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Khutbahtu Hajja

All praise is due to Allah, we praise Him, and seek his help and forgiveness. We seek
refuge in Allah from the evils of our ownselves and from our wicked deeds. Whomsoever
has been guided by Allah, none can misguide him, and whomsoever has been misguided
by Allah none can guide him. I bear witness that there is no true God worthy of worship
besides Allah alone. I further bear witness that Muhammad (SAAW) is His slave and
messenger. May Allah, the Exalted, bestow His peace and blessings on the final Prophet
Muhammad, upon his good and pure family, and upon all of his noble companions.

O you who believe! Fear Allah (by doing all that He ordered and abstaining from all
that He has forbade) as he should be feared, and die not except in a state of Islam (as
Muslims with complete submission to Allah) (Qur'an 3:102)

O mankind ! Be dutiful to your Lord who created you from a single soul, and from him

created his mate (Eve/Hawa) and from them created many men and women. And fear

Allah through whom you demand your mutual right, and do not cut relations with the
wombs that bore you. Surely Allah is an All-Watcher over you. (Qur'an 4:1)

Oh you who believe! Keep your duty to Allah and fear Him, and speak always the
truth, and He will direct you to do good deeds and will forgive you of your sins. And
whosoever obeys Allah and His Messenger, he has indeed achieved a great success.

(Qur’an 33:70-71)

To proceed: The most truthful speech is the book of Allah, and the best of guidance is
that of Muhammad (SAAW). The worst of evils are innovations, and every innovated
matter (in religion) is a Bid’ah, and every Bid’ah is a misguidance and every misguidance
is in the fire.



WELCOME

As Salaamu Alaikum Wa Rahmatullahi Wa Barakatahu!

Welcome to Mutanafisun Academy!

Al-hamdulillah! By the grace of Allah Mutanafisun Academy has been blessed with
additional classroom space, improvements to our program, and most importantly, our
new staff members.

You have been selected for your position because of your special qualities, talents, or
skills. Each staff member plays a vital role in making our school a well-balanced Islamic
learning environment, as we are all dependent upon Allah (SWT) and then one another.
Although specific responsibilities may vary according to your primary job description
and individual responsibilities, all staff members hold the trust before Allah to work
together in a united, respectful manner. Mutanafisun Academy’s primary goal is seeking
Allah’s pleasure and guidance by fostering an Islamic environment exemplary of the
Islam practiced and taught by our Prophet (peace be upon him) to his companions. It is
our hope to fill our school with mutual love, harmony, respect, tolerance, patience,
friendship and fear of Allah (SWT).

This year at Mutanafisun Academy we are in the process of increasing our academic
goals and standards. Our Staff will be working very closely to help create an outstanding
Islamic and educational environment for our children. Please remember that each of us
is responsible for doing the work it takes in reaching our goals. We look forward to
working with you!

Jazakum Allahu kairan,

Mutanafisun Academy Administrative Staff



ACKNOWLEDGEMENT STATEMENT

I have received the Mutanafisun Academy Employee Handbook. I understand and agree
that it is my responsibility to read and familiarize myself with the requirements of the
Mutanafisun Academy Staff Handbook

In the event I leave the company with a negative vacation or sick balance, the
outstanding balance will be deducted from my final paycheck.

I agree that I will not disclose any confidential information concerning the school or any
of its clients either during my employment or afterwards. Disclosure of this confidential
information is a serious matter and may result in discipline up to and including
termination.

Also, I understand that the Staff Handbook is designed to be a guide to employee
conduct, and is not to be considered a contract either expressed or implied, and that my
employment is at-will. As a result, my employment with the school can be terminated by
myself or the directors at any time for any reason, with or without cause, with notice of
at least 30 days. Moreover, Mutanafisun Academy may amend these policies, except for
the employment-at —will status, without notice.

Most importantly, anything not mentioned in this handbook that is haram or prohibited
in Islam is not allowed in or outside of the school and could result in termination.

Employee Name (please print)

Employee Signature Date

(Please complete this page, detach, and return it to your director.)



HISTORY

Mutanafisun Academy started in 1999, by a group of Boston area Muslim home
schooling families who joined their efforts, to provide their children with a richer
learning experience. In its different incarnations, it has been a home schooling
cooperative, a Preschool cooperative, with triple the students and staff, and in 2001, we
expanded further into an Academy. This year we will focus more on the individual
academic growth of each student. By using the Calvert curriculum, smaller class sizes,
and tailored academic enrichment, we will be able to give each child the academic
support they need to have a successful school year.

OUR MISSION

Our mission is to provide our students with a strong, challenging curriculum. Give each
child the necessary knowledge and skills needed to become a solid student and
independent learner. Help each student gain self-control, and learn the necessary social
skills needed to become a successful Muslim. Help nurture each child’s natural desire to
learn and instill the important virtue of striving to gain the pleasure of Allah.

PARENT INVOLVEMENT

Mutanafisun Academy is a small school with little resources. In order to keep our
tuition cost low, we require all parents to become involved in the operation of the school.
Each family is responsible signing up for, and completing at least one job.

OUR WORK ENVIORNMENT

Mutanafisun Academy is committed to providing a work environment that is God-
fearing and in constant remembrance of Allah and Islam. Any discrimination,
harassment or improper behavior that is not pleasing to Allah (SWT) will not be
tolerated. If you believe you have been subjected to, or have witnessed any of these acts,
report them immediately, verbally or in writing, to the Director or Executive Director.
We take reports very seriously and investigation and appropriate disciplinary action will
result. Both Islam and Mutanafisun Academy forbid retaliation against any individual
who makes a complaint. Any individual who makes unwelcome advances, threatens, or
in any way harasses an employee is personally liable for such actions and their
consequences.

Mutanafisun Academy values the important feedback of each individual. Your ideas,
suggestions, concerns, etc. should be discussed directly with Mutanafisun Academy
Directors. However, if you are not satisfied with the outcome of these discussions, you
may then contact the Executive Director.

Please understand that your job status will not be adversely affected by utilizing the
complaint resolution procedure. It is never acceptable to raise concerns with
your employment to others.



PURPOSE AND SCOPE

The purpose of this staff manual is to set forth the personnel policies of Mutanafisun
Academy. These policies and procedures may be modified, amended or eliminated by
Mutanafisun Academy administrative staff. Any such changes will be in writing. THIS
MANUAL IS NOT INTENDED TO BE, NOR IS IT TO BE CONSTRUED AS, AN
EXPRESSED OR IMPLIED CONTRACT OF EMPLOYMENT FOR ANY LENGTH OF
TIME. Any alterations and/or variances from the policies and procedures set forth
herein shall be in writing and signed by a Director of Mutanafisun Academy
administrative staff.

Employee Status

Full-Time — If you work a regular schedule of thirty (30) or more hours per week, you
are considered a full-time employee.

Part-Time — If you are scheduled to work between 5 and 30 hours per week on a
regular or consistent basis, you are considered a part-time employee.

Substitutes: Work at irregular intervals on an as-needed basis.

Volunteers: This is a charitable, unpaid position.

Equal Employment Opportunity

To further its goal of equal employment opportunity for all employees and prospective
employees without regard to race, religion, color, sex, age, national origin, or handicap in
accordance with applicable law, it is the policy of MUTANAFISUN ACADEMY BOARD &
ADMINISTRATIVE STAFF to make all employment decisions and to take all personnel
actions (including promotions, transfers and other terms and conditions of employment)
in accordance with the principle of equal employment opportunity and without regard to
ones race, religion, color, sex, age, national origin, handicap or protected status.

Employment Contracts

1. Upon recommendation(s) from Mutanafisun Academy’s Administration, the Executive
Director gives final approval for all qualified Mutanafisun applicants and personnel.

2. All teachers of Mutanafisun Academy will have a contract that has been approved by
Mutanafisun’s Ex. Director.

3. All contracts shall be for one school year, unless specifically altered and/or approved
by Ex. Director.

4. Teachers shall notify Mutanafisun Administration, in writing by April 1, 2009 of their
intent to return for the following school year.

5. Teachers shall be notified no later than July 1, 2009 if their contract will not be
renewed for the following school year.

6. Contracts not signed and returned within ten (10) calendar days of issuance will be
considered invalid.

7. Mutanafisun Academy has the right to terminate any employee at will



Resignation:

1. An employee shall notify one of the Directors in writing if he/she is unable to fulfill the
terms of contract at least thirty (30) days for non-teaching staff and sixty (60) days for
teaching staff in advance of the resignation date.

2. If an employee does not give adequate notice, any future pay and/or tuition exchange
subsidy will be subject to become forfeited or terminated by the employee.

3. When the resignation takes effect, the contract shall be dissolved and remaining
compensation forfeited.

Dismissals:

If a position is abolished, the school shall give an employee at least two weeks notice,
insha’Allah. If dismissal is for justified cause, no notice is required. Mutanafisun
Academy Administrative Staff reserves the right to terminate employees at will.

Teacher Evaluation:

1. Mutanafisun Academy recognizes that the educational process is an extremely
complex one and that the appraisal of this process is a difficult and technical function.
Nevertheless, because it is universally accepted that good instruction is the most
important element of a sound educational program, provisions shall be made to conduct
appraisal of professional performance.

2. Appraisal of professional personnel performance should serve three purposes:
a. To raise the quality of instruction and educational services for the students of
the school,
b. To raise the standards of the profession of Islamic teaching as a whole, and
c. To aid the individual to grow professionally.

3. Evaluation of performance shall be a cooperative, continuing process designed to
improve the quality of instruction. All employees shall be involved in the evaluation
process and shall have opportunity to see and sign the evaluation conclusion.

4. The Administrative staff shall have the responsibility of developing, organizing and
implementing a program of evaluating the instructional process as one means to insure
quality control of instruction.

5. The Administrative Staff shall be responsible for the evaluation of all staff.

Evaluation Procedure:

1. The Director along with Team Leader shall develop a plan whereby all teachers shall be
observed a minimum of two times each year. Teachers with more than three years
experience at MA will be observed a minimum of once each year.



2. In preparation for the Teacher appraisal conference, the teacher may be requested to
prepare a self-evaluation of overall strengths and weaknesses.

3. The Administrative Staff shall submit a report regarding employee evaluation to the
Executive Director in April. The Administrative Staff and Team Leader shall recommend
to the Executive Director which teachers should receive new contracts for the upcoming
year.

Self- Evaluation:

Recognizing the important role self-evaluation plays in the total educational program
and recognizing that the teacher or the institution cannot grow or attain its goals without
self-evaluation, Mutanafisun Academy is committed to the following plan of action:

Upon the request of the Director or the recommendation the Administrative Staff,
teachers shall be given the opportunity for evaluating their performance and the
performance of the school.

Secondary Employment/Responsibilities

No other jobs, responsibilities, tasks, etc., whether within ICNE or outside, may conflict
with the duties of Mutanafisun Academy employees (unless otherwise approved and
documented by the Administrative staff).

Annual Salary Review:

Employees wages will be reviewed each year unless predetermined by an existing written
contract of employment between Administrative staff and the employee. Depending on
annual appraisals Directors will consider recommendations for increases from the
Administrative staff.

Continuing Education
Excused Absence:

1. Full-time staff members and teachers who have completed a minimum of one year of
employment with Mutanafisun Academy are eligible to receive excused, unpaid
absence on continuing education for approved academic courses at a rate of (3) credits
per semester (Must be approved, in writing and is based upon coverage
availability).

2. Courses must be directly related to the employees work at Mutanafisun Academy, the
Director will determine course relevance.

3. Teachers must provide Director with an official copy of completed registration
statement from school with course start and end date, proof of payment receipt, and also
a final course grade of (B-) or higher to be considered for future attendance benefits. An
official copy of all grades and/or certificates must be submitted to Director before future
course approval.

4. In addition, teachers commit to remain employed by Mutanafisun Academy during
the year following the year in which the course/s is taken. Employees who do not fulfill



their commitment to return to Mutanafisun Academy or satisfy all requirements, must
return money equal to amount given for time off that may have been paid to them.

5. Attendance exchange is limited to classroom coverage availability and preference will
be given to those employees without at least a Bachelors Degree and/or seniority.

6. Employees are responsible for completing all job related duties at Mutanafisun
Academy and will not be given attendance exchange/ paid/time off for study
time .

ABSENCE AND LEAVE

Funeral Leave:

1. All full-time employees shall be allowed one (1) day of full pay and up to (2) days
without pay or use of sick leave credit when a death occurs in the immediate family.
Immediate family is defined as spouse, father, mother, sister, brother, child or any other
person residing in the same household.

2. All employees shall be allowed one day without pay or sick leave credit upon the
death of other relatives (grandparent, immediate in-laws, grandchild, aunt, uncle, niece,
nephew or cousin).

Sick & Personal Time Off:

1. All full-time employees shall receive full pay for absence on account of personal illness,
personal incapacity due to injury or illness in the immediate family, up to the allowable
limit indicated below.

2. The effective date for sick leave will be the first day the employee’s contract begins and
will ends May 31, 2009. Sick leave will not carry forward to the next year.

3. All full-time employees are entitled to up to four (4) paid days of sick/personal time
each contract period. Part-time employees are also granted partial hours of leave.

4. Sick/Personal time off is not available all at once at the beginning or end of the
contract, but accrues at the rate of 3.75 hours every 30 days of service.

5. Any sick time off requests granted during in-service days, parent-teacher conferences,
testing, report card weeks, standardized testing periods; or up to 7 days before and 7
days after scheduled holidays, will not be paid unless accompanied by a letter
signed by a physician.

6. In case of sickness and personal emergency, staff members are to inform Sister Asiyah
of any absence as early as possible; by calling (617) 719-2803, the evening before work
and also leaving a message on the schools office answering machine.

7. In all cases when calling in sick, calls should be received no later than 7:00 AM of the
workday involved.

8. In the case of no call and no show Mutanafisun Academy will consider this as an
abandonment of duties and reserves the right to terminate employee immediately.




Personal Time Off:
1. All full and Part-time employees are entitled to personal time.

2. Employees must submit a written request (Absence Request Form) and receive
approval, for personal leave no less than two weeks prior to the personal leave date.
Exceptions will be made for emergencies (determined by administrative staff) only!

3. Requests submitted less than two weeks prior to the date of personal leave will be
rejected.

4. Personal leave is not available during the first thirty (30) days of the contract period.
After the first (30) days of employment, personal paid leave accrues at the rate of 3.75
hours every 20 working days of service, and therefore can not be used all at once early
in the contract period.

5. In addition, Personal leave is not available the last 4 weeks (30 days) of school.

6. No personal leave requests will be granted during in-service days, parent-teacher
conferences, testing and/or report card weeks, standardized testing periods, or any up to
7 days before and 7 day after scheduled paid holidays. Any approved personal time
granted within 7 days before or 7 days after a scheduled holiday will result in loss of
entire vacation pay and loss of personal time off with pay even if time was accrued.

7. Hajj: All staff must inform the administration of their intention for going on Hajj at
least 2 months in advance of the departure date. All substitution materials must be
available to cover all days missed, plus 3 days. All days will be unpaid.

8. All absences taken outside of the Personal Time Off Guidelines will be considered
Un-excused and will affect employee’s appraisal and/or any potential bonus.

Maternity Leave:

1. Full-time employees shall be entitled to a Maternity Leave of up to twelve (12) weeks.
2. Maternity Leave is without pay.

3. Full-time employees must apply in writing to the Sister Asiyah for Maternity Leave at
least two months in advance stating when leave will be taken.

4. Further leave without pay may be granted at the discretion of the Administrative Staff.

Jury Duty Leave:

1. A full-time salaried employee summoned to jury duty shall be granted a leave of
absence while fulfilling the jury duty assignment.

2. Full-time Employees will be paid /2 day salary for a maximum limit of 2 days.

3. Employee is required to provide a copy of the Jury summons/and at least a 2 week
notice accompanied by Absence Request Form. Failure of advanced written
notification will result in loss of wages.



Court Leave:

1. A full-time employee will be granted court leave if served with a subpoena to appear as
a witness for a court proceeding.

2. A two week notice (Absence Request Form) along with written proof of a subpoena
is required.

Personal Appointments:

1. Non-emergency off campus appointments are not allowed during school hours. All
same day requests will be denied and are considered un-excused absences
and will result in loss of wages.

2. Teachers should do everything possible to schedule personal appointments after
school hours or on weekends or during paid scheduled vacations. If absolutely
necessary, it is recommended to schedule appointments at the beginning or end of
work schedule to avoid full day absence. (Please note this may result in an unexcused
absence)

3. Excessive un-excused Time off due to doctor’s appointment, tardiness, or a
combination of the two will impact workers appraisal and are grounds for dismissal.

4. Proper written approval (Absence Request Form) must be signed by
Administration, if extenuating circumstances require that the employee leave the school
early. Unless emergency circumstance please note this will be considered an un-excused
absence.

5. ALL Staff members are responsible to sign in and out for the amount of time worked.
Failure to sign in or out will result in a delay of employee’s payroll distribution.

6. In all cases an Absence Request Form must be submitted and approved two weeks
prior to appointment date.

Holidays:

1. All employees should refer to the school calendar for holiday schedules.

2. Vacation Pay is earned only after 30 days of service. Employees with less than 30 days
of service at Mutanafisun Academy are not entitled to vacation pay.

3. Employees who work on any holiday which Mutanafisun Academy does not observe
will not be paid time and a half.

4. No leave will be accepted up to 7 days before/up to 7 days after holidays observed by
Mutanafisun Academy. Please note: These are blackout dates and any approved
personal time granted within 7 days before or 7 days after a scheduled holiday will result
in loss of entire vacation pay wages and loss of personal time off with pay even if time
was accrued, with no exceptions!

Leave Without Pay:

Leave without pay may be granted at the discretion of the Administrative staff, with
consultation of from Executive Director, upon the submission of an Absence Request
Form in advance of the requested leave.

Unused Sick and Personal Leave Days:
Any sick leave remaining at the end of employee’s contract will not carry over.



GENERAL GUIDELINES

Schedule:

Regular Full-Time: 8:00 a.m. - 4:00 p.m.
Part-Time: 8:00 a.m. -12:00 p.m.
Part-Time: 12:00 a.m. - 4:00 p.m.
Part-Time: 10:00 a.m. - 2:00 p.m.

Arrival and Leaving

Upon arrival and leaving, teachers are required to:
1. Sign/Punch in and out
2. Please note that lunch is unpaid and all Staff members must sign/punch out
before leaving school grounds for lunch. Please note that unless scheduled 15
minute break or lunch, staff members are not allowed to leave school grounds.
15 minute breaks and/or lunch should not conflict with classroom duties, team
meetings, staff meetings or class periods.
If you are not properly signed in you will not receive payment for that day. Pay is based
upon hours signed in and out. Any teacher that leaves the building during work hours
must notify Director and sign out in Office, and sign back in upon returning.

Staff Parking

All staff must park in appropriate parking spaces. Parking in Handicap without
appropriate placard or space designated for Imam is prohibited.

Mailboxes

Each teacher is assigned a mailbox in the office to receive mail and messages. Staff
members are required to check their mailbox upon arrival and departure of each
school. Other news and information will also be posted on the bulletin boards around
the teachers lounge.

Attendance and Punctuality

Staff members are expected to arrive on time and prepared for class, duty assignment,
meeting, etc., for the proper operation of the school. It is imperative that teachers
arrive at school 20 minutes before class instructional time begins. Failure to
do so will result in a poor appraisal evaluation and may lead to termination.

Please note upon arrival at school, teachers who car pool students enrolled at
Mutanafisun Academy, are responsible for students until morning line up and after
school time. It is staff member’s responsibility, when arriving to school late, to bring
student to class. No students are allowed to wander around school or
classrooms unsupervised (before or after school). Disciplinary action will
be taken against Staff members who fail to supervise students under their
care.




Dismissal

Teachers are responsible for keeping students inside their classroom until they are
picked up by parent or guardian. All staff members children should be dropped off (by
teacher) after 3:45 to designated area.

All Staff members releasing students to parents at the end of the day are responsible for
(End of day duties) which include but are not limited to: closing windows, turning of
and unplugging) Heating/Air Conditioning or Air purifying, radio units, shutting down
computers, pushing all chairs in, wiping down tables, emptying trash, and sweeping
floor. Absolutely no food or drink (including containers) should be left in classroom.

Failure to complete end of day duties will result in disciplinary action.

Emergency Closing/Dismissal

In case of emergency (storms, snow, ice, etc.) the school may close for the day or may be
dismissed early.

Information regarding school closings or early dismissals will be available on 1030 AM
(WBZ), the school voice-mail, and local television news stations. The closings for
Quincy Public Schools and/or Boston Public schools will be recognized.

Staff Meetings

All teachers (full and part-time) are required to attend all weekly staff meetings. At the
beginning of the school year, meetings may be held on a more frequent basis. Individual
teacher/Administrative meetings are scheduled as needed. Teachers offering car
pooling to families are responsible to make alternative arrangements
(pick-up) for all car pool students under their care during meeting times
and/or after school hours. Mutanafisun Academy is not responsible for
supervision of car pool students. Staff members should show courtesy by
attending meetings on time and remaining until end of meeting. Cellular phones should
be turned off and no phone calls are allowed during staff meeting.

Babysitting
No Babysitting will be provided or arranged by the school itself during required
workshops, seminars, or conferences outside of the regular scheduled school calendar.

Babysitting will be arranged for Staff’s children only during Monday Staff meetings.

Office Phone Use:

1. Outgoing phone calls should be school related and kept to a minimum.

2. All calls must be made outside of classroom instruction/supervision time.

3. Calls are to be limited to five (5) minutes or less.

4. Incoming calls to the office will be limited to important or emergency calls only.
5. Non-urgent Messages will be left in staff member’s mailboxes.

*Cell-phones are not allowed to be turned on or answered during scheduled
work hours which include but are not limited to meetings, classroom
supervision periods, and salah. Cell-phone usage is only allowed during



scheduled break times. Any staff member failing to comply with cell phone
guidelines will be written up and subject to disciplinary action.

Supplies:

1. Supply requests should be given to Sis. Asiyah.

2. Reimbursement for items purchased by staff must be pre-approved, verbally or in
writing by Sis. Asiyah. Please note, purchases made without formal request
and signed supply request or receipt will not be reimbursed. For auditing
purposes, please keep receipts of all purchases.

Teachers Resources/Teachers Books

All books & materials taken out of the school must be signed in and out (sign out log)
form in the teachers lounge. If books are not signed back in staff member is responsible
for cost of book. There is a two week borrowing schedule. Books may be signed out for
an additional two week period.

Teachers are responsible for the care of all school resources and books. Staff members
returning books and resources in unacceptable condition and/or beyond repair will be
subject to reimburse Mutanafisun Academy for the cost of the repairing or replacing
material. Please note the cost of damaged material will be deducted from
staff members final pay check, unless replaced by staff member prior to
receiving final check. Please note there will be no exceptions!

Staff In-Service Days:

1. Staff development days are provided to keep teachers up to date on new teaching
theories, methods, organizational skills, computer knowledge, and problem solving
techniques in the classroom.

2. All staff members are required to attend in-service days. Leave requests will not be
approved on in-service days. Pleas note: employee will lose one paid holiday pay per
missed scheduled meeting .

3. Teachers are expected to stay abreast with current studies and periodicals in education
and to read at least one book on Islamic education or related areas each year.

4. All Teachers must attend at least 3 local Early Childhood/Elementary ED workshops
(that would be of value to their classroom) offered throughout the school year at the
different Community Resource Centers. Administration can assist you in this process if
necessary.

School sponsored events during off school hours:

1. All teachers are required to attend any school-sponsored events. Pleas note:
employee will lose one paid holiday pay per missed scheduled event.

2. These opportunities offer a more relaxed format for teachers and parents to get
acquainted while also going over classroom policies, and their expectations from parents,
including:

- Classroom procedures

- Homework policies

- Discipline plan



- Supply lists

- Donations of supplies

- Curriculum

- Expectations of students and parents
- Importance of parental involvement
- Volunteers

- Fundraising help

Planning Room/Lounge:

1. Teachers are responsible for keeping the lounge/planning room clean and neat. All
personal items should be stored in staff member’s locker. No personal items should be
left in lounge at any time.

2. Please show respect to your fellow co-workers by wiping off table and removing food
containers.

3. No students are allowed in the lounge/planning rooms under any circumstances;
including staff’s children or children under the supervision of staff, unless
conducting school related business and are accompanied by (Non-
Parental)l staff member!

4. Discussing student’s personal information is not allowed unless in a formal meeting
setting; with necessary staff or family member(s) in attendance.

5. Staff members are expected to show respect toward each other and not inject
themselves in the conversations of others.

Copy Machine Use:

1. Xerox Copy machine use should be for school business only.

2. Students should be sent to office on an extremely limited not regular basis to make
copies.

3. Copies should be made during scheduled copy time, planning periods, or before and
after school. Teachers are not allowed to leave their classrooms to make copies, nor send
any students to have copying done. Failure to comply will result in disciplinary action

Computer & Internet Use:

1. Computer and internet use is for school related business during school hours
only.

2. Students are not allowed computer and/or internet access unless granted permission
and supervised by staff member.

3. Students are allowed to visit internet sites on list of approved sites ONLY!

4. Teachers are not allowed on computer/internet during classroom supervision periods
unless related to lesson plan.

5. No food or drink allowed in computer room/library

Volunteers:

1. Volunteers must first sign-in & sign-out upon arrival and dismissal each day.
2. Volunteers may not bring un-enrolled children to the school.
3. Volunteers are subject to the same Code of Conduct as other staff members.



Property & Building Usage:

Employees must get prior approval from the Administrative Staff and ICNE before using
any of Mutanafisun Academy property, classrooms, social hall, musallah etc. for personal
use before, during, and after school hours. This includes School or Community related
activities.

STAFF ETHICS AND CONDUCT

Mutanafisun Academy intends to be an exemplary model of an Islamic institution. As
such, Mutanafisun Academy expects its employees to display Islamic character, good
manners, and professionalism at all times. Below are some guidelines to follow:

1. All Staff members are required to serve as positive Muslim role models both in and out
of school to students, to parents, and fellow faculty members in judgment, respect, and
Islamic living.

2. Staff members must exhibit exemplary conduct at all times.

3. At no time should a teacher engage in any controversial activity that might become a
concern to students, parents, or others in the Islamic community.

4. Back biting, slandering, spreading rumors, or using foul language will result in
disciplinary action including dismissal of employees.

The following breeches in the code of conduct may lead to disciplinary actions,
depending on the severity of the offense:

- Yelling at co-workers, students, parents, or community members

- Regular tardiness

- Dressing out of dress code (jilbab and hijab)

- Back-biting and slander

- Failing to honor codes of confidentiality (student or staff business)

- Leaving office or classroom windows open, faucets or lights on, and general negligence
of Mutanafisun Academy resources

- Using the property/equipment of Mutanafisun Academy/ICNE for personal use without
authorization

- Leaving desks or work areas (including school vehicles) unkempt, unclean, or
unorganized.

- Abusing privileges (phone, Internet, kitchen facilities, etc.)

- Missing mandatory staff or other work related meetings

- Discussing personal, inappropriate material with students or interacting with students
in ways that are out of the bounds of a student-teacher relationship and Islamic
standards. Humiliating students.

Respecting the privacy of students by not discussing any health concerns and/or issues
pertaining to students in front of other students or non-staff members.

- Any action or inaction that compromises the physical security of MUTANAFISUN
ACADEMY (e.g. failing to report a stranger walking around the school, etc.)

- Leaving work area or classes unsupervised, or general negligence of work duties.

- Not adhering to Mutanafisun Academy policies and procedures.

. Teaching students unauthorized, unauthentic, Islamic curriculum and information.

Islamic Integration:

All teachers are expected to integrate Islamic Principals in accordance with Ahlus
Sunnah wa Jama’ah as understood by the Salif as’Salih (pre-approved by Administrative



Staff) with their teaching in Language Arts, Science, History, Social Studies, Math, Art,
Physical Education and any other subject taught at Mutanafisun Academy.

Dress Code:

Both brothers and sisters must dress in a way that is modest and dignified according to
the Islamic code of dress. Both, brothers and sisters are to be neat, clean and
professional in appearance.

Sisters:

A loose fit, opaque, jilbab. A scarf must be worn which covers hair, neck, chest, and ears
completely. Make-up and perfume are not allowed. Sisters may relax their dress inside
of their classroom as they see fit as long as it is clear to the children that they dress
appropriately in front of non-mahram men.

Brothers:

Loose-fitting clothes; jeans, sweatpants, cargo pants, or other clothes of this type are not
to be worn (unless required by the position-i.e. PE teacher). Thowbs above the ankle are
encouraged so that the children can see the Sunnah of Allah’s Messenger as praiseworthy
and respectful.

We are their first role models, let’s be the best role models for them!
TEACHER PREPARATION

Teachers are expected to use their scheduled Lesson Planning and Team Planning time
as quality time for planning and evaluation. This time is essential and required and to
help create road map for educational growth and success for your students.

Yearly Plans:

1. Teachers are expected to prepare a general yearly plan for each subject taught.

2. A copy of the yearly plan must be submitted to Sis. Asiyah no later than September 7,
2008.

3. The plan should include a personal mission statement and objective (teaching and
continuing education) for the year.

Weekly Lesson Plans:

1. Weekly lesson plans must be completed and submitted to Sister Asiyah via Lesson plan
book by Monday’s staff meeting for the for next week, with no exceptions!!!!

2. Weekly lesson plans should be submitted in (approved) lesson plan format and
include each day’s educational objectives, assignments, and extension exercises.

3. Teachers are responsible to put lesson plans in the appropriate binder in the office.
*Please note failure to submit yearly and weekly lesson plans during in
advance will result in disciplinary action.



Substitute Folder:
1. Each teacher should keep a substitute handbook folder in Office. The folder should
include:
e Outline of classroom schedule
Attendance and classroom discipline rules
Special notations regarding students with special needs or allergies
Extra worksheets in case the substitute can not follow the daily plan
End of day duties and any other duties teacher is responsible for
2. Substitute folders should be updated appropriately.
3. Teacher should discuss any dissatisfaction with the substitutes work with a Director.
4. A note or expression of appreciation can be given to a substitute who has done a good
job with your class.
5. Substitute plans should provide at least three days of coverage material.

Attendance Sheets:

1. All attendance records are to be kept by the Lead teacher. This information is
extremely important (IT IS A LEGAL DOCUMENT), hence accurate
records must be kept and placed on the report cards every marking
period.

2. Students arriving after 8:30 are marked as tardy and need a late pass to enter
class.

3. At teachers descretions any student arriving after 8:45 a.m. is subject to sit out
duration of first period class. *Please note parents must supervise their student
during this time.

4. All attendance books are to be submitted to office by 8:45 a.m. daily and will be
returned to teacher’s mailbox.

5. All attendance records are to be submitted to office during final staff meeting.

Grade Book & Engrade (grades 1-7):

1. Grade books & Engrade are to include grades from quizzes, tests, classroom and
homework assignments, projects, participation and effort, and any relevant notes. It
should reflect a variety of grades per subject.

2. Breakdown of grades should be available to be presented to parent or Director upon
request.

3. Student grades should never be discussed publicly.

4. All Grade books and student’s portfolio must be turned in during final Staff meeting.

Bulletin Boards:

1. All teachers are required to display student’s class work (no grade under C) for as
many subjects as your bulletin board space allows.

2. EVERY CLASSROOM MUST HAVE AN ISLAMIC THEME AREA.

3. All boards must be changed monthly, represent monthly school wide themes, and help
inspire students to continue their work with effort.

4. Part-time specialty subject teachers must also display their subject matter monthly.



Student Discipline Log:

1. Each teacher is responsible for recording and tracking student offenses committed
during their classes whenever they occur.

2. Teachers shall maintain a record for each student and submit such records to the
school office, upon request.

3. Teachers must take measures before referring students to the office; including, oral
and written correspondence with parents, and other student consequences. Written
documentation referral and Incident Report(s) must be available when student is
referred to office.

4. Teachers should never use classroom instructional time to meet with parents, staff
members, or administrative staff.

The record shall contain, at a minimum, the following information:

1. Date of offense(s)

2. Description of offene(s)

3. Name of teacher(s) who observed offense(s)

4. Category of offense

5. Disciplinary action taken/recommended

5. The disciplinarian shall compile all student records and review them for conformance
with this policy.

6. Feel free to talk to the school administration (outside of instructional time) for
any help, support, or advice on any situation.

**please refer to the book: Teaching Children To Care.

Field Trips:

1. Each teacher is responsible to organize at least two field trips per year.

2. Field trips must be approved by Director; and be used as an additional source of
information to help students gain hands on experiences geared toward (active) projects
students are working on; and should be educational in nature.

3. Teachers must attend the field trip with their class.

4. The following field trip guidelines are to be strictly followed:

- Requests for field trips: Teachers must submit Field Trip Request forms to Sis. Shanda
at least two weeks prior to the trip date. Teachers must also request a bus and driver if
needed (If applicable: any school provided vehicles must be returned clean and
neat. Class will be responsible for cleaning the vehicle).

- Students are expected to obey/follow all car rules as requested by the driver.

- Permission Slips: It is the teacher’s responsibility to collect signed field
trip slips and money from every student

Teachers must turn in all permission slips to the office before the class leaves for the field
trip.

- Teachers must submit the Field Trip Accounting Form, money, and permission slips to
the Secretary at least two days prior to the trip date. Failure to do so will result in the
trip being cancelled.

- Chaperones: All class trips must have at least one chaperone along with the teacher.
There must be one chaperone per eight (8) students (upper school) and 1 chaperone for
every 4 students (preschool school).

- Maps: Directions for the planned trip should be ready 1 week in advance of the trip.
The teacher is to prepare copies of the directions at least two days in
advance and distribute them to the office and driver(s).



- Lunches: Parents must provide (brown bag) lunch for all field trips.

- Identification-tags: Mutanafisun Academy tags are to be worn by all students (PreK-2).
These should be prepared in advance, not the morning of the field trip. They should
include the school name, address and phone number.

- Emergency Kit: Teachers are to take a first aid kit and emergency information for each
student with them on all field trips. Water should be taken along during hot weather
season.

Projects:

Teachers should plan at least two student projects per year, per grade in different subject
areas.

15t grade-2

2nd grade-4

3"d grade-6

4t grade-8

5th grade-10

6th & 7th 10

School Supplies:

All school equipment (sports, media, educational) must be signed out for and returned to
their proper place.

The equipment file will be in the office. Failure to do so will result in restricted privileges.
The teacher who signed out any supplies will be responsible for lost or damaged goods.

End of Year Conference

Teachers will be responsible for:

1. Detailing whether their yearly plans/goals were attained

2. Making inventories of all supplies and materials (submitting all Curriculum Guides to
the office)

3. Detailing where their class ended in the curriculum

4. Giving student recommendations (retention; behavioral probation)

5. Submitting all assessment tools (tests, project proposals, etc.)

6. Reflecting on the year

7. Submitting Teacher’s Editions and Grade Books

8. Refurbishing all Science Kits (if applicable)

CLASSROOM DUTIES

Discipline Plan: See Teaching Children to Care

1. All staff and students will be assessed equally under Mutanafisun Academy
administrative staffs Code of Conduct.

2. Teachers shall abide by the Mutanafisun Academy administrative staff Discipline
Policy and Procedure as detailed in the

Parent/Student Handbook and Mutanafisun Academy administrative staffs Discipline
Policy. (see atachement)




3. Disciplinary plans should be discussed with students and parents privately. Students
must agree and understand the plan to implement it successfully.

4. Good classroom management requires the teacher to be clear about classroom rules
and consequences as well as implementing these rules and carrying out the
consequences consistently.

5. Any independent Discipline plans must be submitted (in writing) to the
Director for approval before the first day of school.

6. The hallway is not a proper place to punish students.

20 Tips for Effective Classroom Discipline

1. Clearly define what you consider inappropriate behavior with examples.

2. Clearly define the line between acceptable and unacceptable behavior.

3. Clearly define the consequences for unacceptable behavior.

4. Be consistent. “ Do what you say, you're going to do.”

5. Punish as few behaviors as possible. Dont waste time as a police officer rather than a
teacher.

6. Treat students with respect. Do not embarrass them.

7. Do not become emotional when implementing punishments.

8. Reinforce students for improved behavior.

9. Evaluate discipline every two weeks and make changes if necessary.

10. When a problem occurs, have students call their parents in your presence to report
the trouble, rather than you doing all of the calling.

11. Meet students at the door every time the group enters the classroom.

12. Give students a choice of punishments/consequences.

13. Design a group lesson (discussion) around an individual problem (for example, Why
do some people argue all the time?)

14. Give fidgety kids hands-on activities.

15. Use a chart to help log and analyze patterns of classroom behavior.

16. Show affection if the situation calls for it. (only in the presence of another Staff
member.

17. Keep track of your interventions in regards to difficult students:

- Record your intervention strategies

- Document Referrals

- Keep a copy of all communications with parents

18.If a lesson isn’t working, do something else quickly.

19. If you make a mistake, promptly admit it and apologize.

20. Lighten up! Keep your sense of humor.

General Discipline Procedure:

Teachers should attempt all means of behavioral correction before referring students to
the administration. See the Mutanafisun Academy Discipline Policy and Procedures for
suggestions.

- Inform the administration (informally) of a possible discipline problem to find
solutions for the case.

- If referrals are necessary, the following steps must be taken:

- An incident report detailing the situation must accompany the student

- Issue a Student Reflection Sheet, which will allow the student to explain the incident
and determine alternative ways of handling the situation.



- An administrative letter will automatically be sent home with a referral. Other
consequences may also occur.

* Staff members with children enrolled in Mutanafisun Academy, who are
displaying behavioral problems, should never be approached during
classroom instructional periods

Classroom Policies:

1. Expectations, grading, and homework policies need to be explained to students at the
beginning of the school year along with periodic reminders. Classroom rules should be
formulated with students.

2. A copy of the policies should be available for parents and explained during Parent
orientation.

3. To help students remember classroom rules and policies, they must be posted in the
classroom.

4. Teachers are responsible for integrating and reinforcing (throughout the school year)
principles focused on during the daily assembly into their lesson plans.

5. Teachers are responsible to submit their choice of student of the week no later than
Thursday 2:00pm.

Attendance:

1. Attendance is to be taken first thing every morning.

2. Students arriving after 8:30 AM are considered tardy and should be noted as such so
that can be written on their report cards.

3. Students who are absent or tardy students are responsible for making up any missed
work. Parents are also expected to assist their child so as to keep them up with the class.

Team Leader:

1. Your Team leader plays an important role in the school. She is a resource for teachers
to ask questions, advice, or express concerns.

2. Leaders will hold weekly meetings to review lesson plans and facilitate solutions to
problems in the classroom. Team leaders will also benefit the administration by
expressing teacher needs and assessing teacher performance.

3. Leaders will be responsible for observing teachers twice per year, giving suggestions to
the teacher in a meeting, and providing written documentation of the observation to the
administration.

4. Leaders will also organize cross observations of staff members.

5. Leaders should meet frequently with the administration to express any concerns or
suggestions and get information for his/her team.

6. Leaders are to facilitate means for increasing staff morale, performance levels and
encourage teamwork.

Observations:

1. Both formal (announced) and informal (unannounced) observations will take place
throughout the year by Team leader and Administrative Staff.

2. Any teacher wishing to observe a colleague should schedule it with the teacher
involved.



Visitors:

1. Under no circumstances are students to be released to any visitor without written or
verbal permission from student’s parent or guardian.

2. Teachers are not to receive visitors during classroom instructional time including
discussing students problems with parents (unless pre-arranged and approved by
Director).

3. Teachers who notice visitors in the school without permission should ask the person to
report to the office to properly sign-in.

Parents visiting the school:

Mutanafisun Academy welcomes parental visits. Class visits are limited to three learning

periods. All teachers must post times that parents are allowed to contact them regarding

concerns they may have regarding their children. No parent is allowed to enter the
classroom during regular classroom hours without prior permission from Office.

Siblings are not allowed to accompany their parents during class visits.
Discussions with parent(s) is not allowed during classroom instruction time
and should be scheduled during teachers posted office hours.

Review of Educational Materials and Resources:

1. All extra-curricular materials (videos, magazines, books, etc.) must be reviewed and
approved by the program Director, sister Shanda for its educational content and Islamic
appropriateness.

2. All documented complaints regarding materials will be submitted to Director and
teacher for review.

3. All Islamic curriculums must be pre-approved by Sis. Shanda.

4. Any resource or information determined to be Islamically un-authentic, inappropriate,
or educationally invaluable will not to be allowed.

5. Musical instruments are not allowed

Academic Affairs:

1. Change in student status: Any changes in a student’s status (i.e. extended leave,
withdrawing from school) must be arranged through the office only. Teachers must not
accept children without written approval from the office. Decisions regarding these cases
will be made by the Director on a case by case basis.

2. Admissions: Admission decisions will be made by the Administrative staff only. No
staff member should discuss admission cases with parents.

Cleanliness:

1. Teachers are expected to keep classroom environment attractive and conducive to
learning. Teachers must keep all personal and food items in designated areas during
classroom instructional time. Teachers are not allowed to eat in classroom
during instructional times.

2. Since children learn more by observation and practice than by lecture, it is very
important that the teacher keeps the class uncluttered, clean and sanitary and that



he/she teaches the children to be responsible and motivated to keep their desks, books,
and class tidy and clean at all times.

3. Discuss having a regular recognition program for the students with the cleanest habits.
4. Cleanliness throughout the site (outside, hallway, Masjid, etc.) should also be stressed
and observed. All Staff members are responsible to clean up after themselves
and their students (and children) in the social hall (Dishes, pots, counters,
chairs and tables (top & underneath) all should be cleaned; trash and
crumbs appropriately discarded; chairs pushed in). Art projects should be
cleaned up thoroughly and art material put back in art cabinet.

5. Students are not allowed to eat or drink while standing (or walking) No food is allowed
in hallway areas.

Maintenance Procedure:

Any non-urgent maintenance concern should be listed on the Maintenance Request
Form found in the front office. The following information should be listed on the sheet:

- Date requested

- Where the concern is located

- What is the problem

- Who requested the service

Recess and Free play:

1. Each teacher is required to establish a physical education program at least twice a
week for the class, unless a Gym teacher is provided.

2. This should be an organized activity that enhances the children’s motor skills, builds
teamwork, and discipline while remaining a fun outlet for the children.

Hallway Duties:

1. Hallways are for transition only. Students are not allowed to congregate in the
hallways. All staff members are expected to monitor the hallways throughout the day.

2. Teachers must give each student a hall pass before students are allowed to walk in the
hallways. Teachers will be held responsible for their students caught without pass.

3. Teachers should avoid sending students into the hallway if possible. The hallway is not
the proper place to discipline students!

4. Students should be escorted through the hallway in a quiet, orderly line.

5. All staff members are expected to enforce these rules whenever they witness a
violation.

SUPERVISORY DUTIES

All teachers must report to their designated area at scheduled time. Leaving students
unsupervised will result in disciplinary actions.

Continuous Supervision:
1. At no time are students to be left unattended in a classroom, on the playground or
anyone on and around school grounds.



2. Staff leaving students unattended subject themselves and the school to unnecessary
charges of neglect that could lead to serious legal problems.
3. Teachers should keep classroom doors closed when they are away from the room.

Assembly Supervision:

1. Teachers must report to the assembly at the time designated.

2. Homeroom teachers must accompany their students to their class (following the
hallway rules) after the conclusion of the assembly.

Musullah/Wudu Supervision:

1. All teachers are responsible for supervision during salah times. All teachers are to pray
with the students or be present in the musullah for observation.

2. Teachers who teach the last period before Salah must supervise the students during
Wudu time and accompany them to the musullah. Teachers who are not teaching should
report to the wudu areas for supervision and guidance.

3. Staff should avoid using the musullah for play or recess. Students should see the
musullah as a place of worship and learning rather than a place of play.

4. Papers, toys, equipment, etc. are to be brought into the masjid only with staff approval
and supervision.

5. No food or drink in the musullah.

Duty Supervision:

1. Teachers are required to fulfill lunch/recess duty throughout the week, unless
otherwise specified.

2. Teachers are to report to their supervisory responsibility at the time appointed.

3. Students should not be left unsupervised at any time.

4. Students must sit while eating during the snack and lunch period.

5. Teachers should not dismiss students for recess until the snack or lunch area is clean
and neat (on and under the lunch tables).

6. Homeroom teachers must go to the appointed area to retrieve and accompany their
students to their class (when relieving another staff member).

7. Teachers should avoid conversations that would keep them from watching students.

8. Teachers are to carefully monitor, enforce playground rules, ensure safe behavior in
play areas, and discipline misbehaving students during play times.

9. Teachers should space themselves liberally inside/outside during free play times in
order to maintain proper supervision of students. Teachers should not use this as a time
for planning and socializing with co-teachers or Masjid patrons.

10. Staff members are not allowed use cellular or school phone during supervisory
periods

Unavailability of Social hall

1. Homeroom teachers are required to stay with students inside classroom and make
alternate plans for children’s recess and lunchtime on days social hall is reserved by
ICNE.

Lunch Procedure:
1. All students must enter the classroom in the morning with their lunch and snack.



2. At no time is a parent allowed to bring lunch or snack to their child’s classroom once
line up is over! Any snack or lunch provided after line-up is to be given to Sister Asiyah
not the student or child’s teacher!

3. No child is allowed outside the classroom to get their lunch or snack. Sister Asiyah
should be notified of any student who doesn’t have lunch.

4. No Student is allowed access to microwave or refrigerator at any time.

5. Teachers are to remain with their class during lunch time.

6. Help the children develop good habits around eating and cleaning up behind
themselves.

7. One staff member (rotating basis) should be responsible for escorting those students
who wish to go to the bathroom.

Please note: These policies will be strictly enforced and any staff member violating
these policies will be subject to disciplinary action.

Activity Supervision:

1. Teachers and other staff supervising students at extra-curricular activities are
responsible to ensure that student behavior is respectful and safe.

2. After the activity is over, the teacher(s) or staff member(s) are responsible to supervise
students until the last student is picked up,

Supervisory Age Requirements:

1. At no time are students to be left in the sole care of a supervisor that is not yet eighteen
years of age; including field trips.

2. No student is allowed to supervise other students.

COMMUNICATIONS

Folders and Newsletters:

1. All teachers (including part-time) must place each students work in a folder. Folders
are to be sent home each week.

2. The folder should include samples of the students class work, corrected homework,
tests, any notices from the teacher/office, and any commendations and/or notes of
missing homework, etc.

3. There should also be an area allowing parents to write notes or give feedback. Parents
are required to sign and return the folder.

4. Teachers must also send The Weekly News forms home showing what the students
will be learning that week with additional following information:

- Tests, projects, reminders, parties, etc.

- Failure of a student to turn in homework or assignments.

- When the students grade and/or quality of work drops.

- Behavioral problems.

- Student achievements, good conduct or high test scores.

Progress Reports:

1. Academic: The office has a specific form to use. This form should be sent home mid-
quarter,



signed by a parent, and returned to the homeroom teacher. A copy must be kept on file
in the office. Teachers need to contact parents whenever student grades are dropping.

2. The progress report should also include behavioral concerns and commendations.

3. All teachers must report (in writing to the office) students suspected of
having special needs within by October 5, 2007 (ESL, Spec. Ed., etc).

Student Evaluations/Report Cards:

1. The students will be evaluated at the end of three terms on standard forms which will
be provided.

2. Report cards are to be completed by all classroom teachers. It is the responsibility of
the head teacher to route the report cards to the subject teachers to plug in their marks
and comments.

3. Report cards are to be completed and submitted to the Sis. Shanda one week prior to
distribution.

4. Sis Shanda should be notified of any student failing a subject.

Parent-Teacher Conferences:

1. A parent-teacher conference is held after each marking period.

2. Teachers are given a list of parent conference times. Teachers must be available on
parent conference days.

3. Conference time is an opportunity for the teacher to communicate specific approaches
for parents to use in order to help the student at home.

4. REMEMBER: This is also the time to give positive information about the qualities of
the student.

5. If the teacher feels retention (in the same grade) is necessary, the parents should be
contacted in person before the end of the third quarter. Inform the Principal of this
information prior to contacting the parents for an appointment.

Teacher- Administrative Staff Communication:

1. The Administrative staff is responsible for the over-all operation of the school.

2. All employees report directly to the Sis Asiyah or Bro. Ayyub.

3. Staff is encouraged to keep an open relationship with the Administrative Staff to help
make decisions that will improve working conditions and academic excellence at
Mutanafisun.

4. The Administrative staff will hold (upon request) individual meetings with teachers to
discuss the following items:

- Overall morale and satisfaction of the teacher

- Progress of students

- Students with learning difficulties

- Need for classroom materials or books

- Field trips

- Relationships between other teachers, parents, or students that the teacher has not
been able to resolve individually

- The need for helpers

Teacher-Team Leaders Communication:

1. Team Leaders or Program Directors are responsible to plan, direct, manage and
oversee the activities and operations of a specific program.



2. Manage the development and implementation of program goals, objectives, policies
and priorities.

3. Coordinate assigned program activities with other school activities and programs.

4. Lead and Participate in all team or program meetings.

5. Staff is encouraged to keep an open relationship with the Team Leader or Program
Director to help make decisions that will improve working conditions and academic
excellence at Mutanafisun Academy.

6. Directly responsible to Administrative Staff.

7. Encourage a “team” atmosphere amongst the staff.

Confidentiality:

1. All school business must remain in the school. It is expected that information in
meetings or learned through the school day is not disseminated into the community
unless otherwise specified.

2. The Administrative Staff will be representative in these matters.

3. Discussion regarding students should not take place, unless with the appropriate
individuals. This information also should not be shared with the community to preserve
the student’s privacy rights.

UNSATISFACTORY PERFORMANCE

Employees, who do not perform the given responsibilities of their position satisfactorily,
shall be subject to the following progressive discipline procedure:

Verbal Warning:

- The Administrative Staff will verbally outline the specific areas of concerns to the
employee.

Written Warning:

- The Administrative Staff will outline in writing the specific areas of concerns to the
employee. A copy of this warning will be sent to the employee and a copy will be kept for
future reference.

Written Reprimand and Conference:

- The Administrative staff will outline in writing the specific areas of consistent concerns
to the employee. A copy of this reprimand will be given to the employee, placed in the
employees file, a conference will be called, and a copy will be sent to the Executive
Director for review.

First Conference:

- These areas of concern will be discussed with the employee. The employee is
encouraged to respond from his or her perspective.

- A written summary of the conference will be issued to include:

1. The specific concerns that need to be corrected.

2. The Principals comments on them.

3. The employee’s response.

4. The specific steps of action to correct each problem area including follow-up dates if
deemed necessary by the Principal.



- The conference summary should be signed and dated by both the Principal and the
employee.

Second Conference:

- The same procedure is to be followed as with the first conference.

- Any new steps of action should also be documented at this conference.

- Any item not mentioned in the first conference will be discussed and a plan of action
will be formulated.

- Probationary Period: The employee will be informed that failure to implement the
action plan will cause dismissal.

- The President will receive a copy of this conference summary.

Dismissal:

- The Principal shall issue a dismissal recommendation letter to the Executive Director,
with a copy sent to the employee. The letter shall contain a description of all prior
interventions.

- The employee shall be given 10 days from the date of the dismissal recommendation
letter to request an appeal hearing before the Executive Director.

- If no request for appeal is received within 10 days, the Executive Director shall act upon
the Administrative staff’s recommendation.

- If the Executive Director decides to terminate employment, the employee shall be
issued a written Notice of Dismissal delivered to him or her in person.

Grievance Process:

All grievances should be addressed within three days. Generally, grievances should be
handled in a number of levels and each level/step should be well documented:

1. Try to resolve the situation on your own (with the parties involved only).

2. Talk to your Team Leader for assistance.

3. Talk to the Director.

4. Talk to the Executive Director.

5. Request that the Principal contact the Administrative staff for a meeting.

6. Request a meeting with the Administrative staff. Your request should include
documentation of each step taken above.

7. Lastly, refer the grievance for arbitration in the event that the Administrative staff is
unable to resolve the matter.

Teacher - Teacher Relations:

1. Teachers should be pleasant, open, and supportive of each other.

2. There should be no sarcasm, backbiting, slandering, or negative assumptions made. If
a teacher has a problem, discuss it privately with the person involved to try to resolve it.
3. Contact a Director or Team leader if the problem persists.

4. The morale of an entire organization can deteriorate when its employees are
constantly subjected to negative comments.

5. Anyone spreading or discussing problems with people other than those who are
directly involved with the issue, will be issued a warning. Continuation of this conduct
could result in further disciplinary action or termination.

6. Yelling at a co-worker is not allowed



Teacher - Parents Relations:

1. Parents and teacher should arrange an appropriate time to discuss problems regarding
their children and try to resolve them.

2. Parents may go to the Director if the perceived problem continues or if the situation
cannot be resolved by the teacher and parent alone.

3. If the problem persists, the Director should approach Executive Director and set up a
meeting with the parent, and teacher.

Teacher - Administration Relations:

1. The administration will do its best to ensure that the school runs smoothly and that
teacher satisfaction is at its best. However, if problems arise between a staff member and
an administrator, he/she should talk directly with the administrator involved.

2. If the problem is not resolved, the staff person can request a meeting with Director.
The Director will arrange the meeting between the parties.

3. Lastly, the Grievance should be taken to arbitration for resolution if the above
measures fail to resolve the grievance.

STUDENT AFFAIRS

Student Attendance

Regular school attendance and punctuality are essential for a successful school
experience. School attendance is required by law. All students are required to attend
school from 8:20am to 3:30 PM except in the case of illness or absence reported by the
parents.

Student Absence

Parents are required to call the MUTANAFISUN ACADEMY office each day the student
is not in school and state specific reasons for the child’s absence. Students who are
absent will be expected to make up any missed work. Any student who has un-excused
absences and or fails to make up missed assignments will receive unsatisfactory grades
for those assignments.

Illness / Emergency

A child may be sent home if any symptoms of illness appear during the day. In such
cases, the child may be (depending on the illness) isolated from the others and the
parents will be contacted.

In the case of an emergency, Mutanafisun Academy must seek parental permission to

administer First Aid or to obtain emergency medical treatment in the best interest of the
child.

Children must be kept home if He or She:

L)

Has a fever or has had one during the previous 24-hour period
Has a heavy nasal discharge.
% Has a constant cough.

R/
.0
Y/
0.0
R/

R/
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Is fussy, cranky, and generally out of sorts.

Is just tired. Rest at such time may prevent the development of serious illness.
Have symptoms of a possible communicable disease (These are usually sniffles,
reddened eyes, sore throat, headache and abdominal pain, plus a fever.)

X3

8

X3

%

The school must be notified at once if a child does have a communicable disease.

The children may attend school:

7
0‘0

If a cold is over, but a minor nasal drip remains.

» If there has been an exposure to a communicable disease, but the school has been
notified so the incubation period can be discussed and it can be determined on
what dates your child should stay home.

*

)

D)

In the case of accidental injury we will make an immediate attempt to contact a parent or
emergency contact person. A paramedic will be called if necessary. One of the staff
members will accompany your child if they go to the hospital and make all decisions
about the care of your child. You will be expected to assume responsibility for any
expense not covered by your insurance. The school will maintain a parent’s signed
consent form agreeing to this provision. It is in your child’s best interest that you keep
the school up-to-date on phone numbers, emergency numbers, and other pertinent
information.

Extended Leave/Vacations

Parents who wish to take their child out of school for a period of time must:

1. Have the written consent of the Administrative Staff.

2. Must contact the child's teacher at least two weeks in advance. Teachers are not to
make any arrangements with parents without permission from the Administrative Staff.
3. Understand that the student is responsible for all work missed during his/her absence.
4. Student may be required to take a test to assess whether the student has mastered the
grade material.

5. Student may be retained.

Tardiness

Students who arrive at school after 8:30 am will be considered tardy.
Students are expected to arrive on time for class. Tardiness is disruptive to the teachers
and other students in the class and could result in academic difficulties.

Absence Waiver

Absence waivers can be attained in the case of extraordinary long term illness,
documented by a physician, or a trip approved by the Director.



Test Make Up

Students and their parents are responsible for arranging with their teacher to make-up
any tests missed. If the student does not make up the test within 2 weeks he/she receives
a 0. If a student has missed multiple tests he/she sho has missed multiple tests he/she
should make them up in the order they were originally scheduled.

Uniform

Students are expected to be in uniform everyday. Upkeep of the uniform is the
responsibility of the student and parents. It is the responsibility of the teacher to ensure
that all uniform rules are being followed.

Girls:
- Skirt or Jumper should be below the calf and down to the ankles for 2md and up.
- Brown or black, closed toed shoes must be worn by the students. The heel may not
exceed 1,, . On days when students have PE, they may change into their sneakers.
- White or light blue full sleeve shirt must be worn by students. Half sleeve shirts may be
worn under 1st grade girls only.)
- Navy Blue, white, gray, or black solid color socks must be worn with shoes.
- Navy Blue, white, or light blue solid color sweaters may be worn over the uniform.
- Dark or light blue, or white scarf are required for 15t G and up.

K2 and up Grade Boys:

- Navy blue pants

- White or Light blue shirt

- Brown or black, closed toed shoes.

- Navy blue, white, gray, or black solid color sweaters may be worn over the uniform.

Special Occasions
The dress code may not be required for Eid parties and other occasions with permission.

Fire Drills

1. Refer to File Drill Procedure handout.

2. Teachers should prepare their students for spontaneous fire drills throughout the
school year.

3. Emergency Folders should be placed near the classroom exit and contain the
following:

- Fire Drill Procedures

- Class Lists

4. Classroom doors and windows should be closed.

Administration of Medications

Any student who is required to take medication during the regular school day, as
prescribed by a physician, may be assisted by the Administrative Staff only. In order to
do so, MUTANAFISUN ACADEMY must receive a written statement from the parent
detailing:

. Name of the medication

. Method of administration



. Dosage to be given

. Times of administration

A written statement must be received from the parent indicating a desire for
MUTANAFISUN ACADEMY to assist the pupil in taking the specified medication. A
parent must fill out a new form each time a new prescription is to be administered.

Promotion and Retention

Promotion:

Promotion from one grade to another normally occurs at the end of the school year. It is
based upon the student's achievement and performance in the current grade level.
Retention

1. In grades K and up, retention is not expected to occur, but is possible. Students who
are not performing according to expectations will be required to attend a Summer
Program and will be tested on the skills required. Students who fail to meet the standard
in the promotion test, will be retained the following school year.

2. In grades 4, retention will be considered if the students earns three (3) or more Fs for
the year in major subjects (one of which must be Math or Language Arts). A student who
fails any core course must attend a summer enrichment program to ensure mastery of
the material covered.

3. A student may not be retained more than one time while enrolled at Mutanafisun
Academy. If retention is called for on more than one occasion, parents will be asked to
look for other alternatives.

Procedure:

1. Parents of students who are struggling to stay at level should be contacted frequently
to discuss ways to improve the students work.

2. If, after careful observation the first three quarters, a teacher feels retention is a
possibility, he/she shall consult with the Director. The teacher will then schedule a
parent conference to discuss the students academic progress. At this conference the
possibility of retention will be presented as well as specific plans for progress
documented in writing given to the parent and placed in the students file.

3. Depending on the students progress, a recommendation for retention will be made by
the homeroom teacher with the Directors approval. A conference will be scheduled with
the parents at the earliest time possible during the last term.

4. The Administrative Staff will make the final recommendation for retention.

5. If the parents do not agree with this retention recommendation, a conference will be
scheduled with the parents, classroom teacher(s), and the Administrative staff. The
desired (not required) result of this conference is to have parental consent for retention.

Mutanafisun Academy Discipline Policy and Procedure
Philosophy and Purpose

The philosophy of Mutanafisun Academy is to foster a learning environment which
reinforces the concepts of self-discipline and the acceptance of personal responsibility. In
order to maintain an environment conducive to attaining the highest quality of
education, there must exist certain disciplinary policies and procedures relating to
student conduct which delineate unacceptable behavior and provide the basis for sound
disciplinary practices within the school. These policies and procedures will be enforced
fairly, uniformly, and consistently.



The purpose of this document is to outline the policy and necessary administrative
procedures that will provide for a fair but firm approach in promoting proper student
conduct and deterring unacceptable behavior.

This Discipline Policy and Procedure shall be distributed to all parents, teachers, and
administrators at the beginning of the school year.

Students will be expected to sign a statement outlining their commitment to excellence
academically and behaviorally.

Guidance Counselor/Director(s)

The school guidance counselor duties shall include the authority to:

1. Assess and implement the discipline policy.

2. Refer students to counseling, if available.

3. Suspend a student for no more than three consecutive school days per incident.
4. Recommend a student for expulsion to the Administrative staff.

5. Assign students to community service duties.

Responsibilities

Parent Responsibilities

Throughout this document, parents includes single parent, legal guardian, or person who
has lawful control of the student. Parents have the responsibility to:

1. Provide for the physical needs of the student.

2. Encourage Islamic behavior and character from their child; especially in regards to
issues such as, respecting those in authority and maintaining appropriate relations with
the opposite gender.

3. Teach the student to listen to teachers and other school personnel and obey school
rules.

4. Be sure the student attends school regularly and on time; and promptly report and
explain absences and tardiness to the school.

5. Encourage and lead the students to develop proper study habits at home.

6. Participate in meaningful parent-teacher conferences to discuss the students school
progress and welfare.

7. Keep informed about school policies and the academic requirements of school
programs.

8. Paying required fees and fines, unless these are waived (with proper documentation).
9. Participate in school-related organizations.

10. Be sure the student is appropriately dressed and groomed at school and school-
related activities.

11. Discuss report cards and school assignments with the student.

12. Bring to the attention of school authorities any learning problem or condition that
may relate to the students education.

13. Maintain up-to-date home, work, and emergency telephone numbers and other
contact information.

14. Cooperate with school staff.

15. Be sure the student attends school tutorials when required or as the need arises.

16. Sign and submit the attached Statement of Agreement.

17. Exercise appropriate parental control and responsibility, which includes being liable
for property damage proximately caused by (a) the negligent conduct of the student if the
conduct is reasonably attributable to the failure



of the parent to exercise their duty to control and reasonably discipline their child, or (b)
the willful or malicious conduct of their child.
18. Sign and return homework folders each week

Student Responsibilities

Students responsibilities for achieving a positive learning environment at school or
school related activities include the following;:
1. Attending class regularly and on time.
2. Being in their assigned seat with all necessary material when class begins.
3. Giving their best effort with every assignment.
4. Being appropriately dressed and groomed with uniform.
5. Avoiding confrontations with other students and reporting such incidents to staff
members when requested.
6. Respecting other students and teachers.
7. Respecting the masjid and salah times.
8. Following the specific rules in each class.
9. Obeying all safety rules.
10. Respecting school property.
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Teacher Responsibilities

Teachers have the responsibility to:

1. Provide a safe and nurturing classroom environment using effective classroom
management techniques.

2. Establish clear and concise classroom rules.

3. Consequences must be discussed and clarified for students.

4. Maintain a discipline record for each student and submit such records to the school
disciplinarian(s) on a regular basis.

5. Ensure the fair and equitable implementation of this discipline policy among their
students.

6. Teachers should monitor their discipline situation bi-weekly and report progress to
team leaders.

7. Teach students to develop and practice self-discipline.

8. Being punctual and having regular attendance.

9. Being prepared to perform their teacher duties with appropriate preparation,
assignments, and resource materials.

10. Comply with Mutanafisun Academy policies, rules, regulations, and directives as
outlined in the Staff Manual and the Parent/Student Handbook.

11. Maintain an orderly classroom atmosphere conducive to learning.

12. Meet the standards of teacher performance established by Mutanafisun Academy as
described in the staff manual.

13. Establish rapport and an effective working relationship with parents, students, and
other staff members.

14. Encourage good work habits that will lead to success in meeting personal goals.

15. For serious offenses, as defined, herein, file a standard discipline citation form with
the school disciplinarian(s), regarding a student...s violation of the student code of
conduct.

16. Serve as appropriate role models for students, in accordance with the standards of
the teaching profession and according to the Qur’an and Sunnah.



17. Interact with parents to mutually resolve any disciplinary problems the students may
have.
18. All discipline techniques will be in compliance with Islamic and state regulations.

Administrative Staff Responsibilities

The administration has the responsibility to:

1. Respond to discipline problems referred to them by teachers (after proper steps have
been taken by the teacher to resolve the problem independently).

2. Act as the schools discipline person(s).

3. Develop and maintain a standard discipline citation form for teachers... use.

4. Ensure the fair and equitable implementation of this discipline policy by school staff.
5. Promote effective training and discipline of all students.

6. Encourage parent communication with the school, including participation in required
parent-teacher conferences.

7. Provide appropriate assistance to students in learning self-discipline.

8. Provide instructional leadership for discipline and to evaluate the discipline policy.

9. Serve as appropriate role models for the students.

10. Send a written notice to a parent within 24 hours after receiving a citation form from
a teacher for a serious offense committed by a student.

11. Follow-up with the parents on all student disciplinary actions until matter is resolved.

Parent-Teacher Conferences

One or more conferences shall be held during each school year between a teacher and the
parents of a student if any of the following circumstances arise:

1. After each term where the report cards are distributed and discussed.

2. The student is not maintaining passing grades or achieving the expected level of
performance.

3. The student demonstrates discipline problems, or presents some other problem to the
teacher.

4. Other cases the teacher considers necessary.

Credit During Discipline Process
Students shall receive full credit for assignments completed in an alternative program,
including in-school suspensions and community service.

Student Code of Conduct

Jurisdiction

Mutanafisun has jurisdiction over its students during the regular school day. This
jurisdiction includes any activity during the school day on school grounds and any school
related activity, regardless of time or location.

Dress Code Violations

Teachers are required to enforce Mutanafisun Academy’s dress code. The following steps
will be taken:

1. Verbal correction of student (uniform must be worn the next day)



2. Second consecutive day Uniform Violation Notice sent home

3. Direct communication with parents regarding the uniform policy and the possibility of
the student being sent home

4. If matter persist referral to the administration (once the above steps have been taken);
parent will have to bring in the correct uniform or the student will be sent home

Vandalism and Damage to School Property

Students shall not vandalize or otherwise damage any property, including furniture and
other equipment, belonging to or used by Mutanafisun & ICNE. Parents or guardians of
students guilty of damaging school property shall be liable for the damages.

Prohibited Activities

All offenses and acts of misconduct listed under Category 1 through Category 4, as well as
other acts of misconduct

listed throughout this handbook, are prohibited activities and any student who engages
in any of these activities will be subject to appropriate discipline.

General Prohibitions

- No weapons of any kind are allowed in the school or around school property.

- No toy weapons are allowed e.g. guns, swords, knives etc....

- Outside toys and games are not allowed unless approved of by a teacher or other
supervising staff member.

- No rock throwing, snowball fighting, or playing with ice.

- Food, drinks, snack, gum, etc. are not allowed in any classroom except in appropriate
times, as allowed by the office.

- Students are not allowed in the hallway unsupervised. K2 & up need hall pass.

- No student should enter the administrative office or teacher lounge (Unless
emergency).

- No student may leave his or her classroom without permission and hall-pass.

- No student should cause disturbances while in the masjid.

- No student should disturb the neighbors around the school.

- No electronic toys, games, radios, phones, beepers, headphones, etc. are allowed in the
school.

Behavioral Probation

A student will be placed on Behavioral Probation when his/her conduct is consistently
unacceptable to the schools community. Probation includes the following steps:

1. Probation will be considered after teacher interventions prove unsuccessful and
referral to the administration is necessary

2. The Vice-Principal will meet with the family to inform them that the school has
serious concerns about their child’s return for the following academic year due to
disruptive behavior. A letter, following the conference, will outline steps the home and
school will take to ensure every opportunity for success.

3. The period for Probation will be for 6 (six) weeks, after which the students behavior
will be re-evaluated.

4. If there is not sufficient progress, a letter from the Principal will be sent home stating
that the family should begin looking at other schools for the upcoming school year.
Depending upon the severity of the case, expulsion may be necessary.

5. A final decision regarding the return of the student will be made by the end of the
school year.



Discipline Management

General Guidelines for Assessing Discipline Penalties

When imposing discipline consequences, Mutanafisun Academy personnel shall adhere
to the following guidelines:

1. Discipline shall be administered when necessary to protect students, school
employees, or property and maintain essential order.

2. Discipline shall be based on a careful and fair assessment of the circumstance of each
case; such factors include:

- Seriousness of the offense

- Students age

- Frequency of misconduct

- Students attitude

- Potential effect of the misconduct on the school environment

3. Generally, academic sanctions shall not be used as discipline. However, when the
disciplinary infraction is academically related, such as cheating or plagiarism, academic
sanctions determined by the teacher may be

imposed.

Offenses

Students violating Mutanafisun Academy’s rules and regulations shall receive
disciplinary consequences commensurate with their misbehavior. In general, discipline
shall be progressively administered so that penalties increase due to the severity or
persistence of the misbehavior. The length of the punishment will depend on the offense.
The consequences are not necessarily in the order of their severity. One or more
disciplinary options may be used for a single offense if deemed appropriate. The staff-
person responsible for the discipline of a student in a given situation may use discretion
in determining which of the listed disciplinary options is most appropriate to the setting
and the violation.

Minor Offenses

Minor offenses are those which are not deemed serious in nature but may disrupt the
educational atmosphere of the school. Any violation of the Code of Conduct that is listed
below as a Category 1 offense is considered a minor offense.

Persistent Offenses
Mutanafisun defines “persistent” to be three or more violations of the Code of Conduct in
general or recorded repeated occurrences of the same category violation.

Serious Offenses
Any offense that is Category 2 or above, or is listed as prohibited conduct in the Code of
Conduct, is considered a serious offense.

Classification of Offenses



The following offenses and consequential disciplinary options are listed in order of
severity, with Category 1 being the least severe and Category 4 being the most severe.
Any offense committed by a student that is not listed below shall be

classified at the discretion of the School Disciplinarian(s).

Category 1

Offenses in this category are minor acts of misconduct, generally observed in the
classroom or in the building, which interfere with the orderly educational process. The
classroom teacher generally manages discipline for Category 1

offenses. Parents may be requested to come for a conference with the teacher to discuss
the misbehavior and the disciplinary action.

Offenses

- Tardiness between classes or late in returning from restroom

- Running or making excessive noise in the hall, classroom, or building

- Neglecting to bring required material or assigned work to class

- Misbehaving during prayers and Jumuah khutbah

- Put-downs and other forms of disrespect to others

- Failing to follow classroom rules

- Screaming (in classroom, hallway, or masjid)

- Talking out of turn

- Getting out of seat without permission

- Ball or game playing in the building or at inappropriate times

- Dress Code violation

- Failing to participate in classroom activities

- Eating or drinking in an undesignated area or at an undesignated time

- Chewing gum

- Possessing and/or using nuisance items

- Misuse of school property

- Any offense not listed that the school categorizes as such

Disciplinary Options
- Gentle verbal reprimand
- Time out IN classroom
- Confiscation of prohibited item(s)
- Special assignments or duties
- Discussion
Individual (if only one or two students are involved)
Class (if many students are involved)
- Behavioral Contracts
- Withdrawal of privilege(s)
- Change seat assignments
- Owing Time (student owes time for the distraction caused in class
Example: Student disrupts class for 10 minutes by talking out of turn; receives a 10
minute consequence for the time wasted.
- After school detention with the classroom teacher

Category 2
Offenses in this category are more severe and disruptive. They interfere with the schools
learning environment.



Parents will be notified of the offense and may be requested to come for a conference
with the teacher and/or school administration to discuss the offenses and the
disciplinary action.

Offenses

- Persistent offenses from Category 1 or acts of misconduct for which the student has
been warned

- Misuse of food in the cafeteria or elsewhere (food fights)

- Posting or distributing unauthorized publications on school property

- Cheating or copying the work of another

- Truancy, including leaving school without permission

- Physical contact with another (pushing, tripping, bumping, etc.)

- Vandalism, including defacement of school or ICNE property

- Possession of lighter or matches on school property

- Throwing objects that can cause bodily injury or damage to property (rocks, snowballs,
ice, etc.)

- Directing profanity or vulgar language at others

- Any offense not listed that the school categorizes as such

Disciplinary Options

- One hour after school detention

- Grade penalty for copying or cheating

- Exclusion from extracurricular activities

- Referral for out-side counseling (In addition to one or more of the other disciplinary
options)

- Restitution, if applicable

- Daily Behavioral Log sent home to parents

- Behavioral Contract

- Temporary removal from class

- Saturday detention

- Community service

- In school suspension

- Suspension

Category 3

Offenses in this category are serious acts of misbehavior that disrupt the orderly
educational process and may pose danger to the student or other students. Parents will
be notified and requested to come for a conference with the

principal in each instance of Category 3 misbehavior.

Offenses

- Persistent offenses from Category 2 (more severe and disruptive behaviors)

- Immoral gestures, writings, pictures, or graffiti

- Possession or use of fireworks on school property

- Starting a fire

- False fire alarm

- Setting off a security alarm

- Fighting, physical abuse, or threat of physical abuse)

- Stealing

- Insubordination, noncompliance with the directives of a member of the school staff
- Vandalism

- Possession and/or concealment of a weapon not included under expellable offenses



- Perjury or lying as a witness during a school investigation

- Failure to perform obligatory prayers; including Jumuah and the khutbah

- Exhibiting disrespect or directing profanity, vulgar language, or obscene gestures
toward school employees or other adults

- Inappropriate relationships and behavior between boy and girl.

- Dangerous pranks

Disciplinary Options

- Behavioral Contract

- Daily Behavioral Log sent home to parents

- Exclusion from extracurricular activities

- Restitution, if applicable

- Referral for out-side counseling (In addition to one or more of the other disciplinary
options)

- Suspension

- Referral for Expulsion

Category 4

The following offenses are considered serous offenses. A student shall be referred for
expulsion from school if the student, on school property or while attending a school
sponsored or school related activity on or off school property, commits any of the
following offenses:

Offenses

- Persistent offenses from Category 3 (severe and disruptive behaviors)

- Possession of exploding fireworks

- Possession of weapons

- Possession of cigarettes

Disciplinary Option
- Referral for Expulsion

Discipline Plans

In addition to this discipline policy and procedure, Mutanafisun Academy’s staff may
establish more specific, detailed discipline plans for their individual classes. These
detailed plans shall conform to all provisions of this discipline policy and procedures.
Mutanafisun Academy staff is responsible for developing, updating, and re-evaluating
these plans on a monthly basis for effectiveness. Any revisions shall not conflict with any
provision of this discipline policy and procedure.

Detention

For Category 2 or higher level infractions of the code of conduct or other policies and
regulations, teachers may detain students before school, during school, recess time or
after school hours. Before assigning students to detention, the teacher shall inform the
student of the conduct that allegedly constitutes the violation, and the student shall be
given an opportunity to explain his or her version of the incident. When detention is
used, advance notice shall be given to the students parents or legal guardian (for before
and after school detention). The students parents shall be required to provide
transportation when the student has been assigned to detention.



Teacher Removal of Students

A teacher may send a student to the disciplinarian in order to maintain effective
discipline in the classroom. This is always done as a last disciplinary resort. The
disciplinarian shall respond by employing appropriate discipline management
techniques consistent with school policy and the code of conduct. A teacher may remove
from class a student who has been documented to have repeatedly interfered with the
teachers ability to communicate effectively with the other students in the class, or has
hindered the ability of the students classmates to learn, or whose behavior the teacher
determines is excessively unruly, disruptive, or abusive. All documented cases involving
the student should accompany the student when referred as well as a detailed account of
the current situation that allegedly warranted the students removal. The disciplinarian
may either:

1. Place the student in another appropriate classroom

2. Place the student in school suspension

3. Send student home with parents

A teacher will also remove a student from his or her class if the student engages in an
offense for which expulsion referral is required (Category 4). Upon receipt of those
referrals, the principal or disciplinarian shall take the appropriate action required by this
Discipline Policy and Procedure. Students removed from their classes are prohibited
from attending or participating in school sponsored or school related activities.
Non-Disciplinary Emergency Removals

Students may be removed from regular classes or ICNE premises for non disciplinary
health, welfare, and safety reasons when the principal along with teacher determines that
an emergency exists. Reasons constituting an emergency include, but are not limited to:

- Suffering from any other condition that temporarily threatens the students welfare,
other individual’s welfare, or the efficient operation of the school.

Any student removed from school for a reason shown above, who is in a condition that
threatens his or her own welfare or the welfare of others shall be released to the parent,
the parents representative, or other proper authority, including, but not limited to
medical personnel. Such removal shall be for as short a time as is reasonable under the
circumstances, but is not limited to any more than five consecutive school days.

Notice to Parent

Mutanafisun Academy shall make reasonable efforts to notify the parent prior to
removing a child from school premises. If the parent cannot be notified prior to removal,
the parent shall be notified as soon as possible of the reasons for removal.

Suspension

A student may be removed from school and placed on suspension for a period not to
exceed five consecutive school days. The length of the suspension will be based on the
severity and number of offenses, and shall be determined by the

principal or disciplinarian. A student may be suspended for any offense designated as a
serious offense in this discipline policy (Category 2 or above). A student will not be
afforded a hearing on the suspension; however, the

principal and/or disciplinarian will inform the student of the reasons for the suspension
and grant the student an opportunity to give his/her version of the incident.

Hearing: Notice to Parent

Before suspending a student, the principal or disciplinarian shall conduct an informal
hearing at which:



- The student is advised of the conduct with which he or she is charged.

- The student is given the opportunity to explain his/her version of the incident.

bThe students parents shall be notified of a suspension by telephone or other
appropriate means as soon as reasonably possible. Parents of students who have been
suspended shall be advised that it is their responsibility to provide adequate supervision
for the student during the period of suspension.

Parent Conference

When the principal or disciplinarian suspends a student for more than one day, he/she
shall, within 3 school days, schedule a conference with the students parent to discuss the
disciplinary action and/or the students misbehavior.

Expulsion

The principal shall make referrals for expulsion to the Administrative staff and/ or
Mutanafisun Academy President for their consideration. The Administrative staff shall
meet within 3 days of receiving this referral to evaluate the situation and act upon the
recommendations of the administration.

Physical Restraint

Any Mutanafisun Academy employee may, within the scope of the employees duties, use
and apply appropriate physical restraint to a student that the employee reasonably
believes is necessary in order to:

1. Protect a person, including the person using physical restraint, form physical injury.

2. Obtain possession of a dangerous object.

3. Protect property from serious damage.

4. Remove from a specific location a student refusing a lawful command of a school
employee, including from a classroom or other school property, in order to restore order
or impose disciplinary measures.

5. Restrain an irrational student.

6. Remove student from a physically dangerous situation

Corporal Punishment

MUTANAFISUN ACADEMY teachers, aids, other employees or volunteers are not to hit,
kick, punch, push, pinch, pull ears or physically punish any student under any
circumstance, or use cruel or severe punishment, humiliation, or verbal abuse, denying
of food as a punishment, punishment for soiling, wetting, or not using the toilet, foul or
indecent language to express their displeasure.

Cheating/Academic Dishonesty

Copying another persons work, such as homework, classwork, or a test, is a form of
cheating. The student will be subject to academic disciplinary action that may include
loss of credit for the work in question. Teachers who have

reason to believe that a student has engaged in cheating or other academic dishonesty
will assess the academic penalty to be imposed. Students found to have engaged in
academic dishonesty will be subject to disciplinary penalties as well.



1] Manhaj Al-Ahlul Sunnah Wa Jama’ah

The Way Of The People of The Sunnah and The Group

Allaah - the Most High — said,

“And hold fast altogether to the Rope of Allaah and do not become divided.”
[2]

[2] Allaah - the Most High — said,

“And do not be of those who commit Shirk (associate partners with Allaah), those
who split-up their Religion and become sects; each sect rejoicing in what is
with them.” [3]

[3] The Prophet (sallallaahu ‘alayhi wa sallam) said, “I advise you to have taqwaa of
Allaah and to hear and to obey, even if an Abyssinian slave becomes your leader. Those
of you who live long after me will see a lot of differences, so hold fast to my Sunnah and
to the Sunnah of the Rightly-Guided Caliphs after me. Cling to it tightly and beware of
newly-invented matters, for every newly invented matter is an innovation, and every
innovation is misguidance, and all misguidance is in the Fire.” [4]

[4] He (sallallaahu ‘alayhi wa sallam also said, “Indeed, the people of the Book before
you split-up into seventy-two sects. And this nation will split-up into seventy-three sects,
seventy two are in the Fire and one is in Paradise.” [5] And in another narration, “All of
them are in the Fire except one.” It was asked, ‘Who is that one?” He replied, “That which
I and my Companions are upon.” [6]

[5] Ibn Mas’ood - radiyallaahu ‘anhu — said, [77] Allaah’s Messenger (sallallaahu ‘alayhi
wa sallam) drew a line for us and then said, “This is Allaah’s Path.” Then he drew lines
to its right and its left, and said, “These are differing paths, upon each of them there is a
Shaytaan (devil) calling to it.” Then he recited, “And verily this is My Path, so follow it,
and do not follow other paths for they will separate you away from His Path.” [8]

[6] Shaykh ’Abdul-Qaadir al-Jeelaanee (d.561H) said, “As for al-Firgatun-Naajiyah (the
Saved-Sect) it is Ahlus-Sunnah wal-Jamaa’ah, and there is no name for Ahlus-Sunnah
except one - and that is Ashaabul-Hadeeth (the People of Hadeeth).” [9]

[7] Allaah - the One free from all defects, the Most High - orders us to hold fast
altogether to the Noble Qur‘aan; and not to be of the mushriks (those who associate
partners with Allaah in that which is particular to Him) who split-up their Religion and
become shee’an (sects) and hizbs (parties). And the Prophet (sallallaahu ‘alayhi wa
sallam) informed us that the Jews and the Christians will be divided into many sects and



that the Muslims will split-up even more. And that these sects will be fitting for entry
into the Fire, due to their deviations and their being far from the Book of their Lord and
the Sunnah of their Messenger. And that only one sect will be saved from the Fire and
enter Paradise - and that is the Jamaa’ah; those who cling to the Book and the authentic
Sunnah and to the actions of the Companions of the Prophet (sallallaahu ‘alayhi wa
sallam. O Allaah! Make us from amongst the Saved-Sect; and grant the Muslims the
guidance and ability to be from it.

METHODOLOGY OF THE SAVED-SECT:

[1] al-Firqatun-Naajiyah (the Saved-Sect) is that which adheres to the manhaj
(methodology) of Allaah’s Messenger (sallallaahu ‘alayhi wa sallam) during his lifetime,
and to the minhaaj of his Companions after him: and that is the Noble Qur‘aan which
Allaah revealed to His Messenger, and which he explained to his Companions in the
authentic Sunnah - ordering the Muslims to cling to these two, saying, “I am leaving
amongst you two things, you will never go astray as long as you cling to them: the Book
of Allaah and my Sunnah. They will not separate from each other, until you meet me at
the Lake.” [10]

[2] The Saved-Sect returns to the Word of Allaah and His Messenger (sallallaahu
‘alayhi wa sallam) whenever there is disagreement or difference of opinion; acting upon
the saying of Allaah - the Most High, “If you differ in anything amongst yourselves, refer
it to Allaah and His Messenger, if you do believe in Allaah and the Last Day. That is best
and most suitable for final determination.” [11] And He - the Most High — said, “But no,
by your Lord! They cannot have any faith until they make you (the Messenger) a judge in
all disputes that they have between them, and find in themselves no resistance against
your decision, but accept them with full submission.” [12]

[3] The Saved-Sect does not give precedence to the word of anyone over the Word of
Allaah and His Messenger (sallallaahu ‘alayhi wa sallam), acting upon His - the Most
High — saying,

“O you who believe! Do not put yourselves forward before Allaah and His
Messenger, and have tagqwaa of Allaah. Indeed, Allaah is all-Hearing, all-
Seeing.” [13]

Ibn ’Abbaas - radiyallaahu ‘anhu — said, “I fear that stones will descend upon you from
the sky, that I say to you that the Messenger of Allaah said; and you say to me that Aboo
Bakr and "'Umar say something else!” [14]

[4] The Saved-Sect values Tawheed: and it is to single-out Allaah alone in worship, in
supplication, in seeking aid and assistance, in seeking refuge in times of ease and
hardship, in sacrificing and vow-making, in placing total reliance and trust in Him and in
judging by what Allaah has revealed; and all other forms of worship. These are the
foundations upon which the true Islaamic governance is based. It is therefore essential to
remove Shirk (associating partners with Allaah in those matters that are particular to
Him) and its manifestations - which is present in all the Muslim lands - since this is a
requirement of Tawheed. And victory is not possible when Tawheed is neglected, nor



can Shirk be fought with its like. We must - in this - follow the examples of the Prophets
and in particular, the example of our noble Prophet - may the Peace of Allaah and His
Prayers be upon them all.

[5] The Saved-Sect revive the Sunnah of Allaah’s Messenger (sallallaahu ‘alayhi wa
sallam) in their ibaadah (worship), sulook (behaviour) and in their lives, thus becoming
strangers amongst the people - as Allaah’s Messenger (sallallaahu ‘alayhi wa sallam)
mentioned in his saying, “Islaam started as something strange and will return as
something strange as it began, so Toobaa (a tree in Paradise) is for the Strangers.” [15] In
another narration, “ ... so Toobaa is for the Strangers. Those who correct and put right
what the people have corrupted.” [16]

[6] The Saved-Sect does not have ta’assub (bigoted adherence) to the sayings of anyone,
except the saying of Allaah and the saying of His infallible Messenger (sallallaahu
‘alayhi wa sallam), who does not speak from his own desires. As for every other person -
however elevated his rank - then he errs and makes mistakes, according to his
(sallallaahu ’alayhi wa sallam) saying, “All the children of Aadam err and commit
mistakes, and the best of those who make mistakes are those who turn in repentance.”

[17]

Imaam Maalik (d. 179H) - rahimahullaah - said, “There is no one after the Prophet
(sallallaahu ’alayhi wa sallam), except that you can take his saying or leave it, with the
exception of the Prophet (sallallaahu ‘alayhi wa sallam).” [18]

[7] The Saved-Sect are Ahlul-Hadeeth (the People of Hadeeth), about whom the Prophet
(sallallaahu ‘alayhi wa sallam) said, “There will not cease to be a group from my
Ummah victorious and uppermost upon the truth, those who abandon them will not
harm them, until the command of Allaah comes about.” [19]

A poet said,
“Ahlul-Hadeeth are the people of the Prophet, although;
They accompany him not, they are with his every movement.” [20]

[8] The Saved-Sect love and honour the mujtahid Imaams (those Scholars who are able
to extract rulings from the Book and the Sunnah). However, they do not have ta’assub
(bigoted blind adherence) to any particular one of them. On the contrary, they take figh
(rulings) from the Qur‘aan and the authentic ahaadeeth, upon the understanding, and
the sayings, of all of the Scholars - if it is in agreement with the authentic ahaadeeth.
Indeed, this agrees with their saying, that you should take it if it agrees with the
authentic hadeeth and leave whatever disagrees with it.

[Imaam Aboo Haneefah (d.150H) - rahimahullaah — said, “If a hadeeth is found to be
authentic, then that is my madhhab.” [21]

Imaam Maalik (d.179H) - rahimahullaah - said, “Indeed I am only a man. I am
sometimes mistaken and at other times correct; so look into my opinions. All that agrees
with the Book and the Sunnah, accept it; and all that does not agree with the Book and
the Sunnah, then abandon it.” [22]



Imaam ash-Shaafi’ee (d.204H) - rahimahullaah - said, “Everything that I say, for which
there is something authentically related from the Prophet (sallallaahu ‘alayhi wa
sallam) contrary to my saying, then the hadeeth of the Prophet comes first. So do not
make tagleed (blind-following) of me.” [23]

Imaam Ahmad (d.241H) - rahimahullaah - said, “Do not make tagleed (blind-following)
of me, nor make taqgleed of Maalik, nor of ash-Shaafi’ee, nor of al-Awzaa’ee, nor of ath-
Thawree. But take from where they took.” [24]]

[9] The Saved-Sect orders the good and forbids the evil. Thus it renounces the innovated
ways and destructive parties and groups which split the Ummah: those that innovate in
the Religion and innovate with regards the Sunnah of the Prophet (sallallaahu ‘alayhi
wa sallam) and that of his Companions.

[10] The Saved-Sect calls the Muslims to cling to the Qur‘aan and to the Sunnah of the
Prophet (sallallaahu ‘alayhi wa sallam) and to the way of his Companions, until victory
is decreed for them; and until they enter Paradise by the Grace of Allaah and the
shifaa’ah (intercession) of His Messenger (sallallaahu ‘alayhi wa sallam).

[11] The Saved-Sect reject those laws which are man-made when they contradict the
judgement of Islaam. Rather, it calls to the judgement by the Book of Allaah, which
Allaah revealed for the happiness and benefit of mankind, both in this world and in the
Hereafter, and Allaah - the Most Perfect, the Most High - knows what it is that will
correct and reform them. So His Law is firm and constant, it will not alter for the rest of
time, nor does the passage of time alter its values. Indeed, the reason for the misfortunes
of this world in general, and the Islaamic world in particular - which is experiencing
misfortune, lowliness and humiliation - is: abandoning judging by the Book of Allaah
and the Sunnah of His Messenger (sallallaahu ’alayhi wa sallam). And nothing will
make the Muslims strong again except by them returning to the teachings of Islaam -
individually, collectively and in their governance - acting upon the saying of Allaah, the
Most High,

“Indeed, never will Allaah change the condition of a people until they change
themselves.” [25]

THE SIGNS OF THE SAVED-SECT:

[1] al-Firqatun-Nagjiyah (the Saved-Sect) are few amongst the people. Allaah’s
Messenger (sallallaahu ’alayhi wa sallam) prayed for them in the following words:
“Toobaa (a tree in Paradise) is for the Strangers - the people who are righteous amongst
a people who are mostly wicked, those that disobey them are more than those who obey
them.” [29] And the noble Qur‘aan inform about them. So it says in praise of them,

“But few of My Servants are grateful.” [30]

[2] The Saved-Sect are abandoned by most people, who slander them and ridicule them
with insulting names. So there is for them an example in the Prophets - ‘alayhimus-
salaam - about whom Allaah said,



“And so We appointed for every Prophet an enemy; devils amongst mankind
and jinn, inspiring one another with flowery discourses by way of
deception.” [31]

And Allaah’s Messenger (sallallaahu ‘alayhi wa sallam) was treated in this way by his
people. So when he called them to Tawheed they called him a sorcerer and a liar -
whereas prior to this they used to call him as-Saadiq (truthful) and al-Ameen
(trustworthy).

[3] Shaykh ’Abdul-’Azeez Ibn Baaz - hafidhahullaah - was asked about al-Firqatun-
Naajiyah (the Saved-Sect), so he said, “They are the Salafees [32] and all who adhere to
the path of the Salafus-Saalih (the Pious Predecessors).”

THE AIDED AND VICTORIOUS GROUP:

[1] The Prophet (sallallaahu ‘alayhi wa sallam) said, “There will not cease to be a group
from my Ummah victorious upon the truth, not being harmed by those who oppose them
until the command of Allaah comes about, and they are like that.” [33]

[2] He (sallallaahu ‘alayhi wa sallam) said, “When the people of Shaam (Syria, Jordan,
Palestine) become corrupt then there will be no good in you. And there will not cease to
be a group from my Ummah being helped; those that oppose them will not harm them,
until the hour is established.” [34]

[3] Ibnul-Mubaarak (d.151H) - rahimahullaah — said, “According to me, they are
Ashaabul-Hadeeth (the Scholars of Hadeeth).” [35]

[4] Imaam al-Bukhaaree (d.256H) - rahimahullaah — said, “It means: Ahlul-Hadeeth
(the People of Hadeeth).” [36]

[5] Imaam Ahmad (d.241H) - rahimahullaah - said, “If this Taa‘ifatul-Mansoorah
(Victorious and Aided Group) is not Ashaabul-Hadeeth, then I do not know who they

are.” [37]

[al-Qaadee ’Iyaad (d.544H) - rahimahullaah — said, “What Ahmad intended was Ahlus-
Sunnah wal-Jamaa’ah: those who hold the ‘ageedah of Ahlul-Hadeeth.” [38]]

[6] Indeed, Ahlul-Hadeeth, by virtue of their competence in the study of the Sunnah, are
not attached to any person, but are altogether concerned with the Sunnah of the Prophet
(sallallaahu ‘alayhi wa sallam); his guidance, his manners, his battles, and whatever
else pertains to him.

[7] Imaam ash-Shaafi’ee said, whilst addressing Imaam Ahmad, “You are more
knowledgeable about Hadeeth than I am. So if there comes to you a Hadeeth that is
authentic, then make me aware of it, until I accept it and accord with it - it is from
Basrah.” [39]

So Ahlul-Hadeeth - may Allaah make us amongst them - do not have ta’assub (bigoted
blind adherence) for the saying of any particular person, however elevated, or whatever
position he holds. Rather, they cling to the Prophet (sallallaahu ‘alayhi wa sallam), as



opposed to those who do not ascribe themselves to Ahlul-Hadeeth; those who have
ta’assub to their Imaams - who have actually prohibited them from this - just as Ahlul-
Hadeeth readily cling to the sayings of their Prophet (sallallaahu ‘alayhi wa sallam). So
it is not surprising that Ahlul-Hadeeth are al-Firqatun-Naajiyah (the Saved-Sect ) and
at-Taa'‘ifatul-Mansoorah (the Aided and Victorious Group).

[8] al-Khateeb al-Baghdaadee (d.463H) said, “And if only the people of blameworthy
opinion busied themselves with beneficial knowledge, and seeking the Sunnah of the
Messenger of the Lord of Creation, and followed the way of the fugahaa® and
muhaddithoon - then they would find that this would be sufficient for them. And the
narration would take the place of his opinion which he used to hold; since the Hadeeth
comprehends the fundamentals of Tawheed, the reported Threats and the Promises, the
Attributes of the Lord of Creation - who is High above the saying of the apostates, it also
contains information about Paradise and Hell-Fire, and what Allaah has prepared
therein for the pious and the wicked, and what Allaah has created in the earths and the
heavens, and the remarkable things and great signs, and a mention of the nearest Angels
- those drawn up in ranks and those who recite tasbeeh.

And the Hadeeth comprehends stories of the about the pious ascetics and Awliyaa’,
wonderful admonition and sayings of the Scholars. It contains histories of the kings of
the ’Arabs and non-’Arabs, and the accounts of past nations, and descriptions of the
battles of the Messenger (sallallaahu ’alayhi wa sallam); his expeditions, rulings,
judgements, sermons, warnings, predictions and miracles. It also contains information
about the number of his Wives and Children, his Relatives and Companions, and a
mention of their excellence and merit, and a mention of their lives, their actions and
their ancestry. And the Hadeeth contains tafseer of the Qur‘aan, information and the
wise remembrance contained in it. It contains the sayings of the Companions about its
preserved rulings, the different sayings they held, as well as those of the Scholars and
mujtahideen.

And Allaah made Ahlul-Hadeeth (the People of Hadeeth) the pillar of the Sharee’ah and
the destroyer of every despicable innovation. So they are Allaah’s wardens amongst His
creation, and the link between the Prophet (sallallaahu ’‘alayhi wa sallam) and his
Ummah, and the strivers to preserve His Religion. So their light shines brightly, their
excellence remains, their signs are clear, their positions evident and their proofs are
over-powering. And all the sects coil themselves around vain desires and prefer opinion
which they cling to - except for Ahlul-Hadeeth, since the Book is their provision, the
Sunnah is their proof, the Messenger their leader and to him is their ascription. They do
not deviate upon vain desires, nor turn to mere conjecture. They accept what is reported
from the Prophet (sallallaahu ‘alayhi wa sallam) and they are the trustworthy and
reliable ones, who memorise the Religion and are its treasurers, its storehouses of
knowledge and its bearers. If anyone differs about a hadeeth, then it is referred back to
them. Thus, their judgement is accepted and listened to. From them is every Scholar and
Imaam, and every true ascetic, and one of excellence, and precise reciter and righteous
Khateeb. They are the Saved-Sect and their way is the straight one...” [40]

May Allaah make us from amongst Ahlul-Hadeeth, and provide us with the ability to act
upon it, love its people and to act in accordance with it.
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