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CLASSROOM PROCEDURE
“Oh Allah, help me always to remember that I am leaving my mark on them, which time will never erase. Give
me patience with those who are slow to learn and tolerance with those who refuse to learn.”

ALL STAFF ARE REQUESTED TO ADHERE STRICTLY TO THE PROCEDURES SET OUT BELOW SO THAT
THERE IS CONSISTENCY IN OUR APPROACH AND STUDENTS ARE CLEAR OF SET PROCEDURES.
1. Staff should be at the door to greet their class.
2. Students should be queued up quietly outside the class, ensure all students are lined up quietly
against the wall outside the classroom before allowing entry to the classroom
3. Students should enter the classroom quietly and make their way to their seats. Coats are to be
taken off, equipment and books to be made ready for teaching. Students must remain standing
behind chairs until all students have entered the classroom
4. If students are talking ensure everyone is quiet and then proceed. Greet class with “AssalamoAlaikum”, students should reply if they do not, repeat and wait for response. Begin lesson with
Durood Sharif and a dua, one of the students should be asked to do this (ensure a different
student is selected each time).
5. Ask the class to sit down.
6. Attendance register should be completed at the beginning of each lesson. Repeated absences
from lessons must be referred to the Form Tutor.
7. Proceed with the lesson ONLY when absolute silence has been established. Teaching should
not begin until there has been a short period of silence to establish the right ethos for work and
to show that the teacher is in control.
8. Proceed with the lesson, writing the lesson’s aims and objectives on the board. All class
teaching should be done in English unless it is a language lesson in which case the teacher should
teach in the relevant language.
9. During the course of the lesson, the teacher’s full attention should be directed towards the
students. If students accomplish the task quickly, they should be provided with extra material to
sustain their interest. The teacher should walk around the class making sure all students are
completing the task. Teachers are required to prepare extra or additional tasks for the most
able students to observe differentiation.
10. Talking amongst students during the course of the lesson must be minimal, all talking should be
subject related and in English ONLY (except in Language lessons when the teacher should insist
students speak in the language they are being taught i.e. Arabic or Urdu). In all other subjects
students should be reprimanded for speaking in other languages.
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11. Students should not be allowed to leave the room unless for a valid reason. Toilet visits should
be minimised, unless for urgent cases. Under NO CIRCUMSTANCES should a teacher leave the
classroom unsupervised. A note should be made of any problems and passed to the Office later.
12. Homework should be written on the board 10-15 minutes prior to the end of the session and
each student should note it in their planner. The teacher should check to make sure all students
have copied into their planners.
13. When the bell rings, students should be asked to pack up (they should not be packing up before
this time) and stand behind their chairs quietly. The students should be asked to pick up any
rubbish and should leave the classroom spotlessly clean. If it is the last session of the day the
teacher should ensure all chairs are put on tables, and to ensure all windows are properly
closed.
14. The teacher should supervise a quiet exit by standing in the doorway and wait there for the
arrival of the next class.
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