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Darul-ilm Kent 

Behaviour Policy 

 

Academic year 2025, 2026 

Date adopted ___________________________ 

Review date August 2026 (annual) 

Policy owner Didar Hasan, Founder & Head Teacher 

Students served Ages 5 to 18 (weekday and weekend sessions) 

Related policies Safeguarding & Child Protection Policy, Uniform Policy 

 

A believer is a mirror to his brother. A believer is a brother of a believer: he protects him 

against any danger and guards him from behind. 

(Related by Al Bukhari in Al Adab Al Mufrad and by Abu Dawood.) 

 

The Prophet (saw) said: “None of you truly believes until you wish for your brother what you 
wish for yourself.” 

 

 

1. Purpose 

This policy aims to create a safe, respectful, and productive learning environment in which 
students develop strong character (akhlaq), disciplined conduct (adab), and sound 
knowledge. It reflects Islamic values while meeting UK safeguarding and child protection 
expectations. Every member of staff and every student has a shared responsibility in 
promoting and maintaining the highest standards of behaviour for learning.  

 

The primary aim of this policy is not to enforce rules for their own sake, but to promote good 
relationships, so that every member of the Madrasa community can work and learn together 
with mutual trust, respect, and a shared sense of purpose. Rules and sanctions exist to 
support this aim, not to replace it. 

 

This policy must be read alongside the Madrasa’s Safeguarding & Child Protection Policy. 

Where any part of this Behaviour Policy could create a situation of an adult being alone with 
a single child, the safeguarding policy takes precedence and must be followed. 
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All pupils will: 

• Treat all young people and adults with respect 

• Speak politely and appropriately to others 

• Develop self-confidence and healthy self-esteem 

• Aim for high standards of attendance and punctuality 

• Take care of all madrasa equipment, resources, and buildings 

 

2. Behaviour 

The madrasa aims to provide a safe, secure, and supportive environment in which pupils 
can learn effectively and teachers can teach with confidence. There is a clear link between 
positive behaviour and successful learning. It is the responsibility of all staff to guide, 
support, and encourage pupils to understand and demonstrate socially acceptable and 
appropriate behaviour. 

 

To support this, staff will: 

• Model exemplary behaviour at all times 

• Treat all pupils, parents, and colleagues with respect 

• Communicate politely and professionally 

• Build pupil confidence and self-esteem through positive reinforcement 

• Avoid critical, aggressive, or sarcastic language 

• Recognise and celebrate pupil effort, improvement, and achievement regularly 

• Keep parents informed about progress, behaviour, and successes 

• Use rewards and sanctions fairly, consistently, and proportionately 

• Challenge unacceptable behaviour calmly and appropriately 

• Work in partnership with parents through regular communication to support behaviour 
improvement 

 

A Note on Age, Before Reading Further 

The sanctions ladder, demerit system, and detention procedures described in this 
policy are designed for pupils aged 7 and above. They are not applied to younger 
children. 

 

For younger children (ages 5–6), the madrasa’s approach to behaviour is entirely 
positive and developmental: gentle verbal redirection, consistent routine, modelling, and 
positive reinforcement. Demerits, detentions, isolation, and report cards are never used 
with this age group. Any behavioural concern involving a younger child will be addressed 
through a supportive conversation with the parent or carer, not through the sanctions 
system set out in this policy. 

 

Settling in new starters 

New pupils, particularly younger children joining for the first time, are given a short settling-in 
period at the start of the academic year during which staff observe how well the child is 
adjusting to the madrasa environment. This is a supportive process, not a test: its purpose is 
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to identify early on, in partnership with parents, whether a child may need additional support 
to settle in happily and safely, rather than waiting until a pattern of difficulty has built up over 
a full term. 

 

Where staff have concerns about a new starter’s settling-in, particularly a reception-age 

child, these will be discussed with the parent or carer promptly and sensitively, with the aim 
of agreeing a way forward together. 

 

3. Courtesy 

When speaking and responding to others, all pupils are expected to observe the normal 
conventions of courtesy. Pupils should therefore: 

• Be honest and truthful at all times 

• Use language appropriate to the learning environment 

• Speak politely, calmly, and respectfully to all adults, including teaching staff, support 
staff, and visitors 

• Speak courteously to other pupils, including those carrying out responsibilities or duties 

• Address adults using appropriate titles 

• Follow expected conduct during assemblies and collective activities, whether on site or 
off site, including walking quietly and sensibly between classrooms and the masjid, and 
remaining silent and respectful during salah times 

 

4. Consideration & Concern for Others 

All members of the madrasa community are expected to respect the dignity, rights, and 
wellbeing of others and to support the academic and personal development of their peers. 
Pupils should therefore: 

• Treat all members of the madrasa community equally and with kindness 

• Show care and concern for the feelings and wellbeing of others 

• Encourage and support fellow pupils 

• Act as positive role models, particularly to younger pupils 

 

5. Anti-Bullying & Peer Relations 

Pupils are expected to help create and maintain an environment free from bullying, 
harassment, and intimidation. Therefore, pupils must not: 

• Use insulting, abusive, or hurtful language or images, whether face to face, written, or 
online 

• Engage in bullying through social media, messaging platforms, mobile phones, camera 
phones, or any form of digital technology 

• Make racist, sexist, homophobic, or discriminatory comments of any kind 

• Use behaviour, gestures, teasing, or body language that others may find threatening or 
intimidating 

• Use physical violence or aggression in any form 

• Exclude others from friendship groups as a means of control or intimidation 
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• Spread rumours or engage in gossip 

• Disrupt learning or cause others to underperform academically 

• Undermine the confidence or self-esteem of others 

 

Reporting concerns 

To help prevent and address bullying or harmful behaviour, pupils are encouraged to report 
concerns without delay to a member of staff, preferably the designated Bullying Coordinator. 
This includes: 

• Experiencing any of the behaviours outlined above 

• Witnessing such behaviour towards another pupil 

• Noticing a pupil who appears distressed, upset, or withdrawn 

 

Any report that suggests a child may be at risk of harm, rather than ordinary peer conflict, 
must be passed to the Designated Safeguarding Lead in line with the Safeguarding & Child 
Protection Policy. 

 

⚠ Child-on-Child Abuse, Zero Tolerance 

Darul-ilm Kent takes a zero-tolerance approach to child-on-child abuse. Where an 
incident involves one pupil sexually harassing, persistently targeting, or seriously 
harming another pupil, whether physically, sexually, or emotionally, this must be 
treated as a child-on-child abuse concern under the Safeguarding & Child 
Protection Policy, and not only as a behaviour matter to be resolved through the 
sanctions ladder. The Designated Safeguarding Lead must be informed 
immediately. 

 

Both the pupil who has been harmed and the pupil responsible for the harm require 
appropriate support. Neither pupil’s welfare should be neglected while the matter is 
addressed, and the DSL will determine whether external referral is needed alongside any 
internal sanction. 

 

6. Expectations of Behaviour In and Around the Madrasa 

General expectations 

• Reasonable instructions from any member of staff must be followed promptly and 
without argument 

• Rudeness, disrespect, or insolence towards staff, volunteers, or visitors is not 
acceptable and will not be tolerated 

• Pupils must follow all health and safety rules as outlined in the Madrasa Code of 
Conduct 

• Pupils must comply with all rules relating to mobile phones and electronic devices, 
including the appropriate use of computer hardware and software, messaging services, 
access to data, and online content 

• Eating is not permitted during class hours 
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• Pupils may drink water at any time and in any area of the madrasa, provided it is done 
sensibly and without disruption. Students should bring their own water bottles 

• Chewing gum is not permitted anywhere on the madrasa premises 

• Electronic devices are not permitted in the madrasa during madrasa hours, unless 
explicitly authorised by staff 

• Pupils are expected to use break times for toilet visits. Requests to leave lessons will 
only be granted in cases of sudden illness or where a medical condition has been 
previously notified to staff 

 

7. Health & Safety 

All members of the madrasa community are expected to take reasonable care for the health 
and safety of themselves and others at all times. 

 

Movement around the madrasa 

To maintain a safe and orderly environment, pupils must: 

• Walk sensibly when entering and moving around the madrasa building 

• Refrain from running inside the madrasa at all times 

• Show patience and avoid pushing, particularly on stairs and in corridors  

• Give way to others at doorways and allow people to pass safely 

• Hold doors open for those walking behind where appropriate 

• Line up when instructed, in a calm, sensible, and orderly manner 

 

All health and safety rules, procedures, and guidance outlined in the madrasa’s separate 

Health and Safety Policy must be followed at all times. 

 

Pupil supervision and whereabouts 

Pupils must ensure that the madrasa is always aware of their whereabouts. Pupils must 
remain on the madrasa premises during the madrasa day unless written permission to leave 
has been provided by a parent or carer and approval has been given by the Head Teacher. 

 

Safety procedures and emergency response 

Pupils are expected to respect and follow all procedures designed to ensure their safety. 
This includes not tampering with, misusing, or interfering with safety equipment, including 
fire alarms and fire-fighting appliances, and cooperating fully and calmly during fire drills and 
practice evacuations. 

 

8. Respect for Property 

All members of the madrasa community are expected to respect and take responsibility for 
property, including their own belongings, the belongings of others, and all madrasa property. 
Pupils are therefore expected to: 

• Hand any lost property to the madrasa office promptly 
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• Avoid bringing valuable items or large sums of money to the madrasa 

• Carry any necessary money securely in a named purse, wallet, or envelope at all times 

• Treat all madrasa property, including books, furniture, desks, equipment, and buildings, 
with care and respect 

• Report any damage to madrasa property or the presence of graffiti to the Head 
Teacher immediately, or as soon as it is noticed 

• Clear away litter and tidy up after snacks and before leaving the class 

• Keep classrooms, corridors, locker areas, changing rooms, and outdoor areas clean 
and tidy 

• Avoid placing personal belongings on top of lockers or in unsafe areas 

• Dispose of litter responsibly in bins provided 

• Take care not to damage displays, notices, or learning materials when moving around 
the premises 

 

Please note that the madrasa cannot accept responsibility for the loss, theft, or damage of 

personal belongings. 

 

9. Promoting the Madrasa and Its Ethos 

All members of the madrasa community are expected to uphold and promote the highest 
possible standards of conduct, reflecting positively on themselves and on the madrasa at all 
times. Pupils are therefore expected to: 

• Be mindful of the impression they create and ensure it is positive and respectful 

• Dress appropriately for the madrasa by wearing the correct uniform, ensuring it is 
clean, well maintained, and in line with the madrasa dress code (full details are 
provided in the Uniform Policy and pupil planner) 

• Adhere to the madrasa dress code during off site activities and visits 

• Behave politely, respectfully, and considerately at all times within the madrasa, during 
extra-curricular activities, on off site visits, and when travelling to and from the 
madrasa, including on public transport 

• Conduct themselves fairly and respectfully during competitive events 

• Welcome visitors to the madrasa in a friendly, helpful, and respectful manner 

 

10. Equality Act 2010 

This policy recognises the madrasa’s legal duties under the Equality Act 2010. The madrasa 
is committed to ensuring equality of opportunity, safeguarding, and fair treatment for all 
pupils, including those with special educational needs (SEN) and disabilit ies. Reasonable 
adjustments will be made where appropriate to support pupils in accessing education and 
meeting behavioural expectations. Where a pupil’s behaviour may be connected to an unmet 
additional need, staff will consider this before applying a sanction, and will discuss the matter 
with parents and, where appropriate, the Head Teacher before escalating. 
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11. Rewards and Sanctions 

The madrasa seeks to encourage, recognise, and reward positive attitudes, good behaviour, 
strong attendance, and achievement. This is done through a structured system of rewards, 
which may include certificates, letters of commendation, individual or class prizes, trips, and 
activities. 

 

Where a pupil fails to meet expected standards or breaches the Madrasa Code of Conduct, 

appropriate sanctions will be applied. Pupils are expected to take responsibility for their 
actions and understand that choices have consequences. As set out above, this section 
applies to pupils aged 7 and above. 

 

Principles underpinning the sanctions policy 

• Teachers have the authority to discipline pupils whose behaviour is unacceptable, who 
break madrasa rules, or who fail to follow a reasonable instruction 

• This authority applies to all teaching and non-teaching staff who have responsibility for 
pupils 

• Sanctions will be applied fairly, proportionately, and consistently to all pupils 

• Pupils may be disciplined for misbehaviour at any time during the madrasa day and, 
where appropriate, for behaviour outside the madrasa, including on educational visits, 
when travelling to and from the madrasa, or through misuse of social media and online 
platforms 

• Detentions may be used during or at the end of madrasa sessions in line with the 
procedure set out below 

• Pupils may be kept briefly at the end of the madrasa session, for no more than 10 
minutes, for a quiet word about their behaviour. Where a longer or formal detention is 
required, the notice procedure in Section 13 applies 

• Staff may confiscate pupil property where it is reasonable and necessary to do so 

• The madrasa does not have the statutory search powers available to maintained 
schools. Staff may ask a pupil to hand over a prohibited item voluntarily, or may ask a 
parent to collect it; staff will not physically search a pupil 

 

⚠ Lone Working During Sanctions, Safeguarding Comes First 

All detentions, isolation, report card check-ins, and one-to-one behaviour 
conversations must be carried out in line with the Madrasa’s Safeguarding & Child 
Protection Policy regarding lone working. They must take place in an open space 
or a room with the door open or a visible glass panel, and never with a single adult 
alone with a single child in a closed room. Where possible, a second member of 
staff should be aware that the conversation or detention is taking place. 

 

Full details of the madrasa’s reward system and the range of minor and major sanctions for 

poor behaviour are set out in Appendix 1: Rewards and Sanctions. 
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Appendix 1: Rewards and Sanctions 

Rewards 

The madrasa seeks to encourage and celebrate positive attitudes, excellent behaviour, 
strong attendance, effort, and achievement through a structured system of rewards and 
recognition. 

 

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

 

Pupils take part in a points system designed to recognise and reward achievement, effort, 
good behaviour, and positive citizenship. Points are accumulated and recognition is given to 
students depending on the number of points earned (full details are provided in the pupil 
planner and Appendix 2: Rewards). 

 

End of term rewards and recognition 

Individual and class based certificates and prizes are presented during a special end of term 
assembly. These awards recognise the following achievements: 

• The pupil with the highest and second highest number of merits in each year group 

• The year group with the lowest number of demerits per term 

• Pupils achieving 100% attendance during the term 

• Pupils achieving 100% attendance for the entire academic year, recognised at the End 
of Year Celebration 

• Pupils who have received no demerits during the whole academic year 

• The Head Teacher’s Award, presented once per term to one pupil in recognition of 
exceptional effort, character, improvement, leadership, or contribution to the madrasa 

 

Sanctions (pupils aged 7 and above) 

Where a pupil breaches the Madrasa Code of Conduct, they are expected to take 
responsibility for their actions and accept the consequences. Sanctions will be applied fairly, 
proportionately, and consistently to all pupils aged 7 and above. As set out in Section 2A, 
younger children (ages 5–6) are never placed on the sanctions ladder below. 

 

Minor and first time misdemeanours 

For isolated or minor incidents, sanctions may include: 

• Students are reminded lightly, and given up to three informal reminders of their 
misbehaviour 

• Repositioning the pupil within the classroom, in clear view of the teacher and other 
pupils 

• If the misbehaviour persists, they may be sent to another class for a period of time, 
where they will be supervised by that class’s teacher 

• Setting additional subject related work 

• Detention after the madrasa session, in line with the procedure in Section 13 

• Assigning tasks that contribute positively to the madrasa community, either during or 
after break time, always under staff supervision in a visible area 
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Demerits 

A system of demerits is used to address low level but repeated infringements, such as failure 
to submit homework on time, arriving late to the madrasa or lessons, talking at inappropriate 
times during lessons, forgetting required equipment, not responding to the teacher when 
required to do so, or constantly distracting other students. These infringements are listed in 
detail in the pupil planner (see Appendix 3: Sanctions). 

 

Where a pupil receives five demerits, they may be required to attend an after madrasa 
detention, in line with the madrasa’s detention procedure. 

 

Serious or persistent misdemeanours 

In cases of persistent poor behaviour or a serious breach of conduct, a higher level sanction 

may be imposed. Such decisions will be made by the Head Teacher, and parents will be 
informed accordingly. Possible higher level sanctions include: 

• Daily monitoring through a report card, completed at a fixed time and visible location 
with another adult nearby 

• Suspension from specific lessons or activities 

• Supervised isolation, as defined in Section 12 below 

• Implementation of a pupil behaviour support plan, agreed with parents 

• A period away from the madrasa while the matter is resolved with parents 

• In the most serious cases, asking a family to permanently withdraw their child from the 
madrasa, as a last resort 

 

All serious sanctions will be applied in line with safeguarding guidance and the madrasa’s 
wider policies. 

 

Asking a Family to Leave the Madrasa 

Unlike a maintained school, the madrasa does not operate under the statutory exclusion 
framework set out in the Education Act. Where a pupil’s behaviour seriously and persistently 
breaches this policy, or where continued attendance would seriously harm the safety or 
wellbeing of others, the Head Teacher may ask the family to withdraw the pupil from the 
madrasa, either for a fixed period or permanently. This is a contractual decision about 
continued attendance, not a statutory exclusion, and parents will always be informed of the 
reasons in writing. 

 

Circumstances that may lead to a pupil being asked to leave include, but are not limited to: 

• Possession or use of weapons or illegal substances 

• Drug dealing or intent to supply illegal substances 

• Serious threats of violence or acts of physical violence 

• Persistent or severe bullying 

• Persistent and serious breaches of this Behaviour Policy 

• Behaviour indicating that the pupil’s continued presence poses a serious risk to the 
safety or wellbeing of others 

• Highly inappropriate, abusive, or threatening language or behaviour towards staff, 
volunteers, or visitors 

• Theft or serious dishonesty 
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All such decisions will be taken by the Head Teacher, with parents informed promptly and in 
writing, and with due regard to safeguarding, the Equality Act 2010, and the pupil’s individual 
circumstances. 

 

 

12. Isolation, Definition and Safeguards 

Where isolation is used as a sanction, the following must always apply: 

• Isolation means a pupil completing set work under direct staff supervision, in a 
designated and clearly identifiable space separate from their usual class 

• A pupil is never left without supervision and is never placed in a locked or fully closed, 
unobserved room. The space used for isolation must have an open door or a visible 
glass panel at all times 

• Isolation lasts no longer than the remainder of the single session in which it is applied. 
It is never carried over to a following day or session 

• During isolation, the pupil continues with set classwork; isolation is not unstructured or 
unsupervised time 

• Parents or carers will be informed on the same day that isolation has been used, and 
why 

• Isolation is never used with pupils aged 5–6, in line with Section 2A 

 

 

13. Detention Procedure 

Where it is considered necessary to place a pupil in a formal after madrasa detention, 
parents or carers will be informed in writing at least 24 hours in advance. Notification will 
either be provided by a detention letter, or be sent via text or WhatsApp message where 
appropriate, and will also be noted in the pupil’s file. 

 

After madrasa detentions are usually held once per week, and will take place in a space with 
the door open or clearly visible to other staff, in line with the safeguarding note in Section 11. 
Parents are responsible for making appropriate transport arrangements to ensure their child 
returns home safely following the detention. 

 

If a pupil is absent on the day a detention is scheduled, the detention will be rearranged for 
the next available session. If a pupil is present at the madrasa but fails to attend a detention 
for which they have been notified, the detention will be rescheduled and doubled, requiring 
the pupil to attend on two separate occasions. 

 

All formal detentions will be recorded in the pupil’s individual madrasa record and may be 
referenced in termly reports. 
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Appendix 2: Recognition, Rewards, and Achievement 

The madrasa seeks to encourage, recognise, and reward positive attitudes, good behaviour, 
strong attendance, and academic achievement through a structured system of points, 
certificates, letters of commendation, and individual prizes. 

 

End of term awards 

End of term certificates may be awarded in recognition of: Most Points Earned, Most 
Improved, Most Helpful, Most Consistent, 100% Attendance and Punctuality, Positive 
Attitude, Best Manners, and the Head Teacher’s Award, given in recognition of exceptional  
effort, character, improvement, leadership, or contribution to the madrasa. 

 

Completion and memorisation certificates 

Certificates may also be awarded for significant learning milestones, including completion of 
the Qāʿidah; for younger students (ages 5–6) memorisation of their assigned surahs with 
outstanding tajwid; for older students, memorisation of substantial sections of surahs from 
their surah programme; memorisation of Sųrah Yāsīn, Sųrah as-Sajdah, and Sųrah al-
Wāqiʿah; and memorisation of Juzʼ ʿAmma. 

 

Subject proficiency certificates (examinations) 

Students may also earn subject specific certificates by achieving a score of 90% or above in 
formal assessments. These assessments are offered as optional extra curricular activities to 
demonstrate subject proficiency. Certificates may be awarded in Fiqh (Ṭahārah, Ṣalāh, 
Ṣawm and Zakāh, Ḥajj and ʿUmrah), Sīrah (the Makkan and Madinan periods), Stories of 
the Prophets, and Adhān with excellent tajwīd. 

 

Outstanding Achievement Board 

The names of students who successfully pass subject examinations or achieve notable 
milestones will be displayed on the Outstanding Achievement Board, in recognition of their 
effort, commitment, and excellence. 

 

Students may earn two points for reading at home for a minimum of 20 minutes, or for 
completing additional homework set by the teacher beyond regular Qur’an or surah 
memorisation. 

 

Students earn one point for: reading a line of Qāʿidah fluently and to a high standard; 
memorising assigned āyāt on time; reading the Qur’an accurately and with excellent 
presentation; revising previously memorised work effectively; answering questions correctly; 
participating positively and respectfully in class discussions; and producing an outstanding or 
high quality piece of work. 

 

Students also earn one point for behaviour and manners, including remaining focused 
throughout the lesson without reminders, apologising appropriately when at fault, 
demonstrating honesty and integrity, showing clear improvement in behaviour compared to 
the previous week, and being helpful to others in an appropriate and respectful manner. 
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A further point is earned for respect and adab, including entering and leaving the classroom 
with proper etiquette: arriving on time, taking out books promptly and beginning work 
immediately, and giving salām to the teacher respectfully. 

 

 

Appendix 3: Sanctions Reference Table 

All pupils are expected to conduct themselves in an exemplary manner at all times. This 
includes responding promptly and respectfully to all reasonable instructions given by staff, 
and showing courtesy and consideration towards all members of the madrasa community as 
well as members of the public. 

 

Where a pupil fails to meet these expectations or breaches madrasa rules, appropriate 
sanctions will be applied in accordance with the procedures set out below. This table applies 
to pupils aged 7 and above. 

 

If you do this This will happen 

Arrive late to registration or 
lessons 

First occasion per term: verbal warning and note in 
homework/communication diary. Further occasions: 
demerit and note in diary. Parents and Head Teacher 

informed if repeated more than three times. 

Forget books or equipment First occasion per term: verbal warning and note in diary. 

Further occasions: demerit and note in diary. Parents 
informed if repeated. 

Forget homework First occasion per term: verbal warning and note in diary. 

Further occasions: demerit and note in diary. Parents 
informed if repeated. 

Do homework for a different 
subject during a lesson 

Demerit and note in diary. Homework confiscated, relevant 
teacher informed, and work must be completed again in 

own time. 

Disruptive talking after a warning Demerit. Further action may be taken if behaviour 
continues. 

Pass notes during lessons Demerit and note in diary. Notes confiscated and may be 
shown to Head Teacher or parents. 

Graffiti in books or 
homework/communication diary 

First occasion: warning and book cover must be corrected. 
Further occasions: demerit, then detention if repeated. 

Excessive graffiti may result in confiscation and 
replacement at parent's expense. 

Graffiti on walls, tables, or madrasa 

property 
Pupil required to clean the damage and receives a 

demerit. 

Add points without teacher 

permission 
Detention. 

Use more than one 

homework/communication diary 
Demerit. 

Lose homework/communication 
diary 

Five madrasa days to find or replace. Temporary planner 
issued. Two points removed if not replaced within five 

days, resulting in detention. 
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Cheat in exams (pupil copying) 0% awarded, letter sent home, and supervised isolation for 

the remainder of that session, in line with Section 12. 

Cheat in exams (other pupil 
involved) 

Letter sent home and after madrasa detention. 

Wear incorrect uniform Must be corrected by the next day. Demerit if not 
corrected. Repeated issues referred to Head Teacher. 

Serious issues may result in being sent home. 

Wear make-up Demerit and note in diary. Make-up must be removed 

immediately. 

Wear jewellery (other than a watch) First occasion: warning and item removed. Further 
occasions: item confiscated. 

Use inappropriate language 
between pupils 

First occasion: warning. Further occasions: demerit. 
Repeated or abusive language referred to Head Teacher. 

Use inappropriate language 
towards staff 

Immediate referral to Head Teacher. 

Eat in class Food confiscated. First occasion: warning. Further 
occasions: demerit. (Water permitted in clear plastic 
bottles.) 

Chew gum Demerit. 

Use a mobile phone during class 

hours or fail to hand it in 
Phone confiscated and returned after class. Repeated 

incidents require parents to collect the phone. 

Bring banned items (weapons, 

drugs, alcohol, tobacco, vapes, 
stolen items, etc.) 

Immediate referral to Head Teacher. May result in the 

family being asked to withdraw the pupil, depending on 
severity. 

 

 

Sanctions Ladder 

Where a pupil is misbehaving or talking out of turn, staff will follow these steps in order, 
except where the behaviour is serious enough to warrant immediate referral to the Head 
Teacher under Section 11: 

 

Step 1, First verbal warning  

The pupil is given a verbal warning. 

 

Step 2, Second verbal warning and explanation 

A second warning is given and the pupil is clearly told what they have done wrong and what 
is expected instead. 

 

Step 3, Third verbal warning 

If the behaviour continues, a third verbal warning is given and the pupil is told this is their 

final warning  

 

Step 4, Repositioned within the classroom 
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If the behaviour continues, the pupil’s place is moved to a different position within the same 

classroom, in clear view of the teacher. 

 

Step 5, Sent to a different classroom 

If the behaviour continues, the pupil is sent to a different classroom, where they will be 
supervised by that class’s teacher, usually for 5 – 10 minutes, in line with Section 11. 

 

Step 6, Referred to the Head Teacher 

If the behaviour continues, the pupil is sent to the Head Teacher. Further actions may 
include parental contact, a demerit, detention, or, in line with Section 11’s principles, a 
behaviour support plan, depending on the nature and persistence of the behaviour. 

 

How the ladder is applied 

• Not all behaviours start at Step 1. Serious incidents (for example those listed in Section 
11) may result in immediate referral to the Head Teacher 

• The sanctions ladder applies only to pupils aged 7 and above, in line with Section 2A 

• Staff will apply the ladder fairly, calmly, and consistently, working through each step in 
order before moving to the next 

• The aim at every stage is improvement, learning, and personal responsibility, not 
punishment for its own sake 

• Dignity and safeguarding of pupils will be maintained at all times, including the lone 
working safeguard set out in Section 11 

 

 

Appendix 4: Template Letters to Parents 

The following templates support staff in communicating consistently with parents about 
behaviour matters. They may be sent by letter, text, or WhatsApp message in line with the 
Madrasa’s usual communication channel, and a copy should be kept in the pupil’s  file. 

 

Template 1, Notice of Detention 

Detention Notice 

As-salāmu ʿalaykum, 

I am writing to let you know that [pupil name] has been asked to attend a detention on [date] 
at [time], following [brief reason, e.g. repeated lateness / not completing homework]. This is 
in line with our Behaviour Policy. 

Please could you make arrangements for [pupil name] to be collected promptly at the end of 
the detention. 

If you have any questions, please do not hesitate to contact us. 

Jazākumullāhu khayran, 

[Staff name] 
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Template 2, Notice of Repeated Demerits 

Repeated Demerits Notice 

As-salāmu ʿalaykum, 

I wanted to let you know that [pupil name] has received a number of demerits recently, 
relating to [brief reason]. We would like to work with you to support [pupil name] in meeting 
our expected standards of behaviour. 

We would welcome the chance to discuss this with you, either briefly at drop-off/pick-up or at 
a time convenient to you. 

Jazākumullāhu khayran, 

[Staff name] 

 

Template 3, Notice of a Serious Incident 

Serious Incident Notice 

As-salāmu ʿalaykum, 

I am writing to inform you of an incident involving [pupil name] today, [date]. [Brief, factual 
description of what happened, avoiding speculation or blame.] 

We have followed our Behaviour Policy in responding to this, which has included [brief 
description of action taken]. We would like to meet with you to discuss this further at your 
earliest convenience. 

Please contact the madrasa to arrange a suitable time. 

Jazākumullāhu khayran, 

[Staff name / Head Teacher] 

 

These templates are a starting point and should be adapted to the specific circumstances of 

each incident. Staff should avoid including another pupil’s name in any letter sent to a 
different family. 
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