflammation and are clearly designed to prevent the onset of
asthma - common preventers are 'Beclafort’, 'Becatide' and 'Intal' and are usually
BROWN in colour.
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N.B. Staff cannot administer medicines to pupils. However, pupils will be allowed to self-
administer if written authority is provided by both the parents and the pupil's G.P.

Extra Curricular:

Staff should be aware of those pupils who may become wheezy during exercise and who
may need to use their inhaler before taking part. Breathlessness during an activity should
result in the pupil withdrawing from the activity, for that lesson.

Animals:
Staff needs to be aware that some animals can cause a sudden and severe reaction. Pupils
who react in this way, should not approach, handle or care for the animals.

Returning From Absence Due To llIness:

We do not encourage pupils to miss lessons or to stay indoors during break, so before a
pupil is sent back to madrassah after an illness, parents should ensure that they can cope
with the whole madrassah day.

Long-term Medical Problems:

Pupils suffering from conditions which might require emergency treatment at any time, such
as asthma, epilepsy or diabetes, will be highlighted in the register with a red M next to their
name and a red medical form at the front of the register will provide relevant information.
Teachers MUST ensure these sheets are kept up-to-date.

Cleaning Regimes:

Excessive dust from 'walked in' dirt can contribute to respiratory problems and should be
removed by vacuuming on a regular basis rather than by normal sweeping. Filters on warm
air central heating systems should be checked and cleaned regularly in particularly dusty
environments. Such filters should always be cleaned before the heating is switched on in
the autumn.
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MADRASAH

Jeenatul Quranz=

A cateway to Paradise

Behaviour Policy (5)
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A believer is a mirror to his brother. A believer is a brother of a believer: he protects him
against any danger and guards him from behind.”
(Related by Al Bukhari in Al Adab Al Mufrad and by Abu Dawood.)

The Prophet PBUH said: ' None of You truly believes until you wish for your brother what you
wish for yourself."

Our vision

The madrassah Zeenatul Quran is a happy harmonious learning community where staff and
pupils feel safe and secure. Madrassah life is characterised by a calm purposeful
environment underpinned by relationships built upon mutual respect. Our expectation is
that all pupils and staff will behave in appropriate and socially acceptable ways. Every
member of staff has a key role to play in promoting and sustaining the highest standards of
behaviour for learning.

All pupils will

Treat other young people and adults with respect
Speak politely to other people

Have self-confidence and high self-esteem

Aim for 100% attendance and punctuality

Take care of all madrassah equipment and buildings

Learning to behave

The madrassah aims to provide a safe, secure, supportive environment where pupils can
learn and teachers can teach. There is a direct link between the way young people learn
and their behaviour. It is the job of staff at all levels to help and encourage pupils’
understanding of socially acceptable and appropriate behaviour.

To encourage this, staff will:

Model exemplary behaviour

Treat all pupils and adults with respect

Speak politely to each other

Build pupil confidence and self-esteem through positive reinforcement
Avoid using critical or sarcastic language

Recognise pupil effort and achievements on a regular basis and celebrate

success

e Keep parents informed about success, efforts and achievements

e Use rewards and sanctions effectively and consistently

e Challenge unacceptable behaviour

e Work in partnership with parents through regular contact to help improve
behaviour
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Courtesy

In speaking and responding to others, all pupils must respect the normal conventions of
courtesy, Pupils should therefore:
e Be honest and truthful
e Use appropriate language for the working environment
e Speak politely, pleasantly and with respect to all adults including all members
of staff, both teaching and non-teaching, and visitors to the madrassah
e Speak quietly, politely and pleasantly to other pupils, including those who are
exercising responsibility for a madrassah activity or carrying out a duty
e Address adults by title
e Observe normal conventions for assemblies, both in madrassah and off-site,
including:-
o Walking quietly between classroom and Jamaat Khana
o Remaining silent in the Jamaat Khana

Consideration and concern for others
All members of our madrassah must respect the human rights of others and have regard for
the well-being and academic progress of fellow pupils.

Pupils should therefore:
e Treat all members of the madrassah community equally, and with care and
concern
e Encourage and support other pupils
e Act as positive role models to younger pupils

Pupils should create an environment free from bullying and therefore:

e Avoid insulting, abusive, and hurtful language or images — face to face verbal
or written or placed on social networking and message sites/ mobile phones/ camera
phones or any other form of technology.

e Must not make racist, sexist or homophobic comments

e Avoid the use of behaviour or body language or teasing which others find
intimidating, threatening or hurtful

e Avoid the use of physical violence of any form

e Avoid the use of exclusion from friendship groups as a means of intimidation
and hurt

e Avoid any part in the spreading of rumours

e Avoid behaviour which causes other pupils to under-perform in academic
work

e Avoid behaviour which damages the self-esteem of others

In order to prevent a repeat of the bullying described above, a pupil should report to a
member of staff, preferably the Bullying Coordinator, without delay
e The occurrence of any of the above abuses to the pupil
e If the pupil witnesses the occurrence of any of the above abuses to fellow
pupils
e |[f the pupil notices someone upset
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Expectations of behaviour in and around madrassah

Each member of our Madrassah must behave in a way that allows the pupil and others to
work successfully, without disruption, safely and with enjoyment.

General points
e Anyreasonable request from a member of staff should be carried out at once

and without argument.

e Rudeness, disrespect or insolence towards members of staff are not
acceptable, nor excusable.

e A pupil must observe health and safety rules, as directed by the Madrassah
Code of Conduct and by subject-specific and specialist room guidelines.

e A pupil must adhere to the rules governing ICT and mobile phone use,
including use of computer hardware and software computer messaging, accessing
computer data and posting images on internet sites.

e Eatingis not allowed inside the madrassah building, except for the

designated area.
e Pupils may drink water at anytime and anywhere in madrassah.
e Chewing gum is not allowed in any part of madrassah premises
e Electronic devices are not allowed in madrassah between 5pm to 7pm.
e A pupil is expected to use breaks and lunch hours for toilet visits, not lesson

time, unless the pupil is taken ill suddenly or is suffering from a notified medical
condition.

Health and safety
All members of our Madrassah must have regard for the health and safety of themselves
and others

a) Everyone should be orderly and considerate in moving around madrassah:-

Walk on the left along corridors

Do not run anywhere inside the madrassah building

Be patient and avoid pushing, particularly on stairs

Give way to others at doorways, opening the doors to allow others through

first
e Hold doors open for those walking behind
e Organise break and lunch time activities safely, using equipment sensibly and

fairly
e Line up when required to do so, and in a sensible, fair and well-ordered
manner

Note: All rules regarding Health and safety as stipulated in detail in the separate Health and
Safety policy must be adhered to at all times

b) Pupils should ensure that madrassah always knows their whereabouts. They should:
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e Remain on the madrassah site during the madrassah day unless they have
written permission to leave from parents and from the Head teacher / principal

e Always sign out at madrassah office if given permission to leave madrassah
during the madrassah day.

e Always sign in at madrassah office if arriving in madrassah after registration

c) Pupils should respect all procedures and rules designed for their safety:

e Respect and not tamper with safety equipment such as fire-fighting
appliances and alarms

e Co-operate in practice evacuation of the madrassah in preparation for any
emergency which might arise

e Tie back long/ loose scarves at times when this is a health and safety
requirement

Respect for property
All members of our Madrassah must respect and take responsibility for property — their
own property, other people’s property and the Madrassah’s property.

A pupil should therefore:
e Hand lost property in to the madrassah office
e Avoid bringing valuable property and large sums of money to madrassah
e Carry money in a named purse on the pupil at all times
e Treat all madrassah property — books, furniture, lockers, equipment and
buildings — with care and respect
® Report to the madrassah office any damage to madrassah property or graffiti
immediately it occurs or as soon as damage is noticed
e Clear up after meals and snacks
Keep the changing room, locker area, corridors, classrooms and playground tidy
and clean
Avoid putting personal belongings on top of lockers
Keep books, furniture and buildings free from graffiti
Put litter in bins
Take care not to damage displays whilst moving around rooms and corridors

We regret that the Madrassah cannot take responsibility for the loss or theft of
belongings, nor damage to belongings

Promoting the Madrassah and its Ethos

All members of our Madrassah must do their best to maintain the highest possible
reputation, both for themselves and for the Madrassah

Therefore pupils should:

e Be aware at all times of the impression they create, ensuring that this
impression is positive
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e Dress appropriately for madrassah by wearing the correct uniform, ensuring
that it is clean and well-maintained and that it reflects the code of dress. (Please
refer to the uniform policy and pupil planner for full details)

e Adhere to the madrassah code of dress for out of madrassah activities.

e Behave politely and with consideration for others at all times in madrassah,
when acting as a representative of the madrassah in extra-curricular activities and
off-site visits, and when travelling to and from madrassah on public transport or the
madrassah bus.

e Behave in a fair manner in all competitive events

e Welcome visitors to the madrassah in a helpful friendly and respectful
manner

Equality Act 2010

This policy acknowledges the madrassah’s legal duties under the Equality Act 2010, in
respect of safeguarding and in respect of pupils with special educational needs (SEN)

Rewards and sanctions

The Madrassah seeks to encourage, recognise and reward positive attitudes, behaviour,
attendance and achievement through a system of certification, letters of congratulation,
form and individual prizes, trips and activities. (However, if a pupil breaks the Madrassah’s
Code of Conduct, the pupil must accept the consequences of his/her actions. The following
principles underpin the Madrassah’s sanctions policy.

e Teachers have statutory authority to discipline pupils whose behaviour is
unacceptable, who break madrassah rules or fail to follow a reasonable instruction

e The power also applies to all teaching and non-teaching staff with
responsibility for pupils

e Sanctions will be applied fairly and consistently to all pupils.

e Pupils can be disciplined at any time in madrassah or for misbehaviour
outside of madrassah, e.g. on madrassah visits, on the way to and from madrassah,
on social networking sites, etc.

e Teachers have the legal power to impose detention in and outside of
madrassah hours; this is defined as after any madrassah day when the pupil is
present, weekends and Inset days; parental consent is not required for detention

e Pupils will be detained for no more than 10 minutes at the end of the
madrassah day without prior parental notice

e Parents will be given a minimum of twenty four hours’ notice if the pupil is to
be detained after madrassah for up to one hour or at any other time outside of
madrassah hours

e Teachers can confiscate pupil property

e The Madrasah reserves the right to search pupils (See “Searching, screening
and confiscation” policy

For full details of the madrassah’s reward system and of the sanctions, minor and major,
applicable in the case of poor behaviour, please see Appendix 1 “Rewards and Sanctions”
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Appendix 1 — Rewards and Sanctions

Rewards

e A pupil may receive a Letter of Commendation for an outstanding piece of
work, a consistently outstanding level of effort or a very significant contribution to
the Madrassah community.

e All pupils are provided with opportunities to take part in a range of extra-
curricular activities, some of which receive certification from awarding bodies
external to madrassah

e Pupils participate in a system of merits that acknowledges and praises
achievement, effort and good citizenship. Pupils can convert merits for rewards of
different values depending on the number of merits achieved (See pupil planner and
Appendix 2 “Rewards” for full details)

Individual and form reward certificates and prizes are distributed in a special assembly at
the end of each term. They are issued for the following achievements:
e Year with the highest number of merits per term in Reception to the final
year.
e Pupil with the highest and second highest number of merits in each year.
e Year with the lowest number of demerits in Reception to the final year.
e Pupils with 100% attendance per term
e Pupils with 100% attendance for the whole year will receive an award at End
of Year Celebrations (Jalsa).
e Pupils with no demerits in the whole year
e Head teacher / principal award presented to one pupil in each year group per
term, for various reasons

Sanctions

If a pupil breaks the Madrassah’s Code of Conduct, the pupil must accept the consequences
of his/her actions. Sanctions will be applied fairly and consistently to all pupils. For single
and minor misdemeanours, such sanctions might include repositioning the pupil within the
class, setting additional subject-related work, subject detention after madrassah or giving
tasks useful to the madrassah community after or during break time. Demerits are given for
infringements such as failure to hand homework in on time, arriving late to
madrassah/lessons, talking at inappropriate times in class, forgetting equipment, etc. These
are listed in detail in the pupil planner. (See Appendix 3 “Sanctions”) If a pupil received five
demerits the pupil is required to attend an after madrassah detention from 7.00PM

More rarely, a higher level of sanction will be necessary for a persistent problem or for a

serious misdemeanour. In this case, the Head teacher / principal will impose the sanction
and will inform the parent.
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Such sanctions include:
e Daily monitoring report card
Suspension from specific lessons
Internal exclusion
Pupil contract
Suspension from madrassah for a specified number of days
Permanent exclusion

Exclusion from madrassah

e Fixed term exclusion from madrassah will be used as a sanction where
serious breaches of the behaviour policy take place

e Permanent exclusion will be considered for the following:
o Use of or possession of weapons or other illegal substances
(see “Searching, screening and confiscation policy for list of prohibited items)
o Drugdealing
o Serious threats of and actual violence
o Bullying
o Persistent and serious breaches of the school behaviour policy
o Where the school believe that a pupil's presence in the
school represents a serious threat to others
o Use of inappropriate language or serious misbehaviour
towards a staff member or visitors to school
o Theft
o Truancy

Detention Procedure

If it is felt necessary to place a pupil in formal detention after madrassah, parents will be
notified in writing at least 24 hours in advance. Notification will normally be by the pupil
email, but may be sent using the public postal system, or by text message. After-madrassah
detentions are normally held once a week and parents are asked to make appropriate
transport arrangements for their child to travel home. If a pupil is absent on the day of a
detention, the detention will be rearranged. If the pupil is in madrassah but fails to attend a
notified detention, it will be rearranged and doubled, so that the pupil will have to attend
on two separate occasions. Formal detentions will be noted in a pupil’s individual
madrassah record and may appear on their report.

Appendix 2
REWARDS
The Madrassah seeks to encourage, recognise and reward positive attitudes, behaviour,

attendance and achievement by pupils through a system of merits, certification, letters of
congratulation, and form/individual prizes.
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IF YOU DO THIS ....

... THIS WILL HAPPEN

Outstanding piece of
work

Outstanding level of
effort

Certificate or Letter of Commendation

Certificate or Letter of Commendation

Everyday achievement
Good Effort
Good attitude

Being helpful

Merit or Stars

Merit or Stars

Merit or Stars

Merit or Stars

Year with the highest
number of merits per
term in Reception to the
final year.

Pupil with the highest and
second highest number of
merits in each year.

Year with the lowest
number of demerits in
Reception to the final
year.

Pupils with 100%
attendance per term

Pupils with 100%
attendance for the whole
year will receive an award
at End of Year
Celebrations (Jalsa).

End of Term Awards

End of Term Awards

End of Term Awards

End of Term Awards

End of Term Awards

Pupils with no demerits in
the whole year

Pupil in each year group
per term, for various
reasons

Certificate

Head teacher / principal award presented to one
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We expect all of our pupils to behave in an exemplary manner at all times, responding to all
instructions given by staff immediately and without argument, and showing respect and
courtesy in their dealings with every other member of the madrassah community and to

members of the public.

If you do not follow the madrassah rules, sanctions will be applied as laid out below:

IF YOU DO THIS ...

... THIS WILL HAPPEN

Arrive late to registration or
lessons

Forget books or equipment

Forget homework

Per term:

First occasion:
communication diary.

Verbal warning, plus note in homework /

Further occasions Demerit and note in homework /

communication diary.

Note:
e If you forget books or homework more than three times, the
office will inform your parents and the Head teacher / principal

Copy homework

Demerit. Note in homework / communication diary. Homework must
be redone.

Allow others to copy your
homework

Demerit. Note in homework / communication diary.

Do homework for a different
subject in a lesson

Demerit. Note in homework / communication diary.

The homework will be confiscated and the teacher concerned will be
informed — the homework must be completed again in your own time

Disruptive talking in lessons
after having been warned

Demerit

Further action might be taken if talking persists
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IF YOU DO THIS ...

... THIS WILL HAPPEN

Pass notes

Demerit and note in homework / communication diary.

Note will be confiscated and may be shown to Head teacher or parents.

Graffiti in books/homework
diary

First occasion: Warning. You will be asked to cover diary
if graffiti is on cover.

Subsequent occasions: Demerit, then detention if repeated.
(Note: If the graffiti is excessive the diary will be confiscated and your

parents will be informed. You will have to buy a new homework /
communication diary.)

Graffiti on walls, tables,
madrassah property

You must clean the graffiti.
One to five demerits depending on extent/type of graffiti.

Cancel demerits

Detention

Take a demerit for another
pupil

Detention for both pupils

Add merits

Detention

Use two homework /
communication diaries

5 demerits and therefore detention

Lose your homework /
communication diary

You will be given five madrassah days to find the diary or buy a new
one. You must ask your Class Teacher for a temporary planner to use
during this time. You will get five demerits and therefore a detention if
you do not find/replace the diary within five days.

Cheat in exams

Pupil copying/cheating: Other pupil involved:
0% awarded Letter home
Letter sent home After madrassah detention

One day’s isolation

IF YOU DO THIS ...

... THIS WILL HAPPEN
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Wear incorrect uniform:

You will be asked to rectify the situation by the next day, and will be
given a demerit if you do not do so

Head teacher will be informed if this is a recurring problem.

You might be sent home if there is a big problem with your uniform,
e.g. wearing the wrong type of shirt

Wear make-up

Demerit and note in homework / communication diary.
You must remove the make-up immediately.

Wear jewellery (other than a
watch), including badges,
friendship bracelets, etc.

First occasion: Warning. You will be asked remove the
item

Subsequent occasions: Item will be confiscated for one calendar
month

Use inappropriate
languagbetween pupils

First occasion: Warning.
Further occasions: Demerit
You will be referred to you Head teacher /principal if you are heard

using inappropriate language repeatedly, and immediately if the
language is abusive.

Use inappropriate language
towards a member of staff

Immediate referral to Head teacher / principal

Eat in class/on corridors

Food/sweets will be confiscated.

First occasion: Warning will be issued
Subsequent occasions: Demerit. You may also be asked to pick
up litter

Note: you may drink water in madrassah, including in lessons. Water
must be in a clear plastic bottle

Chew gum

5 demerits and therefore detention

IF YOU DO THIS ...

... THIS WILL HAPPEN
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Participate in water fight

5 demerits and therefore detention

Use a mobile phone in
madrassah between 5pm to
7pm

Fail to hand in your mobile
phone

The phone will be confiscated for one calendar month.

The phone must be collected from madrassah by the parents, unless
they speak to a member of staff to request that the phone be given
back to the pupil

Bring aerosols into madrassah

Demerit. Aerosol will be permanently confiscated

Bring banned items into
school, e.g. knives, blades,
weapons, fireworks, matches,
alcohol, drugs tobacco related
products including electronic
cigarettes, stolen items.

Immediate referral to Head teacher /principal.
May lead to exclusion depending on the severity of the offence.
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The Prophet Muhammad (peace be upon him) said:
"The seeking of knowledge is obligatory for every Muslim." - Al-Tirmidhi, Hadith 74

"One who treads a path in search of knowledge has his path to Paradise made easy by
God...” - Riyadh us-Saleheen, 245

"A servant of God will remain standing on the Day of Judgment until he is questioned
about his (time on earth) and how he used it; about his knowledge and how he utilized it;
about his wealth and from where he acquired it and in what (activities) he spent it; and
about his body and how he used it." - Al-Tirmidhi, Hadith 148

Regular madrassah attendance is a responsibility on parents. The madrassah is required to
record absences and late arrivals on a pupil’s annual report.

We expect our pupils to have an attendance percentage record of over 95% is the norm.
Teachers must notify the madrassah office if a pupil does not attend regularly. The
madrassah will notify the appropriate parent if a pupil has a low attendance of 85% or
below, or if they are absent continuously without the Madrassah’s authorisation for ten or
more madrassah days.

Non-emergency medical and dental appointments should be made outside madrassah
hours.

Appointment letters for specialist or hospital treatment should be shown to the office in
advance of the appointment.

All pupils are expected to stay on the madrassah premises during reward and break times.

Authorised absence procedures

Authorised absence is where the Parents are asked to telephone the Madrassah Office on
every evening of absence, between 5.00pm and 6.30pm. A member of the Administrative
Staff will try to contact you if we have not received a reason for the absence from you. If the
Administrative Staff are unable to contact you by telephone, a text message will be sent.
Absence will remain unauthorised until contact has been made.

Acceptable reasons for absence would normally be only illness or bereavement. Absences
for anything besides illness or bereavement are authorised by the madrassah only if
advance notice is given and a letter, appointment card etc is shown.

Absences must be explained by a parent in a letter to the Class Teacher on the day that the
pupil returns to madrassah. This must be signed by a parent and dated.

If a pupil is absent for three days or more, the parent must provide the class teacher with a
medical certificate from the GP, or from the practitioner who is providing medical
treatment. A risk assessment will be carried out for any pupil who returns after a prolonged
period of absence.
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If a pupil has been absent with an infectious illness that has to be notified to public health
authorities, a parent should send in a medical certificate on the child’s return. This should
state the nature of the illness and certify freedom from infection. All cases of infectious
iliness in the home should be reported to the madrassah immediately by telephone to allow
madrassah to make a decision on whether to inform other parents of the risk.

If a pupil arrives in madrassah after 05.05pm, parents must notify the madrassah of
lateness.

Leave of absence for holidays
The madrassah does not normally authorise absence for holidays in term-time and strongly
discourages parents from making such requests.

Leave of absence will not be authorised if the pupil’s attendance is low.

Leave of absence will not be authorised for any pupils during the madrassah examination
period, dates of which are shown in the madrassah calendar issued at the start of the new
academic year.

Leave of absence will not be authorised for after school clubs or coaching clubs.

Requests for leave of absence will only be considered on receipt of a completed holiday
request form, which can be obtained from madrassah office.

Each request will be considered individually. Requests must be received by the Head
Teacher / principal before bookings are made, and at least two weeks (during term time)
before the absence.

Absence will always be classified as unauthorised if the holiday has not been agreed in
advance. If a pupil fails to return to madrassah on the agreed date following leave of
absence, the madrassah reserves the right to remove their name from the register. All
absence over the number of days requested will be classed as unauthorised.

Unauthorised absence
Absence is classified as unauthorised in the following cases:
- If the reason for absence is unacceptable to the Madrassah
- If the pupil does not bring a written explanation of absence from a parent
- If the pupil misses a lesson without the permission of the teacher
- If the pupil leaves the madrassah site without the advance written permission
of a parent, authorised by the Head teacher / principal.
- If a pupils takes leave of absence without obtaining prior written permission
- If a pupil fails to return to madrassah on the agreed date following an
authorised leave of absence. — This includes unauthorised extension of authorised
holidays.
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Unauthorised absence is noted in a pupil’s individual madrassah record and may affect their
annual attendance.

PUNCTUALITY
Punctuality is regarded by the madrassah as an important indicator that a pupil is learning
self-discipline and good time management. Pupils and parents must make every effort to
avoid lateness.

Registration
The registration takes place at 05.05pm. If a pupil arrives after the register has been taken,
they will be marked ‘late’ in the register.

If a pupil arrives after the end of the registration period, they should sign the “Late Book” at
madrassah office and proceed quickly to the class. However, arrival after the close of the
register is classed as absence, and the pupil must bring a letter of explanation from a parent.
An exception to this regulation is made if the madrassah bus arrives later than normal,
delaying pupils through no fault of their own. Madrassah bus pupils are marked as present
when they arrive and not late.

Pupils who are regularly late will be dealt with as follows:

On the first occasion they will be given a warning, each occasion subsequent to this they will
be given a demerit which will ultimately lead to an after madrassah detention.

Parents of pupils who are persistently late will be invited in to discuss the reasons for their
child's punctuality.

Register codes:

Code Description
\ Present
L Late (before reg closed)
0] Unauthorised circumstances
A Authorised
H Madrassah Holiday

PROCEDURE FOR MONITORING ATTENDANCE
a) First day contact

The purpose of first-contact is to:
® Provide a way in which parents can let the madrassah know that a pupil is unable to
come to madrassah, the reasons for this and the expected date of return
e Enable the madrassah to contact parents/carer to notify them their child has not
arrived in madrassah

A designated member of the office staff will be responsible for contacting parents on the
first day of absence.
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Registers to be checked at 05.10 and pupils who are first day absent are identified
The office member contacting parents by phone to query the absence (ensure
correct phone/ mobile number is used) If contact is not possible then a text message
will be sent

Records of all absence contacts made to parents must be kept

A pupil will have their absence authorised once contact has been made with parent
and suitable reason for absence has been given

b) Following up absences

Parents must explain their child’s absences on the first day they return back to
madrassah.

If the pupil is absent for two consecutive days and the office failed to contact
parents, then on the third day of absence the class teacher must inform the Head
teacher / principal. On third day of absence Head teacher / principal send a letter to
parents urging them to notify the madrassa of the reason for their child's absence.
Within three madrassah days of the date of the letter, if the parents have still not
contacted the madrassah, the Head teacher / principal have the right to remove
student.

Attendance monitor to check form registers on a daily basis and act immediately
upon any unjustified cause for concern absence. This information is passed to Head
teacher / principal who ensures that class teachers are using the correct code and
that registers are fully completed.

Attendance monitor reports persistent punctuality to madrassah office so that it can
be followed up

c) Actions to be taken for pupils whom attendance is a cause for concern

Absence on a certain day on a regular basis, Class teacher to inform madrassah office
who will send a letter to parents to discuss their concern.
Too many absences on a certain day due to medical appointments
Pupils who fail to return to madrassah at the end of an authorised leave of absence
Pupils who go on holiday without gaining madrassah permission:

- recorded as ‘O’ in registers

- Parents are contacted by Head teacher / principal
Pupils regularly attend madrassah after registration is closed: pupils/parents should
be reminded that punctuality is important and that attending once registration has
been completed is marked as an unauthorised absence ‘O’ — pupils/parents
reminded that this can affect their child's annual attendance.
If a pupil’s attendance falls below 85% the parents are called in for a meeting with
the Head Teacher / principal to discuss the matter.
If a pupil’s attendance does not improve once the parents have been brought in, the
parents may be asked to withdraw their child from the madrassah. This is at the
Head Teachers / principals discretion.

APPENDIX 1
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APPLICATION BY PARENT/CARER FOR CHILD’S LEAVE OF ABSENCE FROM MADRASSAH
DURING TERM TIME

Student holiday request form

Please fill in the form below with regards to your child(ren) to inform us the dates they will
be on holiday or travelling abroad.

Dates going abroad:

From: To:

Children name Teacher's name Or Class no

01

02

03

04

05

| take responsibility for helping my child(ren) do all the work that has been assigned to
him/her, so my child(ren) does not fall behind in his/her studies from the rest of the class.

Note:- fees are to be paid in full before holidays, otherwise Madrasah cannot guarantee a
place for your child(ren) when he/she returns.

Signature of
Parents/guardian: Date:

PLEASE RETURN COMPLETED APPLICATION FORM TO YOUR CHILD’S MADRASSAH GIVING AT
LEAST 2 WEEKS’ NOTICE OF INTENDED ABSENCE
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AND PROCEDURES (7)
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Policy Statement
This Policy aims to ensure that:

Parents/ Guardians know that the Madrassah takes complaints seriously and will respond in
a courteous and efficient manner;

An effective procedure for making and adjudicating complaints (including appeals) from
parents/ guardians is established;

Parents/ Guardians wishing to make a complaint know how to do so;

There is a separate procedure for dealing with parental concerns which fall short of a formal
complaint; /’

All those involved in handling a complaint make every effort to resolve matters quickly and
amicably;

Response to complaints will be made within a reasonable period of time, and where
necessary appropriate action will be taken.

Raising concerns informally

1.1 Parents/ guardians can raise a concern informally by contacting the relevant member of

staff.

1.2 This can be done by telephone, email or letter (www.zeenatulquran.com)

> In the vast majority of cases, it is anticipated that, initially at least, the relevant member of

2.

staff will be the pupil’s Class Teacher or Head teacher / principal.

Making a complaint

2.1 In serious cases, however, a formal complaint should be made in writing and referred

directly to the Head teacher / principal. This provision will typically apply where:
A. The parent/guardian does not believe that the matter is suitable for informal resolution

B. The Class teacher or Head teacher / principal has failed to satisfy the person making the
complaint.

Please note that complaints made anonymously will not be pursued.

3.

C. Parents/ guardians should note that, where the Head teacher / principal is the subject of
the complaint, a separate procedure applies, details of which can be found in
paragraphs below

D. Madrassah will take every reasonable step to ensure that a complaint made is resolved
within ten working days of the complaint being lodged.

Investigating Complaints

3.1 As soon as possible after the complaint has been lodged, a senior member of staff appointed

by the Head teacher / principal will contact the parents/ guardian concerned. The purpose of
this contact is to make initial response and to explain how madrassah intends to investigate
the matter, how long the investigation is likely to take and when to except a response.
Where in the course of an investigation it becomes clear that this date is likely to be
exceeded, the parent/guardian will be informed of a new response date.
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3.2 At the end of the investigation, the parent/ guardian will be informed in writing of the
outcome. This will include the conclusion reached, the reasons for it and any action taken or
proposed.

3.3 It is madrassah policy that complaints made by parents/ guardians will not adversely affect
their child’s interests.

4. Confidentiality

4.1 Subject to paragraph below, any complaint or concern, viewpoint, etc. raised by parents/
guardians will be treated as confidential.

4.2 Knowledge of the complaint will be restricted to those who, for various reasons, need to
know about it. This will include the Head teacher / principal, the member(s) of staff
investigating the complaint and any other member of staff otherwise involved. In addition,
there are circumstances where the Trustees of the madrassah may be informed.

4.3 On occasion, however, it may be necessary to in inform third parties of the complaint and,
possibly, the identities of those involved. The most obvious example of this is where an
investigation suggests that a criminal offence has taken place. In such circumstances,
madrassah would cease its investigation and refer the matter to the relevant external
agencies.

5. Written records

5.1 In order to comply with school/Madrasah’s obligations under standard 7(j) of the Education
(Independent School Standards) (England) Regulations 2003 (as amended), a written record
will be kept of all complaints, including information as to whether or not they proceed to a
formal hearing. The written record will also include all correspondence and statements
gathered in the course of an investigation.

5.2 Written records will be treated as confidential and processed in accordance with
Madrassah’s data protection policy. The exception to this is where the Secretary of State or
a body conducting an investigation under s. 162A of the Education Act 2002 (as amended),
requests access to them.

5.3 Arecord of the number of complaints made under the formal procedure for every academic
year will be available on request to parents/ guardians.

6. Disciplinary action taken against staff
6.1 It may be the case that, as a result of a complaint made by a parent/guardian, disciplinary

action may be taken against a member of staff employed at the Madrassah.

6.2 Where this occurs, any such action will be taken in accordance with the official staff
Discipline and Dismissal Policy and handled confidentially within madrassah.

7. The Panel Hearing

7.1 The Madrassah hopes that a parent/ guardian making a complaint will be satisfied with the
outcome. Certainly, it will make every reasonable effort to ensure that each complaint is
fully and properly investigated and that the issues raised are considered in a fair and
professional manner.

7.2 However, where the parents/ guardian are dissatisfied either with the outcome of an
investigation or the manner in which the complaint was handled, they should inform the
Head teacher / principal in writing who will refer the matter to the Trustees. Alternatively
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the Trustees can be contacted directly by letter addressed in the first instance to appointed
staff/ Trust Office (see below for addresses)

7.3 It is particularly important that the parents/ guardians state as clearly and fully as possible
the reasons why they wish a panel to hear a complaint.

7.4 Upon receipt of a request for a panel hearing, the chair of Trustees will convene a panel to
hear the complaint within 10 working days of receiving the complaint.

8. The Panel

8.1 The panel formed will consist of at least three people. Parents will be notified of the names
of the panel members. None of the panel members will have been directly involved either in
the matters detailed in the complaint or its investigation and adjudication prior to this point.
Further, at least one will be independent of the management and running of the madrassah.

8.2 The appeal panel will have access to all relevant documentations.

8.3 The parents/guardians will be invited to attend the panel hearing. They will also be invited
to produce documentation to be circulated in advance to panel members. In addition, the
parents/ guardians will be invited to bring a friend or a relative, not a legal representative to
the panel hearing.

8.4 The panel will make the final decision in respect of the complaint. It may, if it so chooses,
also attach recommendations to its findings.

8.5 The panel’s findings and recommendations will be emailed or otherwise sent to the parent/
guardian making the complaint within five working days from the date of the hearing. Where
relevant a copy will be sent to the employee or employees complained against.

8.6 A copy of the panel’s findings and recommendations will be kept on file in the Head teacher
/ principal’s office, where it can be inspected by the Head teacher / principal and the
Trustees. This document will be processed as per the arrangements set out in this policy.

9. Complaints against the Head Teacher

9.1 Where the Head teacher / principal is the subject of the complaint, the matter should be
referred directly and in writing to the Trustee. The Trust Office will then contact the parents/
guardians in order to explain how the complaint will be investigated, how long an
investigation is likely to take and when they might expect a final response.

9.2 Where the Trustees believe that the complaint merits it, they will appoint a person to
investigate the complaint and report his/ her findings to them. After considering this report,
the Trustees will then write to the parents/ guardians within five working days. This letter
will include the conclusion reached, the reasons for it and any action taken or proposed.

9.3 If the parents/ guardians are dissatisfied with this response, (s) they should write to the
Trustees to request that the matter be referred to a panel hearing.

9.4 The composition of the panel, its purpose and procedure are set out above.
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COMPLAINT FORM, FORMAL COMPLAINT

Please complete and return to.......ccccccevveveeceeeeeevecceennenne.. Who will acknowledge receipt and explain
what action will be taken.

Your name:

Pupil’s name:

Your relationship to the pupil:

Address:

Postcode:

Day time telephone number:

Please give details of your complaint:

What action, if any, have you already taken to try and resolve your complaint. (Who

did you speak to and what was the response)?

What actions do you feel might resolve the problem at this stage?
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Are you attaching any paperwork? If so, please give details.

Signature:

Date:

Official use

Date acknowledgement sent:

By whom:

Complaint referred to:

Date:
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EQUAL OPPORTUNITIES POLICY (8)
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"O mankind! We created you from a single (pair) of a male and a female, and made you in
to nations and tribes, so that ye may know each other (not that ye may despise each
other). Verily the most honoured of you in the sight of Allah is (he who is) the most
righteous of you. And Allah has full knowledge and is well acquainted (with all things)".
(The Qur'an: 49:13)

We have a commitment to Equality Opportunity for all.

We believe that equality of opportunity is an essential principle of Islam and for us it is
about enabling all our students to fulfil their full potential.

They can only achieve this if we help to facilitate access to:

e A broad and balanced curriculum within the framework of the Quraan and Sunnah.

e |[slamically desirable attitudes, values, skill and knowledge.

e Differentiated learning experiences, commensurate with their age, ability and
aptitude.

This means that each individual must be treated in accordance with the Islamic principles,
with the same care and consideration regardless of their ability, ethnicity, disability or
socio-economic background.

This approach should be evident in every aspect of the life of the madrassah:

® Across the whole curriculum.
e Pastoral care and Personal and Social Development programmes.
e Special Educational Needs.

In practical terms we expect evidence of equal opportunities being offered in:

The management structure.

The management processes and procedures.

The recruitment selection and promotion of staff.
The curriculum framework.

The teaching and learning styles.

The pastoral support system.

The provision and deployment of resources.
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EQUAL OPPORTUNITIES FOR ALL OUR PUPILS - OUR POLICY AND PRACTICE

"Oh people! Surely your Lord is One and your father is One. You all belong to Adam, and
Adam was created of clay. No Arab is superior to a non-Arab, or vice versa. No white man
is superior to a black man and vice versa. Surely, the noblest amongst you are the most
God-fearing amongst you".

(The Prophet Mohammed's (saw) Farewell Sermon)

A requirement stated in the Sex Discrimination Act is that a madrassah must give all pupils
equal access to all the "benefit, facilities and services" offered by the madrassah. Our aim is
to work towards providing equal opportunities throughout practices, especially in the
following four key areas:

The Whole Curriculum:

Our whole curriculum will provide a balanced educational provision within the framework of
the Quraan and Sunnah.

e All pupils are offered the same opportunity of access to each of the subject areas on
offer.

e All pupils have equal opportunity of access to the extra curriculum provision on
offer.

® |n some areas this is actively encouraged.

Resourcing:

o Our policy is to ensure that all unreasonably biased contents are eliminated from the
textbooks, and we recommend that the library books, and other resources used in
the school reflect an accurate account.

e We will endeavour to present a balanced perspective when curriculum topics are
developed.

Relationships:

Within our madrassah we work towards trying to promote a deeply spiritual belief, self-
esteem, with respect for everyone regardless of their culture or beliefs.

e We use a system of "rewarding" to acknowledge when children try their best,
whether in an academic or social context.

e When there are disputes we try to ensure that everyone concerned gets a fair
hearing and justice is achieved.

e Expectations of behaviour and any sanctions due to irresponsibility are imposed
evenly.

e We expect mutual standards of respect between pupils and staff.
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The Madrassah in the Community:

e We encourage all parents and pupils to participate in madrassah events.

e All pupils have equal opportunity of access to the extra curriculum provision on
offer.

e All parents are offered equality of access, subject to prior appointment, to discuss
their child’s progress.

o Seek guidance and purposeful partnership with the home and the community at
large, in particular where such contact will enhance the quality of educational
provision and enlighten (steer, guide, encourage) our students towards achieving
excellence.

Staff

The madrassah values diversity amongst the staff. In all staff appointment, the best
candidate will be appointed, based upon strict professional criteria.

Policy Statement on the Recruitment of Ex-Offenders:

® As an organisation using the Disclosure Barring Service (DBS) Disclosure service to
assess applicant’s suitability for positions of trust, madrassah compiles fully with the
CRB Code of Practice and undertakes to treat all applicants for positions fairly. It
undertakes not to discriminate unfairly against any subject of a Disclosure on the
basis of conviction or other information revealed.

e The Madrassah is committed to the fair treatment of its staff, potential staff or users
of its services, regardless of race, gender, religion, sexual orientation, responsibilities
for dependents, age, physical/mental disability or offending background.

e We have a written policy on the recruitment of ex-offenders, which is made available
to all disclosures applicants at the outset of the recruitment process.

e We actively promote equality of opportunity for all with the right mix of talent, skills
and potential and welcome applications from a wide range of candidates, including
those with criminal records. We select all candidates for interview based on their
skills, qualifications and experience.

e A disclosure is only requested after a thorough risk assessment has indicated that
one is both proportionate and relevant to the position concerned. For those
positions where a Disclosure is required, all application forms, job adverts and
recruitment briefs will contain a statement that a Disclosure will be requested in the
event of the individual being offered the position.

® Where a Disclosure is to form is to form part of the recruitment process, we
encourage all applicants called for interview to provide details of their criminal
record at an early stage in the application process. We request that this information
is sent under separate, confidential cover, to a designated person within The
Madrassah and we guarantee that this information is only be seen by those who
need to see it as part of the recruitment process.

o Unless the nature of the position allows the Madrassah to ask question about your
entire criminal record we only ask about “unspent” convictions as defined in the
Rehabilitation of Offenders Act 1974.
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e We ensure that all those in the Madrassah who are involved in the recruitment
process have been suitably trained to identify and assess the relevance and
circumstances of offences. We also ensure that they have received appropriate
guidance and training in the relevant legislation relating to the employment of ex-
offenders, e.g. the rehabilitation of Offenders Act 1974.

e At interview or in a separate discussion, we ensure that an open and measured
discussion takes place on the subjects of any offences or other matter that might be
relevant to the position. Failure to reveal information that is directly relevant to the
position sought could lead to withdrawal of an offer of employment.

e We make every subject of a DBS Disclosure aware of the existence of the DBS code
of Practice and make a copy available on request.

e We undertake to discuss any matter revealed in a Disclosure with the person seeking
the position before withdrawing a conditional offer of employment.

Policy Statement on the Secure Storage, handling, Use, Retention & Disposal of
Disclosures Information.

General Principles

As an organisation using the DBS Disclosure service to help assess the suitability of
applicants for positions of trust, the Madrassah compiles fully with the DBS Code of Practice
regarding the correct handling, use, storage, retention and disposal of Disclosures and
Disclosure information. It also complies fully with its obligation under the Data Protection
Act and other relevant legislation pertaining to the safe handling, use, storage, retention
and disposal of Disclosure information and has a written policy on these matters, which is
available to those who wish to see it on request.

Storage & Access

Disclosure information is never kept on an applicant’s personnel file and is always kept
separately and securely, in lockable, non-portable, storage containers with access strictly
controlled and limited to those who are entitled to see it as part of their duties.

Handling

In accordance with section 124 of the Police Act 1997, disclosure information is only passed
to those who are authorised to receive it in the course of their duties. We maintain a record
of all those to whom Disclosures or Disclosure information has been revealed and we
recognise that it is a criminal offence to pass this information to anyone who is not entitled
to receive it.

Usage

Disclosure information is only used for the specific purpose for which it was requested and
for which the applicant’s full consent has been given.
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Retention

Once a recruitment (or other relevant) decision has been made, we do not keep Disclosure
information for any longer than is absolutely necessary. This is generally for a period of up
to six months, to allow for the consideration and resolution of any disputes or complaints. If,
in very exceptional circumstances, it is considered necessary to keep Disclosures
information for longer than six-months, we will consult the DBS about this and will give full
consideration to the Data Protection and Human Rights individual Subject before doing so.
Throughout this time, the usual conditions regarding safe storage and strictly controlled
access will prevail.

Disposal

Once the retention period has elapsed, we will ensure that any Disclosure information is
immediately suitably destroyed by secure means, i.e. by shredding, pulping or burning.
While awaiting destruction, Disclosure information will not be kept in any insecure
receptacle (e.g. waste bin or confidential waste sack). We will not keep any photocopy or
other image of the Disclosure or any copy or representation of the contents of a Disclosure.

However, notwithstanding the above, we may keep a record of the date of issue of a
Disclosure, the name of the subject, the type of Disclosure requested, the position for which
the Disclosure was requested, the unique reference number of the Disclosure and the
details of the recruitment decision taken.
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CONFIDENTIALITY & DATA
PROTECTION POLICY (9)
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SECTION 1 — FREEDOM OF INFORMATION

Introduction

Pupils and their parents already have the right to see al personal records held by the
Madrassah on them. In addition much non-confidential information held by the Madrassah
has traditionally been made available to the wider community. The Freedom of Information
Act 2000 seeks to clarify the disclosure arrangements for information held by public bodies
such as madrassahs. Under the Act members of the public (including madrassah staff and
parents) now have the right to request access to information not protected by the Data
Protection Act or deemed confidential by the madrassah.

Under the Freedom of Information Act all maintained madrassahs must ensure that they
make certain information and the mechanism for gaining access to such, clearly available.
Naturally, information may not be released if it does not exist or if to do so would breach
someone else’s rights to confidentiality, or the information is covered by an exemption in
the Act.

The information covered by this policy relates not only to information available in hard
paper copies but also to that published on the Madrassah’s / Masjid website. However,
there are categories of information which are not available under the Freedom of
Information Act such as confidential personal files.

This policy conforms to the model approved for madrassahs by the Information
Commissioner.

Aims

Through this policy and its implementation the madrassah aims to:
1. Clearly describe the classes of information that it already publishes or is intending to
publish in the near future.
2. Clearly describe the manner in which the information is published/made available.
3. Identify when, and the scale of, changes related to the provision of the requested
information.

Categories of information published the Madrassah

There are four categories of information which are readily available from the Madrassah:
1. The Madrassah Prospectus.
2. Trust Body Documentation.
3. The Madrassah Policies
4. Other procedures and general information related to the Madrassah.

The Madrassah Prospectus

The prospectus contains general information about the Madrassah, its curriculum, individual
departments and staffing, etc. Copies of the prospectus are automatically provided to the
parents of all pupils applying to attend the Madrassah and copies are provided for any
parents who wish to consider their child attending the Madrassah.
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e The SLT assure all visitors a warm, friendly and professional welcome to Madrasah
Zeenatul Quran, whatever the purpose of their visit.

e The madrassah has a legal duty of care for the health, safety, security and wellbeing
of all pupils and staff. This duty of care incorporates the duty to safeguard all pupils
from subjection to any form of harm, abuse or nuisance. It is the responsibility of the
SLT and senior staff to ensure that this duty is uncompromised at all times.

e In performing this duty, the SLT recognise that there can be no complacency where
child protection and safeguarding procedures are concerned. The madrassah
therefore requires that ALL VISITORS (without exception) comply with the following
policy and procedures. Failure so to do may result in the visitor’s escorted departure
from the madrassah site.

Policy Responsibility

The office staff is responsible for the implementation, coordination and review of this
policy.

The office staff will also be responsible for liaising with the madrassah’s designated
Safeguarding Lead as appropriate. All breaches of this procedure must be reported to the
Head teacher / Principal with immediate effect.

Aim

To safeguard all children under the madrassah’s responsibility both during madrassah hours
and during out of madrassah hours activities which are arranged by the madrassah. The
ultimate aim is to ensure that pupils at Madrasah Zeenatul Quran can learn and enjoy
extracurricular experiences in an environment where they are safe from harm.

Objectives

To have in place a clear protocol and procedure for the admittance of external visitors to
the madrassah which is understood by all staff, SLT, visitors and parents and conforms to
child protection and safeguarding guidelines.

Where and to whom the policy applies

The madrassah is deemed to have control and responsibility for its pupils anywhere on the
madrassah sites (i.e. within the madrassah boundary fence), during normal madrassah

hours, during after madrassah activities and on madrassah organised (and supervised) off-
sites activities.

The policy applies to:

e All staff employed by the madrassah
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All external visitors entering the madrassah site during the madrassah day or for
after madrassah activities (including peripatetic tutors, coaches, and topic related
visitors e.g. authors, journalists)

All SLT of the madrassah

All parents and volunteers

All pupils

Other Education related personnel

Building & Maintenance and all other independent contractors visiting the
madrassah premises

Independent contractors who may transport students on minibuses or in taxis

Protocol and Procedures

Visitors to the Madrassah

All visitors to the madrassah are required to provide proof of identity at the time of their
visit unless they are on the Approved Visitors List (see below.) They must follow the
procedure below.

Madrassah do not have the power to request DBS checks and barred list checks, or ask to
see DBS certificates, for visitors (for example children’s’ relatives or other visitors attending
a jalsa day). The Head teacher / Principal should use their professional judgment about the
need to escort or supervise these visitors.

(Keep Children Safe in Education (KCSIE, April 2014)

>
>

Once on site, all visitors must report to reception / office first.

At reception, all visitors must state the purpose of their visit and who has invited
them. They should be ready to produce formal identification upon request.

Visitors will be asked to sign the Visitors Record Book which is kept in reception at all
times making note of their name, organisation, who they are visiting, car registration
and visitor time in and out.

All visitors will be required to wear an identification badge — the badge must remain
visible throughout their visit.

Visitors must be given information about fire safety evacuation, safeguarding and
child protection policies which they should read before entering the madrassah.
They should be given the names of the Designated Safeguarding Leads and
encouraged to report any incidents or concerns about the conduct of any adult on
the madrassabh site.

Visitors will then be escorted to their point of contact OR their point of contact will
be asked to come to reception to receive the visitor. The contact will then be
responsible for them while they are on site. The visitor must not be allowed to move
about the site unaccompanied unless they are registered on the Approved Visitor
List.
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Visitors Departure from Madrasah
On departing the madrassah, visitors MUST leave via reception and:

> Enter their departure time in the Visitors Record Book alongside their arrival entry
> Return the identification badge to reception

Unknown/Uninvited Visitors to the Madrasah

Any visitor to the madrassah site who is not wearing an identity badge should be challenged
politely to enquire who they are and their business on the madrassah site.

They should then be escorted to reception to sign the visitor’s book and be issued with an
identity badge. The procedures under “Visitors to the Madrassah” above will then apply

In the event that the visitor refuses to comply, they should be asked to leave the site
immediately and the Head teacher / Principal should be informed promptly.

The Head teacher / Principal will consider the situation and decide if it is necessary to inform
the police.

If an unknown/uninvited visitor becomes abusive or aggressive, they will be asked to
leave the site immediately and warned that if they fail to leave the Madrasah grounds,
police assistance will be called for.

SLT and Volunteers

All SLT and parent helpers must complete a DBS check (if not already held) via the
madrassah office.

New SLT will be made aware of this policy and with its procedures as part of their induction.
This is the responsibility of the Head teacher/ Principal.

New volunteers will be asked to comply with this policy by the staff they first report to as
well as the office staff when coming into madrassah for an activity or class supporting role.

Staff Development

As part of their induction, new staff will be made conversant with this policy for External
Visitors and asked to ensure compliance with its procedures at all times.

Approved Visitor List
The madrassah will hold an approved visitor list for visitors who frequently visit the
Madrasah site to undertake work within the Madrasah (including contractors and supply

staff).

To qualify for this list the visitor must have demonstrated, prior to the visit that:
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a. They have a current clear enhanced DBS check and a copy of this has been registered
on the madrassah’s Central Record AND
A current clear DBS children’s barred check has been undertaken AND
Visitors on the Approved List MUST follow the same procedures on entry to the
premises (i.e. come to reception and sign in the visitor’s book).

A copy of the approved visitor list will be kept behind reception at all times.
Specific guidance for members of staff organising visits from external agencies:

The following procedures should be followed by all madrassah staff involved in organising
visits from external agencies and speakers:

> Prior to the visit, discuss with the visitor how their session will add value to the
pupils’ learning experience.

> Ensure the visitor/external agency learning outcomes complement madrassah’s
planned programmes or schemes of work and are in line with madrassah policies.

> Be confident that the visitor/external agency has the required expertise in the
subject they are delivering together with the necessary experience and skills to
deliver sessions that are age appropriate and factually accurate.

> Discuss and agree the aims/desired learning outcomes of the session, professional
boundaries, including responsibility for classroom discipline.

> Inform each visitor/external agency of all information to ensure the inclusion of all

pupils. This may include the age and ratio of pupils, background, ethnicity and

culture of pupils and special education needs (if applicable).

Provide each visitor with a named Madrasa contact.

Ensure the activity meets Health and Safety guidelines. If appropriate carry out a risk

assessment of the activity/session.

> Staff must ensure such visitors are aware of the madrassah’s safeguarding
procedures and allow access to such policies as Child Protection, Safeguarding, and
Risk Assessments.

> All staff must inform the relevant madrassah staff of the intended visit and remit of
the visitor, e.g. head teacher/ principal, office staff.

> Ensure the relevant staff members, e.g. class teacher, is present during the session
as they are responsible for class discipline, monitoring and evaluation.

> Ensure the pupils are given time to reflect on what they have learned.

vy

The madrassah contact will be responsible for ensuring the visitor/external agency is
thanked for their contribution and, where applicable, ensure the treasurer is aware that
fees are to be paid. A VAT invoice will need to be provided for payment to be made (if
applicable)

External speaker: anyone other than a current pupil or current staff member who may be
invited to give a sermon, expound on a piece of religious text, or political viewpoint, etc

> External speakers and visitors are subject to web and other security checks as
standard practice by the Madrassah.
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> External speakers and visitors are permitted to visit the Madrassah but must ensure
that they also comply with UK legislation. This means speakers and visitors must
ensure that in the views or ideas they put forward -or in the manner in which they
express these views or ideas- they do not infringe the rights of others, or
discriminate against them. Their speech or the manner of its expression must not
constitute a criminal offence, a threat to public order, a threat to the health and
safety of individuals, incite others to commit criminal acts, or be contrary to the civil
and human rights of individuals. It is a criminal offence to ‘stir up hatred’ against
other people on religious or racial grounds.

Therefore in order to protect staff and pupils of all backgrounds, the Madrassah requires
that all external speakers and visitors to the Madrassah abide by:

All safeguarding and H&S policies.

External speakers and external visitors must take great care to ensure they do not create an
intimidating, hostile, degrading, humiliating, or offensive environment for others at the
Madrassah.

Therefore all speakers and visitors must ensure that their words or actions will not give rise
to an environment in which people will experience - or could reasonably fear - harassment,
intimidation, isolation, verbal abuse or violence, particularly because of their:

Ethnicity or race

Religion and belief- including lack of religion and belief
Sexuality- heterosexual, bisexual, lesbian, gay

Gender

Disability

Trans status

Age

Civil partnership and marriage

Pregnancy and maternity.

If an external speaker or external visitor contravenes this guidance, the Madrassah reserves
the right to immediately shut down an event and to ban that speaker or visitor from the
site.

Religious hatred

Religious hatred offences (introduced into the Public Order Act 1986 by the Racial and
Religious Hatred Act 2006) occur where the following actions are committed with the
intention to stir up religious hatred:

> The use of threatening words or behaviour;

> The display of threatening written material;

> The publication or distribution of written material which is threatening;

> The public performance of a play involving threatening words or behaviour;
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> The distribution or showing or playing of a recording of visual images or sounds
which are threatening

> The broadcasting of a programme which includes threatening visual images or
sounds;

The possession of written material, the recording of visual images or sounds, which are
threatening, with a view to their display, distribution, publication, playing or
broadcasting.

All speakers will be made aware of their responsibility to abide by the law, and the
madrassah’s various policies, including that:

They must not incite hatred, violence or call for the breaking of the law

They are not permitted to encourage, glorify or promote any acts of terrorism
including individuals, groups or organisations that support such act

> They must not spread extremism, radicalisation, hatred or intolerance in the
madrassah community and thus aid in disrupting social and community harmony.

>
>

Linked policies

This policy and procedures should be read in conjunction with other related madrassah
policies, including:

e Safeguarding and Child Protection Policy

e Health and Safety Policy
e Fire Safety Policy
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The learning climate we create in madrassah is crucial. Pupils are affected not only by the
physical environment which surrounds them, but also by our own expectations and
attitudes.

Colourful and bright displays cheer up the classroom and the madrassah, making a more
pleasant and welcoming environment for all. The display of learning materials can aid
learning in an almost subliminal way.

Clean and tidy classrooms contribute to that good climate. We should all take responsibility
for our physical environment, including areas of the madrassah such as corridors, sinks and
cloakroomes.

AIMS
To provide a visually rich and stimulating environment which

e celebrates and values the work of all pupils;
® arouses curiosity;

reflects and interacts with class topics being studied and provides a clear link with
work going on in the classroom;

provides information to consolidate learning;
reflects the madrassah’s learning policy, ethos and individuality;
gives opportunities for pupils to be observant and constructively critical;

offer pupils an audience for their work, promoting self-esteem and encouraging
them to value their own work and that of others;

informs all who visit the madrassah of the work being done in madrassah,;

e reflects the madrassah’s Equal Opportunities, Multicultural and SEN policies;

IMPLEMENTATION
Display should:

e have a clear content and purpose;

® engage the audience;

ensure reflection of a wide curriculum and always include work related to Islamic
Studies and Quraan Studies;

maintain balance between celebration and information;

use various styles, strategies and subjects;

be current;

be used actively and not always be merely decorative;

ensure that all children are represented somewhere;

HOW TO ACHIEVE THESE OBJECTIVES
Use a mixture of formats:

e Notice boards
e Free standing boards
e Shelf/ledge/counter tops
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Table
Mobile Display

Select materials and present them carefully. Think about the colour of the backing paper
and the subject matter. Is the paper of good quality? Has it been used before and is it
looking tired? Cut the paper carefully to fit the board. Use good tools. Other points to
consider:

Type of border/colour/width/shape;

e |s the material mounted neatly and in a regular way?

e Work should be double mounted where possible, placed in a pre-printed frame or
mounted with a line drawn around work to simulate double mounting;

e Have you contrasted the backing and mount colours or kept to a single colour?

e Paper and material should be fixed to the board with pins or angled staples;

e Work should be fixed using blu-tak, mapping pins or spray mount; consider the use
of material and drapes rather than paper.

LABELLING

® Ensure a clear title is displayed and include the learning objective;

e Lettering should be clear and neat;

® Check grammar and spelling;

® Proper names should begin with a capital letter; all other single word labels should
be in lower case;
encourage interaction by using questions and statements;
Does the labelling inform the display?

e All work should be named; Unless a part of the material content being displayed,

keep to one type of font or letter style.

GENERAL POINTS FOR CONSIDERATION

Display reflects the broad and balanced curriculum;

Every child is represented — genuine effort, appropriate to the teacher’s expectations
of the child, may be sympathetically displayed;

It is important to have children’s own drafted independent writing on display.

Pupils work should be celebrated regardless of their ability.

A variety of techniques and media are employed in artistic displays;

Other subject areas are also represented or the display is cross curricular;

Display of 3D work — models should be finished, labelled and of a good standard;

All work on display is up to date and represents pupils currently in the class;

Once displays have been created in the classroom, it is important to keep the room
tidy so that nothing detracts from the children’s work. Mess, muddle and over-fussy
work tops disrupt the focus of the display.
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STAFFING AND RESOURCES

e All staff are responsible for planning and organising work for displays;

e Atimetable needs to be devised to ensure displays in communal areas are refreshed
e.g at least three times annually;

e The Head teacher / Prinicpal will provide an overview and support staff in producing
displays;

e Displays should be monitored by the Head teacher / Principal;

o Teachers will ensure that display resources are available and use the usual channels
to re-order when necessary to maintain a good selection.
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WARNING

All rights reserved. No part of this Policy/publication may be reproduced,

distributed, or transmitted in any form or by any means,
including photocopying, recording, or other electronic or mechanical methods,

without the prior written permission of the Madrasah Zeenatul Quran.

Madrasah Zeenatul Quran

Created and designed by:

Maulana Faruk Patel (Founder of Madrasah Zeenatul Quran)

www.zeenatulguran.com - Email: principal@zeenatulguran.com
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