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PREFACE 

Assalamu Alaikum Wa Rahmatullahi Wa Barakatuh 

 

We take this opportunity to welcome you to ISA Islamic School (ISA). We are very 

happy to have a school community that is committed to the goals of Islamic Education 

for our children. 

 

We hold high expectations for everyone at the school to achieve great things, 

academically, behaviorally, and socially. We will offer opportunities for all to reach 

standards of excellence in an Islamic atmosphere which is safe and free from 

distractions.  We will, Insha’Allah, work together throughout the school year to help 

your children realize their highest potential. 

 

We have prepared this handbook to guide you and your family on the policies and 

programs of ISA Islamic School (ISA). Please read it carefully and discuss the contents 

with your child/children. Parents and students are required to closely follow and 

adhere to the policies and procedures set out herein. 

 

ISA views the educational imperatives to be implemented by a tripartite team - the 

school, the parents, and the community. Your active and full participation ISA is vital 

for our success.  

 

We always welcome your comments and concerns. 

 

We pray that Allah (SWT) guide us in this noble endeavor. 

 

 

Sincerely, 

The Board of Directors



 

  

INTRODUCTION 

Education is of paramount importance in Islam. Its pursuit is an obligation on every Muslim, 

male and female. Our Prophet (SAS) says:  

 

The scholars are the heirs of the Prophets. The Prophets do not leave behind an inheritance of 

gold and silver; rather they leave behind the inheritance of knowledge. Whoever acquires 

knowledge, acquires a lot of wealth.  

 

Thus, he commands us to pursue education:  

 

Acquire knowledge! It enables the possessor to distinguish right from wrong: it illuminates 

the path to Heaven. It is our friend in the desert, our society in solitude, our companion when 

friendless and armor against enemies. 

 

Therefore, the establishment of a superior educational institution is also obligatory on the 

Muslim community, in order to preserve faith, human dignity and morality and stimulate love 

for learning. The secular nature of the public educational system is almost completely devoid of 

values and moral fiber, thus often resulting in Muslim children losing their Islamic identity and 

values. 

 

The establishment of ISA Islamic School in 2002, as a full-fledged Islamic school, was a reward 

from Allah (SWT) that was sought after by a handful of dedicated Muslim brothers and sisters. 

They were aware of the tremendous need for such an institution and undertook to make their 

dream a reality. Alhamdulillah!  It was also a blessing to have a community, which shared this 

vision, as well as so many concerned parents who were desperately looking for an alternative, 

that responded with such enthusiasm and support. 

 

ISA has been serving the Muslim children mainly from Georgetown, East and West Demerara 

for the past five years. There are presently more than 470 students benefiting from the 

institution, which implements a full academic and Islamic Studies program.  

 

ISA’s doors are opened to all students regardless of race, color or religion. We live in a plural 

society and firmly believe in practicing tolerance. In fact, we are heartened by the response from 

non-Muslim parents, who choose ISA for their children’s education and moral upbringing. In 

this respect, conviction is firmly rooted in the command of Allah (SWT) when He says: 

 

O Mankind!  We have created you from a single (pair) of a male and a female, and made you 

into nations and tribes, so that you may know each other. Indeed the best of you is the one 

who has the best conduct. Verily, Allah is Knowledgeable, Aware. (40:13) 

 

Both our faculty and student population are multi-ethnic. We exist and function as ONE big 

Muslim family at ISA. 



                                                                                                                                                                         

   

 

Our goal is to implement and devise teaching strategies that will encourage students to develop 

through their natural curiosity and to explore their interest; enrich their identity; develop their 

abilities to the fullest and provide the tools for them to fulfill their roles as Muslims and 

responsible citizens. 

 

We seek your support and prayers in this endeavour, for Allah, subhaanahu wa taala to make 

our joint efforts successful in raising generations of Muslims who shall follow in the footsteps of 

our beloved Prophet Muhammad (PBUH), his illustrious Companion and their noble 

predecessors. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



                                                                                                                                                                         

   

 

 

 

GUIDING PRINCIPLES 

ISA Islamic School: 

 

 Affirms that there is no god but Allah, and that Muhammad, peace and blessings of 

Allah be upon him, is His Servant and Messenger. 

 

 Promotes the proposition that Islam is the only Way of Life, established by Allah 

(SWT) which can bring success in this Life as well as, in the Hereafter. 

 

 Upholds the Beliefs and Teachings of Ahlul-Sunnah wal Jama’ah. 

 

 Regards the Qura’an and Sunnah as the primary sources of all useful knowledge. 

 

 Strives to practice the highest standards of moral behavior and conduct as it makes 

a man or woman, the best of Allah’s creation. 

 

 Promotes the appreciation of life long learning within an environment of excellence. 

 

 Recognizes and values the individuality of every student, challenging each to his or 

her full potential and educates the whole child, helping him / her to acquire skills to 

insure a lifelong physical, spiritual and intellectual well-being. 

 

 Believes that a partnership exists between the home and the school which must be 

utilized to bring maximum benefit to the student. 

 

 Seeks and nurtures outstanding Muslim faculty and staff who love Islam, the 

teaching profession, and teaching young people. 

 

 Maintains an up-to-date curriculum and instructional methodology that seek to 

surpass other programs available. 

 

 Provides individual attention and small class size so as to bring out the best 

potential in every student. 

 

 Becomes the role model for our students and practice what we teach. 

 

 Engages the students in activities that promote understanding of concepts. 

 



                                                                                                                                                                         

   

 Shares the responsibility with parents, teachers, administrators, and the community 

to promote the school. 

 

 Commits to continuous improvement enabling our students to become confident, 

self-directed, and lifelong learners.  

 
 

SCHOOL MISSION  

ISA Islamic School (ISA) will provide and promote the highest level of education in a 

nurturing Islamic environment, which hopefully will develop within our students: strong 

faith, high standards of morality and discipline and great zeal and love for knowledge. 

 

May Allah (SWT) give us the strength in carrying out this mission, and may He help us 

to achieve the best of this life and the hereafter.  Ameen! 

 

 

SCHOOL MOTTO 

The school motto is a reflection of three ideals of Islam, namely:‘Ilm’ (knowledge), Imaan 

(Faith) and Akhlaaq (Morality). 

 

ALWAYS STRIVING FOR KNOWLEDGE, FAITH AND MORALITY 

 

 

GOALS OF THE ISA PROJECT 

ISA Inc. formed in 2001, is a not-for-profit organization dedicated to the achievement of 

the following goals: 

 

• Operate multi-level Islamic educational institutions 

 

• Foster the intellectual, moral, spiritual and physical development of mainly 

Muslim youths and students 

 

• Promote modern, integrated Islamic education 

 

• Operate libraries, educational and social clubs and academic societies for all-

round student development 

 

• Facilitate the pursuit of educational excellence through the provision of 

scholarships 

 



                                                                                                                                                                         

   

• Foster fraternal relations between Muslim academics and educational institutions 

in Guyana ad abroad 

 

• Research and publish textbooks and other academic materials 

 

• Pursue financial support to foster such goals 

 

 

GOALS OF ISA ISLAMIC SCHOOL 

 

 

 Teach and inculcate Islamic faith, values, discipline, culture and traditions 

 

 Maintain a school culture which resonates our Islamic identity and values 

 

 Provide a high standard of education in a wide range of subject areas 

 

 Encourage our students to strive for excellence in their lives and activities  

 

 Stimulate students to develop effective communication skills and fluency in the use 

of English Language, Arabic Language and Spanish 

 

 Inculcate self discipline and self confidence in our students 

 

 Encourage students to be ambassadors of Islam and champions of Good 

 

 Develop community and leadership qualities and good social skills 

 

 Build strong moral character, based on the principles of integrity, honesty and 

sincerity; respect for others, property and other resources; coupled with a strong 

sense of responsibility. 

 

 Enhance the overall intellectual, moral, spiritual, physical and social development 

of our students  

 

 Develop research skills and computer competence through the use of information 

technology  

 

 

 

 

 



                                                                                                                                                                         

   

 

 

 

 

OBJECTIVES 

The goals will be achieved by implementation of short and long-term objectives.  

Some of the objectives are as follows: 

 Providing a safe and stimulating learning environment 

 

 Employing qualified, dedicated, and committed faculty and staff 

 

 Measuring and evaluating students’ performance through regular classroom tests, 

special assignments and projects, standardized and norm referenced test as applied 

by the Ministry of Education and the Caribbean Examination Council. 

 

 Implementing the Ministry of Education curriculum and CSEC syllabi 

 

 Implementing the ISA Islamic Studies Curriculum and relevant Islamic curricula 

 

 Providing regular and timely feed-back to parents on students’ performance 

 

 Upgrading facilities such as computer lab, science lab, multi-media center, 

auditorium/gym and a play-area 

 

 Promoting clubs – Cooking, Elocution, Needlework, Martial Arts, Environment 

 

 Utilizing support services made available by the Ministry of Education, parents, 

and community 

 

 Encouraging healthy competitions in Games, Spelling, Qur’an and Arabic 

vocabulary memorization 

 

 Engaging in a variety of extra and co – curricula activities 

 

 Continually upgrading the professional competence of our teachers 

 



 

  

ORGANIZATIONAL CHART 

    

    

 

 

 

 

 

 

 

 

 

 

 

  

 

BOARD OF DIRECTORS 

PRINCIPAL 

ASSISTANT PRINCIPAL ACCOUNTANT 

ADMINISTRATIVE 

SECRETARY 

HOD NURSERY HOD PRIMARY HOD SECONDARY 

TEACHERS TEACHERS  TEACHERS 

SECURITY CLEANERS 



 

  

PARENTAL RESPONSIBILITIES 

Every child is unique. He/she is endowed with unique skills and abilities.  It is our joint task 
(parents/school/community) to help the child to attain his/her fullest potential.  The home and the 
community have a direct impact on the growth and advancement of each child. The home is the 
first socializing agent.   
 
Hence the family and parents have certain responsibilities and ISA expects that these 
responsibilities will be met: 
 

 Provide a caring and safe environment at home 
 

 Reinforce the Islamic/moral principles and practices at home 
 

 Challenge your child to give his/her best 
 

 Encourage your child to participate in physical/outdoors activities 
 

 Read to your child every night, especially the younger ones 
 

 Keep TV time to an absolute minimum 
 

 Encourage your child to complete home work, assignments, SBA’s and special projects 
within the given time frame 

 
 Provide a quiet and well lit area for him/her to study and work at home 

 
 Teach your child to respect everyone 

 
 Encourage your child to be kind and courteous 

 
 Encourage your child to respect all the teachers and to obey the school’s rules 

 
 Ensure your child conform to the school’s dress code 

 
 Ensure that your child attends school regularly and punctually 

 
 Submit written excuses for absence and lateness 

 
 Make contact with the teachers through the proper procedure 

 
 Schedule appointments with the teachers through the specified procedure 

 
 Become an active member of the Parent Teacher Student Association 

 
 Meet your financial obligations to the school 

 
 Volunteer your services in your fields of interest and for the benefit of the school 

 



                                                                                                                                                                         

   

 Send and pick up your child on time 
 

 Support the school and encourage other parents to enroll their students at ISA. 
 

STUDENTS’ RESPONSIBILITIES 

 
We take responsibility for learning and training: 
 

 We arrive at school on time 
 We wear the proper uniform and we are well groomed 
 We have the materials we need for class 
 We demonstrate a serious and responsible attitude in our daily work 
 Homework is carefully and thoughtfully completed, and submitted on time 
 We are silent in the Musalah and observe our Salaah and other Ibaadah properly 
 We observe good conduct and mannerism at all times 

 
We settle our differences in a peaceful manner: 
 

 We respect other people’s property and personal space 
 We do not physically or verbally fight with other children 
 We do not take anything that does not belong to us 
 We follow directions of adults in charge, the first time it is given 
 We look at the speaker 
 We do not talk back to teachers or adults in charge. These include substitutes and 

volunteers 
 We respect and follow the instructions of the school prefects and class monitors 
 We are considerate to the needs and feelings of others 
 We use appropriate language at all times 
 We do not bully or tease other children 
 We are willing to help each other 
 We are friendly and courteous 

 
We are expected to move safely through the school and keep it clean and tidy: 
 

 We do not play in the bathrooms or hallways 
 We do not run in the lunchroom, hallways, or up and down the stairs 
 We cultivate polite and quiet speech 
 We observe proper decorum and manners always 
 We do not chew gums and litter 
 We take good care of the school properties 

 
Our School Is Special.  Let’s Keep It That Way!



 

  

FACULTY AND STAFF 

ISA seeks out teachers who are preferably academically and/or professionally qualified; 
who also demonstrate a conviction to follow the Islamic way of life and who are willing to 
undergo training. This is the minimum requirement for being at ISA. We will have an 
effective mix of instructors combining experience from public school, colleges, university, 
private schools and other relevant vocations.  We intend to encourage these teachers to 
pursue higher levels of training and to utilize their educational training and experience for 
the greatest advantage of the school. 
 
The faculty and staff are committed to the educational growth of all our children. It 
comprise teachers who are qualified in their specific fields, such as: English, Mathematics, 
Science, Social Studies, Art, Islamic Studies, Arabic, Spanish, Information Technology. 
Additionally, our teachers has other expertise that will be of benefit to our children’s 
growth, such as Creative Writing, Phonics, Elocution, Drama, Advanced Mathematics, 
Computer Technology. 
 
At ISA, the staff works as a team, not only within their divisions, but as a teacher of the 
entire school, as well as with the parents and community. This is vital in ensuring variety 
and enrichment to the school’s curriculum. Additionally, the parents and community give 
support in many activities – field trips, open days, fund-raising events, special events and 
graduation. Volunteerism and appointment of past students as teacher’s assistants have also 
been encouraged at ISA. 
 
The Nursery and Primary homeroom teachers teach all academic subjects, except for one of 
the Grade Six. There are special teachers for Qur’an, Arabic, Islamic Studies and Computer 
Training. The Faculty in Secondary Division comprises both full and part time staff who 
are mostly specialist subject teachers. 
 
ISA is indeed fortunate to have a principal, faculty, staff, volunteers, and parents who are 
dedicated to the cause of quality education and moral excellence. 
May Allah (SWT) give us all the strength and ability to make our goals a reality!  Ameen! 
 



 

  

INSTRUCTIONAL PROGRAM 

Curriculum 
 
ISA Islamic School is registered with the Ministry of Education and is licensed to operate a 
private school. At ISA, the students are required to study the regular academic program, in 
context of the guidelines provided by the Ministry of Education of Guyana. The Primary 
and Grades Seven to Nine of the Secondary are required to study the academic subjects, as 
embodied in the Schools Curriculum Guides. These include: Mathematics, Science, Social 
Studies, English (reading, writing, literature) and Integrated Science. The Upper Secondary 
(Grades 10 and 11) follows the Caribbean Examination Council Syllabi (CXC) in 
preparation for the Caribbean Secondary Education Certificate (CSEC) examinations with 
is written at the end of Grade Eleven.  
 
Additionally, we offer a very wide range of other subjects, aimed at widening the scope of 
our students and unraveling their potential and aptitude. Along with this we implement the 
ISA Arabic Language, Islamic Education and Qur’anic Teachings curriculum. Writing 
Skills, Speech Craft and other skills are also catered for in the program. 
 
The curriculum is divided into three (3) broad areas: 

 Islamic Studies 

 Academic 

 Enrichment  

These areas of study are offered from Kindergarten to Grade Eleven, with a special 
program for Pre-K/Pre-School. Regardless of the grade/class, Islam forms the basis/core for 
the curriculum.  Every subject is related to Islam and the concepts taught are reinforced by 
the Islamic principles. The objective is for the students to see and understand the concepts, 
and develop attitudes and skills in keeping with the spirit and teachings of Islam. 
 

 
Nursery/kindergarten 

 
This is the entry point of the curriculum at ISA. The Nursery student starts to study, acquire 
skills, and form attitudes from this level and then move on through the school. The 
individuality and abilities of the students are the guiding principles. Age-appropriate 
materials and tasks are provided in a caring and stimulating environment. 
Nursery students are guided at their pace to acquire mastery mostly (at their level) in these 
major areas: 
 

• Motor Skill : gross and fine motor skills, eye-hand coordination, audio-visual 
perception, memory/recognition and retention, hammering, fixing puzzle, drama 

• Communication Skills: verbalizing, listening, making signs, letters and words 
mimicking sounds, writing, speaking, and facial expression 



                                                                                                                                                                         

   

• Pre-Reading Skills: alphabet recognition (Arabic and English) and writing, sounds 
of letters, sound recognition, rhyming, singing, story telling 

• Math Skills:  manipulation of objects, shapes, numbers and numeration, puzzles, 
matching, arranging, measuring, solving problems, sets, notation, and grouping 

• Writing Skills:  letter formation, rhythmic movement, eye-hand coordination, 
artistic activities, creative expression, show and tell. 

• Language Skills: oral skills, listening, writing, drawing 
• Physical/Science: things around us living and non-living 
• Socializing/Emotional Skills: Sharing, caring, personal awareness, interaction, 

greeting, and courtesy 
 
Classrooms are equipped with activity centers that help to stimulate the students and allow 
them to explore.  
The Nursery classes strive to educate the “whole” child. Children learn by doing. Parents, 
teachers, developmental psychologists, and others who work with young children have 
always known this.   

 
We have modified the Nursery Guide given to us by the Ministry of Education by adding 
ideas from other programs. Thus, we have developed a wonderful way to get our children 
started. This program allows children to be involved in various hands-on-activities. E.g. 
talk, move, interact, experiment, draw and ultimately, ready to read and write. The students 
are stimulated and directed.  
 
Years after Piaget’s work in cognitive psychology, brain-based research has provided 
clinical support to the idea that the brain is not an inflexible, hard-wired unit. This research 
suggests that differences in cognitive ability are, in fact, variations in problem-solving 
capacity that can be developed through increased experience in solving problems. Brain-
based research also suggests that various parts of the brain control specialized tasks, and 
that activities keyed to these specific areas of the brain promote mental growth. 
 
The curriculum provides a wide variety of activities specifically designed to engage and 
develop the various parts of the brain; use of the expressive and receptive language; 
appreciation and production of music and art; visual and spatial perception; logical and 
mathematical calculation; social interaction; use of large and small motor muscles - all of 
these come into play throughout the program. 
 
The program is designed to create a developmentally appropriate environment. Each 
lesson, in a unit, begins with a brief, whole class activity called a “Large Group 
Discussion”, which provides teachers with an opportunity to introduce a theme or concept 
and to find out what the children already know about it. 
 
Each “ Large Group Discussion” activity leads to a menu of individual and small group 
Interest Center activities, affording maximum flexibility for the teacher and child. Taken 
together, these activities draw upon and strengthen a wide range of learning modalities and 
kinds of intelligence.



 

  

Primary School 
 
The Primary Division at ISA consists of six grades: One to Six. The following subject areas 
are covered in each of these grades: Mathematics, Language Arts, Social Studies, 
Integrated Science, Computer Studies, Physical Education, Art and Spanish. In addition, all 
Muslim children must study Arabic Language, Ta’leemul Qur’an and Islamic Education. 

 
The curriculum is implemented through the concept approach that considers each child as 
an active learner and partner.  The teachers are facilitators who encourage and challenge 
the students to meet and maintain high academic achievement. 
 
The curriculum at ISA is driven by the Ministry of Education Curriculum Guides.  These 
standards are set to ensure high level of performance by each child. The standards align the 
curriculum and methodology of instruction with assessment and evaluation. These 
standards are also designed to move the students to face and solve/deal with the needs and 
demands of living in today’s society. It also provides the content to be covered in each 
subject, at each grade level. Each student has to reach the standards of performance, at each 
grade. 
 
The content and skills are in consonance with the intellectual development of the child.  
The strengths and weaknesses are considered by the teachers when designing the specific 
activities. The activities consider the level of the child, the level he/she should reach, and 
also to challenge him/her to new and higher levels of achievement. 
 

Secondary School 
 
The Secondary Division at ISA consists of five grades: Seven to Eleven. In grade eleven 
students sit the Caribbean Secondary Education Certificate (CSEC). On completion of the 
eleventh grade students may move on to higher or tertiary education. Students in the lower 
secondary – Grades seven to nine are exposed to a wide range of subjects, such as English 
Language and Literature, Mathematics, Social Studies, Integrated Science, Information 
Technology, Agricultural Science, Home Economics, Art, Spanish, Physical Education and 
Technical Drawing. Additionally, History, Geography and Business Studies are also 
introduced in the ninth grade. This is to bring out the latent potential in the students and to 
allow them to identify their strengths and aptitudes.  
 
Streaming is done in the tenth grade. ISA offers three streams, namely: Arts, Business and 
Science. Students are given career guidance and professional advice, in order to help them 
to choose wisely based on their career choices and to help them in realizing their dreams. 
Streaming forms are distributed and meetings are held with parents to discuss appropriate 
streams for their children. However, the final decision rests with the principal.  
 
The secondary program equips the student with essential background knowledge and 
foundation concepts, abilities and skills in the various disciplines. Students are gradually 
exposed to more complex concepts and are taught to develop critical thinking and skills in 



                                                                                                                                                                         

   

analysis and application. The students are prepared to live in a dynamic and ever-changing 
world. 

Islamic Studies 
 
Islamic Studies is a vast field of study. It includes Aqeedah or the monotheistic belief 
system, Ibadaat or worship, Mu’amalaat or dealings, Akhlaq or morals, Seerah or the 
Prophet’s (SAS) life history and biographies of the companions, and Islamic history in 
general.  It also includes the study of Tafsir or explanation of the Holy Quran, Hadith or the 
Prophet’s (SAS) traditions, to list a few.  At ISA the students are exposed to all these 
branches of studies in a manner that is suitable to their age and level. 
 
The focus is on understanding and implementation. Hence, its relevance and applicability 
in the students’ lives will be reinforced. Islamic Education forms the foundation of the 
curriculum at ISA. As such, its principles and practices not only expected to guide the 
conscience and conduct of the students and teachers, but also inform and clarify the 
concepts of the other academic subject areas, such as the Languages, Mathematics, the 
Sciences, the humanities, and the Arts. The idea is to attempt to evolve an integrated 
curriculum based on Tawheed, as against rank secularism. 
 
At the end of grade eleven students take the Islamic Education Certification Examination. 
This culminates the Islamic Education, Arabic and Ta’aleemul-Qur’an program in ISA. 
 

Ta’leemul-Qur’an 
 

Students are taught the importance and necessity of revelation for the guidance and 
wellbeing the human being. They are also enlightened about the status of Al-Qur’an as the 
divine, direct and preserved Words of Allah and His permanent Miracle given to the seal 
and greatest of the Messengers – Muhammad (SAS). Furthermore, they are taught of the 
proper etiquettes in holding, reciting and studying it. Its correct and regular recitation is 
also constantly emphasized. 
The curriculum focuses on: 

• Hifz – memorization of selected parts and portions 
• Tilawah - correct and fluent recitation 
• Tajweed – study of common rules, pronunciation and origin of letters 
• Tafsir – explanation of selected portions and the practical lessons to be learnt 
• Uloomul-Qura’n – sciences concerning its revelation, themes and organization 

 
Arabic Language 

 
Although Arabic Language is studied like any other foreign languages, at ISA it does not 
only come under the Islamic Studies Department but is given special emphasis. This is 
because it is the key to the understanding of Al- Quran and Islamic disciplines, as well as it 
is the language the Hereafter.  It also serves to challenge the students to learn another 
foreign language.  Moreover, the use of the Arabic language helps the students to 
understand their Deen and validate their cultural identity. 



                                                                                                                                                                         

   

 
Areas covered in the curriculum include: 

 Reading and dictation 
 Listening and comprehending 
 Memorizing and building vocabulary 
 Learning and analyzing Grammar 
 Conversing and speaking 
 Writing sentences and paragraphs 
 Rendering poems, songs and verses 



 

  

ACADEMIC INTEGRITY POLICY 

Honesty and integrity in academic matters is essential in order to ensure that knowledge is 
transmitted effectively.  More importantly, Islam places the utmost importance on being 
truthful in all aspects of life: social, business, familial, as well as in scholarship. 
 
When students cheat or copy the work of others, they not only prevent themselves from 
gaining the benefit of a good education, but they also steal the rights of others who went 
through the work and studied hard for their recognition.  It is unfair and wrong for a person 
to gain awards and high grades if they truly did not earn them.  Hence, violations of basic 
honesty with regards to homework, class work; tests, exams, etc call into question the right 
of the offender to remain a part of this, or any, school community. 
 
Academic dishonesty is defined as “the intentional using or giving of unauthorized aid on 
any work for which a grade is earned.” This includes cheating on tests of any sort, copying 
homework and reports or any other infraction which results in unfair marks being given for 
merit to a student. 
 

Academic Integrity Policy is as follows: 
 
All students will receive a copy of this manual and the issue of academic integrity will be 
raised so that every child will know the consequences of dishonesty. 
Each teacher is to carry out his or her daily class business with justice and fairness and 
makes the students aware of his/ her expectations concerning homework, tests, etc 
If any student is caught copying the work of another, then both the one who cheated, as 
well as the one who let them cheat, will receive a “no credit” mark for that particular 
assignment.  This will count as missing homework that cannot be made up. 
 
If the problem persists, then the appropriate steps will be taken as follows:  
 
(1) Conference with the student over the issue,  
 
(2) Conference with the parents,   
 
(3) Further action as decided by the principal.  
 
 

 
 
 
 
 
 
 

 



                                                                                                                                                                         

   

CO-CURRICULAR ACTIVITIES 

ISA Islamic School continues to grow, as we install new facilities. Those facilities will give 
opportunities and outlets for creative, developmental and physical growth. Currently, effort 
is being made to expand the scope of our co-curricular and extra-curricular activities to 
help students develop real-life skills. 
 
Extra-curricular Activities:  All students must maintain satisfactory conduct in order to 
participate in interscholastic, athletic and extra-curricular activities. Eligibility to 
participate is both an honor and a privilege. This privilege may be with held from students 
whose conduct is unbecoming. 
 
 

Computer Lab 
 
Various computer skills and programs are taught throughout the school year as a regular 
class activity. The computer lab is being developed to help facilitate our students with 
computer know-how from the very beginning of their academic career. 
 

 
Newsletter 

 
The ISA Newsletter is a mini-newspaper project in which students get the opportunity to 
write, edit and produce their own publication. It also serves to provide the school 
community with updates and information on school activities. 
 
 

Young Muslims Scout Club 
 

This club is for those interested in furthering their competency in Qur’anic/Arabic Studies, 
Islamic History, Seerah, Community Services, outdoor camps and sports.  An active PTSA 
will be essential to help initiate and effectively manage these activities.   
 
 

Field Trips 
 

Throughout the school year, students will be taking field trips to enhance specific areas of 
their school’s program. Permission slips will be issued which must be signed by parents 
and returned before the start of the trip. Normal rules of behavior and conduct will apply to 
students who participate.  
 
Students from Grades 4 – 11 are to write and submit reports on the field trip. This will be 
considered as a special assignment. 

 
 
 



                                                                                                                                                                         

   

Science Fair 
 

There will be an annual all-school science fair. Each student/class will prepare and present 
a project. This will be an opportunity for children to showcase their creativity, skills and 
abilities in science. 
 

Spelling Bee 
 

Students from Grades 1 through 8th grade will participate in an annual spelling bee 
competition. A list of words will be issued for the competition, but students may prepare 
throughout the entire year. 

Elocution Day 
 

This annual activity will explore the students to the art of public speaking. Students from 
Grades 5 through 11 will participate. Students will be encouraged to develop good stance 
and diction when speaking. They will also present their own pieces in class and at assembly 
times. This will help to build their confidence as well as leadership qualities. 
 

Debate 
 

Students from grades 8 through 11 will organize Debating Competitions. They will be 
schooled in the art of debate. This will arise from their Language Arts and Islamic 
Education lessons or other areas of interest. Class debates are encouraged as well. 
 

Qur’an Competition 
 

The students will compete in the recitation and memorization of specified portions of Al-
Qur’an at the class and divisional level competitions. The application of the rules of 
Tajweed will be the major criteria. 
 

Ramadhan Poetry/Creative Expressions Day 
 

The joy and blessings of Ramadan will be highlighted with the children competing in either 
a poetic and/or other creative expressions activities. 
 

Young Author’s Night 
 

Students will be encouraged, at every grade, to write a short story, an essay or article, or a 
booklet. The three best from each grade will read their pieces on a special night at the 
school. 
 
 
 
 

Athletics and Sports 



                                                                                                                                                                         

   

 
ISA holds it annual Games and Athletic meeting during the second term of the academic 
year. Students represent their various houses in these competitions. A banner display and 
march pass competition are also held. All students of ISA are placed in one of the four 
houses, namely: Badr, Uhud, Yarmuk and Qadisiyyah (these names represent four 
important battles in Islamic history). Each house also sports its own color, namely: red, 
blue, green and yellow respectively.  
 

Math Quiz 
 

Students from Grades 1 through 11 will participate in this annual activity. The purpose is to 
promote a love for and proficiency in Math. Grade ii students will be involved in solving 
Maths problems. 

School Choir 
 

Students who show a strong inclination and interest in singing will be organized into a 
school’s choir. This will provide the opportunity for these students to learn songs which are 
Islamically appropriate. They will sing nasheeds in English and Arabic. Presentations will 
be made at school and the Community functions. 
 

Student Council  
 

Secondary school students will be organized into a Student Council. They will be exposed 
to leadership opportunities and organize activities that will expose them to the functioning 
of the school and governance at various levels, for example: school, community, Jamaat, 
district and city. 
 

Eid-ul-adha Week  
 

This is an annual event to mark the observance of Eid-ul-Adha. Special activities are done 
by the students, depicting various events associated with Eid-ul-Adha and the Hajj. 
Activities are mainly educational and therefore greatly enhance their understanding of the 
Hajj and the Story of Prophet Ibraheem (AS) Activities include: Hajj Exposition, cultural 
program, memorizing relevant verses from Al Quran, painting and models of Hajj sites, 
Yaumul-Arafah observances and Islamic studies Quiz. 
 

Eid-ul-Fitr Week  
 
This event takes place during Ramadhan, which is a very special for Muslim children to 
connect with the social, spiritual and moral dimensions of Islam. Several activities are 
planned and executed by the students, such as: class room decorations, collection and 
distribution of charity to the needy, Eid-ul-Fitr social, memorization of relevant verses of 
Al-Qur’an, painting and making Ramadan decorations, Islamic studies and Al-Qur’an 
competition and making and exchanging Eid cards and gifts. 

Clubs and Societies 
 



                                                                                                                                                                         

   

ISA secondary students participate in special clubs and societies. This enables them to 
develop special skills and creativity in a wide range of vocations. These are chosen on a 
rotational basis. The involvement of PTSA members in imparting their knowledge and 
skills are vital to the success of these societies. The list of clubs and societies include: 
Martial Arts, Cake and Floral Decoration, Needlecraft, Knitting, Sewing and Weaving, 
Environment, Mathematics, Website management, Newsletter, Elocution and Cooking. 
 



 

  

STUDENT SERVICES 

ISA can only provide services within its available resources. 
 

Textbooks Loan Project 
 
Texts are carefully selected to meet the demands of the curriculum.  
 
Textbooks are loaned to the students at the Secondary level for an annual fee of $5,000 
and $8,000 for lower and upper secondary students respectively. 
 
Basic texts are provided to the students. The students are encouraged to develop a 
sense of responsibility in the care and handling of their books. All books must be 
treated with respect and due care. Certain required textbooks must be purchased from 
ISA.  Other additional textbooks must be purchased or borrowed from other sources. 
Students will be provided with a list of such materials, addresses of the sources from 
where the materials can be acquired, and a notice as to the deadline for acquiring them. 
 
Students who do not have textbooks after the first week of class will not be allowed to 
attend further classes until the situation is rectified. 
 
The school also provides Islamic Education and Arabic Language Texts to students at 
a reduced cost. These are available at the Accounts Department. 
 

Snacks and Lunch 
 
Students are to bring their own snacks and lunches. The school canteen is runned by 
private operators and also sells nutritious lunches and snacks to students.  Sometimes, 
the Divisions and PTSA will hold food and snack sales in order to raise funds to offset 
mundane expenses.  
 

Bus Service 
 
Parents are responsible to provide transportation for their children to and from school. 
However, the school has an arrangement with private transportation operators to 
provide transportation at a fee for ISA students. Good behavior and obedience to the 
bus driver by every student are vital for the safety of every child. Your cooperation in 
communicating this very important message is most appreciated.   
 
 
 
 
 
 
 
 
 



 

 

Rules and Regulations 
 
The following rules of conduct are to be observed by students who ride the school 
buses: 
 

1. The driver is in full charge of the bus and the students while riding the 
bus.  The driver and/or any person designated by the school have the right to 
assign ad re-assign seats to meet the needs of the majority of passengers. 

2. To prevent possible injuries, students must remain seated while the bus is in 
motion.  Students are not allowed to move around while the bus is in motion. If 
your child refuses to sit, the bus driver will give him/her two oral warnings; the 
third warning will result in your child not riding the bus for a week, as a 
consequence. 

3. The driver of the bus will not wait for more than 5 minutes for any student. 
4. Students must use only the front door to enter and exit the bus except in an 

emergency. Tampering with emergency doors, windows or equipment is 
prohibited. 

5. Students must not block the doorway; this area is to remain clear in case of 
emergency. 

6. To prevent possible injuries to students and others, students must not extend 
any body part or other objects out through the bus windows. 

7. Harassment, physical assault, bullying, kicking, spitting, pushing, 
discriminatory comments, profanity, obscene gestures or any abusive form of 
verbal language or physical conduct towards the driver, other students or any 
other persons on or off the bus, are strictly prohibited. 

8. Possession of weapons such as, knives, chains, sticks or any other dangerous 
items including laser pointers that can inflict injury are strictly prohibited and 
illegal.  Such items are subject to immediate confiscation. 

9. Throwing objects or shooting items inside the bus or out the windows is 
hazardous and prohibited.  Any such objects or items are subject to immediate 
confiscation.  

10. Eating or drinking is not allowed on the bus. 
11. Littering, spilling, vandalism, or destruction of school bus or any part of it is prohibited. 

 
Compliance and Violations 
 
The school requires that parents review the bus rules and regulations with their bus-
riding children so that they adhere to and comply with all rules and regulations. Any 
violation in any form of any of the above-mentioned articles or any other unmentioned 
articles (as determined by the school administration) may result in suspension or 
revocation of the student’s riding privilege. Parents may be held financially liable for 
the cost of repairing any sustained damages to school bus. 
 
 
 
 
 
Suspension Penalties 



 

 

 
FIRST CITATION:         WRITTEN WARNING TO THE PARENTS
  
SECOND CITATION:   SUSPENSION OF BUS RIDING FOR ONE (1) WEEK
  
THIRD CITATION:      SUSPENSION OF BUS RIDING FOR REMAINDER OF SCHOOL 
YEAR 
 

Sale of PE shirts 
 
The school PE shirts can be purchased from the Accounts Department. All students are 
to wear the school uniforms at the school and all school sponsored activities. ISA 
school badges are also sold at the Accounts Dept. 
 

School Safety Patrols 
 
The students from Gades 5-8 will be asked to assist parents at drop-off and pick-up 
times. This will be done on a rotational basis and will help to build leadership 
qualities. They will also escort students to and from vehicles.  You are required to give 
them your full cooperation and to follow their directions. 

 
 

Standardized Tests 
 

ISA exposes its students to testing and evaluation by external testing bodies. All 
students of Grade 2, 4 and 6 of the primary division are required to take the Ministry of 
Education Assessment Tests.  All students of Grade 9 are required to take the National 
Third Form Exams offered by the Ministry of Education. All students of Grade 11 are 
required to take the CSEC Exams. ISA ensures that students are properly prepared for 
these examinations and make all the necessary arrangements to facilitate them on the 
school premises. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ADMISSION 



 

 

General and Non-Discriminatory 
 
Admissions are open throughout the year. Students are admitted to their grades after 
evaluation by Head of the relevant Division. 
 
ISA admits student of any race, gender or religion to all the rights, privileges, 
programs, and activities generally accorded or made available to its students and does 
not discriminate on the basis of race, gender or religion in administration of its 
educational policies, admissions and programs. 
 

Application and Supporting Documents 
 
Students will not be admitted to classes without the proper age verification, pervious 
school records (if needed), and immunization records. 
The admission procedure is as follows: 
Application from is to be filled in and signed by parents and submitted with $2,000 
which is non-refundable. A completed application is required for each child. 
 
The following completed forms are also required: 
 

 Student information 
 Health information 
 Tuition fees agreement 
 Code of conduct 

 
Along with the application, the following documents are also required: 

 
� Birth certificate for each child 
� Previous school records: end of year academic record card 
� Up-to-date Immunization and/physical Health Examination Records. 
� Allergy and/or any medical condition 
� 2 passport size photographs 
� Any other information 
 

 
Parents who need financial assistance are required to fill out the Financial Aid Request 
Form. The Board will decide whether you are eligible or not to receive any financial 
aid. 

 
 
 
 
 
 
 

Minimum Age Requirements: 
 
1. Pre K:                2 years, 6-9 months 



 

 

 
2. Nursery One:    3 years, 6-9 months 
 
3. Nursery Two:    4 years, 6-9 months 
 
4. Grade One:       5 years, 6-9 months 
 
5. Grade Two:       6 years, 9 months 
 
6. Grade Three:    7 years, 9 months 
 
7. Grade Four:      8 years, 9 months 
 
8. Grade Five:      9 years, 9 months 
 
9. Grade Six:       10 years, 9 months 
 
10. Grade Seven:   11 –12 years 
 
11. Grade Eight:     12 – 13 years 
 
12. Grade Nine:      13 – 14 years 
 
13. Grade Ten:       14 – 15 years 
 
14. Grade Eleven:  15 – 16 years  
 

ADMISSION POLICY 
 

1. A Student/pupil may be admitted to ISA who: 
 

(a) Scores 60% or above in the Annual Average at the previous 
school attended  

  
(b) Pass a character verification interview 

 
(c) Is of the required age for the Grade in which he/she is seeking 

admission. 
 
2. A Student/Pupil who do not meet the above criteria may be admitted based on the 

following provisions: 
 

(a) A Student/pupil who is above the required age for the grade may 
be admitted if he/she is older by less than one year of the required 
age. However, he/she will be subjected to the clause (for such) in 
the Promotion Policy. 

 
 

 
(b) A Student seeking admission in any Grade in ISA and whose score 

in the previous school is between 59-50% must write an entrance 
test (comprising Mathematics, Comprehension and Composition). 



 

 

Student must score 60% or above in the test, as well as, pass a 
character interview in order to be admitted.  

 
3. A Student/pupil seeking admission in the Grade 7 must: 
 

(a) Score not less than 480 in the NGSA 
 
(b) Continuing students from ISA Primary who score below the 

minimum mark in NGSA for admission for ISA Secondary must 
score 70% or above in the Annual Average for the Grade 6 

 
(c) Continuing Students from ISA Primary who have not written the 

NGSA seeking Admission to ISA Secondary must be of the 
required age of the Grade 7 and must score 70% above in the 
Annual Average. 

  
(d) Students who score between 479 and 460 in the NGSA (20 marks 

below) and are seeking admission into ISA Secondary must write 
an Entrance Test and score 70% or above in the test before 
Admission can be effected.  

 
(e) Continuing Students from ISA Primary who score less than the 

minimum score for Admission in the NGSA and whose year 
average is below 70% must attend special remedial classes during 
the summer after which the student may be admitted based on 
conductors evaluation.  

 
4. Parents of all students admitted to ISA must agree with and sign the behavioral and 

performance code of ISA before admission is effected.  
 
5. A non-refundable entrance processing fee of Two Thousand Dollars ($2000) must 

be paid when admission is approved and before enrollment is effected.  
 
 
6. For Students with recognizable learning difficulties, behavioural problems or 

physical deformities seeking admission to any Division of ISA an interview with 
the Parents must be held in order to determine whether the pupil/student should be 
admitted. As far as possible parents should be advised and given suggestions of 
possible alternatives if the pupil fail to satisfy our criteria for admission.  

 
 

 
 
 

Placement Test 
 
Each student, as well as the family, is unique.  It is important for the school to know of 
any special needs or requirements in order to meet the needs of the children. Students 



 

 

may be required to take an admission or placement test. If needed, parents/guardians 
may also be requested to attend an interview to ascertain the background of the child. 
 

Registration 
 
Registration is conducted at the beginning of the term for both new and continuing 
students of grade 6 and Nursery. Advertisement will be done before the August break. 
Continuing students may be required to re-register for the new academic year. A 
registration fee is required at the time of registration. This fee is non-refundable and 
covers the entire school life of the child at ISA.  
 

Tuition and Fees Schedule 

Registration: $2,000 per child. Continuing students are not required to pay the 
fee.  This is a non-refundable fee. 

Textbooks loan: $5,000 per annum for students from Grades7-9 
                                   $8,000 per annum for students from Grades 10&11 

Tuition: Pre-K to Grade 11 
 

LEVELS TERMLY YEARLY 
Pre k $12,000 $36,000 
Nursery Year One  $17,000 $51,000 

Nursery Year Two $17,000 $51,000 
Grade One  $22,000 $66,000 
Grade Two $22,000 $66,000 
Grade Three $22,000 $66,000 

Grade Four  $28,000 $84,000 
Grade Five $28,000 $84,000 
Grade Six $28,000 $84,000 

Grade Seven  $39,000 $117,000 
Grade Eight $39,000 $117,000 
Grade Nine  $39,000 $117,000 

Grade Ten  $44,000 $132,000 
Grade Eleven $44,000 $132,000 

 
Note:  All fees and tuition are subject to change without prior notice. 
 
 
 
 
 

Discounts 
 
Fees at ISA are comparatively lower than that at similar schools. Therefore, the policy 
is that parents are required to pay the full fees. However, discount may be considered 



 

 

for parents facing dire financial difficulties. Parents seeking discount must provide 
plausible reasons at an interview with the Accounts Department. Discounts are subject 
to the discretion of the interviewing officer and must conform to the table below: 
 
 

Discount Percentage 
 

Parents with two children  10%  
Parents with three children 15% 
Parents with four children and up 20% 

 
 

Payment Plans 
 
The fees for registration, supplies/texts are paid at the time of registration.  
 
The tuition fees are payable under one of these two (2) options: 
 

(1) Payment in full 
 
Payments under this plan must be effected before the term begins or within the first 
week of the said term. Advance payments can be made for one, two or three terms. 
 

(2) Contractual Payment  
 
Option 1: 50% of net fees must be paid within the first week of the new term. The    
                Remaining balance is divided into equal monthly installments, which is paid      
                within  the first week of each month. 
 
Option 2: This payment scheme is only for parents experiencing financial constraints,  
                Which will be assessed/determined by the principal. Under this plan the             
                parents are required to pay equal monthly installments of net fees within the    
                first week of each month. 
 

Payment Policy 
 

� Registration fees, activity fees or text book fees are payable at time of 
registration.  Payments can be made in cheques or cash. 

� Tuition fees cover three (3) terms for each year.  
�  Payments are to be made based on the Payment plan. 
� The child will not be allowed to attend classes after ten school days when the 

fees become due/payable until the fees is paid in full. Absence during this period 
will be considered unexcused. 

� If a student is registered on or after the first fifteen (15) days the parents are 
required to pay the entire fee for the month. 

� Fees for students who register after the first month of the term will be divided 
based on the remaining period of the term. 



 

 

� Students who withdraw after one month from the bookloan project will not be 
entitled for a refund. 

� Students who attend for three (3) days of any month will be required to pay 
tuition for the entire month for those on the monthly payment plan. This clause 
may be waived for parents who submit adequate notification of absences due to 
sickness, along with valid proof of the child’s medical condition. 

� Students who withdraw before the beginning of the term or within the first two 
weeks and have paid fees in full are entitled to a full refund providing that 
notification was sent within that period. Students with medical condition who 
were forced to with draw and have provided adequate notification and valid 
proof of sickness after attending more than two weeks at the school, may be 
refunded on a pro-rata basis. 

 
Delinquent Accounts 

 
ISA is a non-profit educational institution. The running expense of the school is 
primarily generated from the tuition fees. The school has minimal cash reserves.  Late 
payment of fees will seriously jeopardize the school’s operations and your child’s 
education. 
 
Please be responsible and pay on time. Payments not made within the first week from 
the due date are deemed delinquent. The parents are responsible to inform the 
principal, in writing, of any difficulty in meeting these obligations. If no payment is 
made after the ten days when fees become due/payable, the child will not be allowed to 
attend classes. This will continue until such fees are paid in full. 
 
Students’ report cards and tests will be withheld until all fees are paid in full. 
 
All delinquent fees from a previous year must be paid in full before the student is 
allowed to attend school for the new school year. 
 
 

Return cheques 
 
A charge of $1,000 will be added to any cheques that were dishonored by our bank. All 
remaining payments for the year must be made by cash, manager’s cheques, bank draft 
or wire transfer.  

 
 
 
 
 
 

Financial Aid 
 
The stated policy at ISA is that parents must complete all tuition requirements as stated 
in the registration information. Parents who are experiencing extreme difficulty 
meeting their tuition obligations to the school may apply for Financial Aid. Financial 



 

 

aid applications are available at the administration office. Completed applications 
along with required documentation must be returned to the Admin office. Financial aid 
is limited and is reserved for families with true financial need. The amount of financial 
aid given each year is dependent upon availability of funds 
 

ACADEMICS 

Homework 
 
Homework is assigned daily in all classes except Pre- K. The homework is due on the 
next school day. Parents are urged to establish study hours at home during the week. 
The homework will make up 20% of the coursework grade. 
 
Homework and Assignment Policies are as follows: 
 

1. Homework and various other assignments are given for several reasons: to 
review and clarify concepts, to apply those concepts, to drill material presented 
in class, and to further enhance critical thinking skills.  They also help foster 
good work habits, punctuality and responsibility for quality work. 

2. Students are expected to complete assigned work by the established due dates.  
These will be provided by the teachers. 

3. Late homework must be accompanied by a legitimate excuse.  Without such an 
excuse, the assignment grade may be lowered by 10 % as a penalty. 

4. Students who do not hand in an assignment within a reasonable amount of 
time, risk receiving no credit for that assignment. 

5. Students who fail to hand in three or more assignments within an assessment 
period risk receiving a failing grade for that subject. No make-up assignments 
are allowed except when excused by the office.  Students will have the week in 
which they return to school after an absence, to turn in the assignment. 

6. All graded homework assignments returned to the students must be kept until 
the end of the term. They must be available on demand. 

7. All homework assignments must be completed in all aspects, including: all 
questions written and answered, necessary charts and/or diagrams included, and 
all work must be done in pencil and/or blue or black ink, based on teacher’s 
preference and must be neatly presented. 

8. Homework assignments will make up 20% of the final grade points for each 
term. 

9. All students must keep an Assignment record book which must be initialed by 
the teacher giving the assignment and the parents after checking it. 

 

 

Make-up Work 
 
When students are absent, they have to complete the assignments/special projects and 
homework given during the period(s) of absence. The teachers will inform the students 



 

 

and parents of the work to be completed and date(s) for submission. Individual 
situations of long absences will be discussed with the Principal. 
 

Weekly Progress Report 

Teachers will send home a weekly report of your child’s performance during the week, 
with suggestions and comments. Please review these reports, sign and return them to 
the teacher. Work with your child/children on the suggestions from the teacher. 
Nursery  classes will send home daily reports. 

 
Special Assignments/Projects 

 
Teachers will identify and assign particular projects/special assignments related to the 
class work. Guidelines will be given on what and how to do them, as well as dates for 
submission. These activities will encourage, research, creativity, and scholarship. The 
final presentation will be graded. The grades will make up 20% of the final grades for 
that term. 
 

Tests and Quizzes 
 

Regular testing is essential for evaluation of students’ work. Teachers will observe a 
regular schedule of tests and quizzes. Children on excused absence will have a chance 
to take the make-up test or quiz they missed.  
 
These tests will make up 60% of the final grade for that term. 
 
 

Examinations/Final Tests 
 
Students will receive mid-term and final exams. Examination results will serve as the 
major factor in determining student’s final grades for each marking period.  Every 
effort will be made to avoid more than three tests on any given day in any group of 
subjects. A test re-take will be decided by the teacher and HOD. These tests will make 
up 20% of the final grade for the term. 

 
 

Schedule of Weightings for Final Grades 
 

Home 
Work 

Test 1 1 Projects/special 
Assignments 

Test 2 Final 
Test  

Totals 

20% 20% 20% 20% 20% 100% 
 
 
 

Progress Reports 
 
From time-to-time teachers will inform parents of their child’s academic progress. 
These occasions are usually during parent/teacher conferences. There are other times, 



 

 

as the situation dictates, when a teacher may contact parents through other means such 
as sending home notes, make phone calls, and special conferences. 
 

Interim Reports 
 
Interim reports will be sent home after every test for each student who may not be 
achieving as is expected/below the required level. You are to sign the interim reports 
and return them to the teacher. You should also follow up with the teacher so as to 
determine the best manner to help your child so he/she can progress satisfactorily.  No 
interim report is sent after the end of term test. The interim reports can be seen as an 
indication that your child might be held back. 
 

Report Cards 
 
Report cards are sent home three (3) times each academic year (after each term - that 
marks the end of a marking period) to the parents.  It is the responsibility of the 
parent(s) to go over these documents carefully with their child in order to encourage 
the student to improve his/her academic performance. 

 
Grading System 

 
The school year is divided into three (3) marking periods – a total of 39 weeks. At the 
end of each marking period report cards will be furnished to parents. 
 
The numerical grades correspond to the following letter grades: 
 

Grades 1-11 KG, Grades 1 & 2 Pre - K 3 & 4 
Number 
Grades 

Letter 
Grade 

Description Grade 
 

Description Grade 
 

100 - 90                  A+  Mastered Skills 
independently 

1 Good work �  

89 - 84                  A Learning Skills 
(with assistance) 

2 
 

Working on 
skills 

W 

83 - 69 B Area of concern 3 Not applicable NA 

68 - 54                  C Not Evaluated X   
53 – 45 D Not Applicable N/A   
45 and 
below                 

E     

 
Grades D and E are considered failing grades 
 

 
 

Promotion Policy 
 

1. A student must score an annual average of 60% or above and passes in all 
subject areas with at least C grade, in order to be promoted to a higher grade. 



 

 

 
2. A student who scores between 55% and 59% under special circumstances such 

as, illness and other special difficulties may also be promoted to a higher grade. 
 

3. A student who scores between 50% and 59% may be promoted on probation to 
a higher grade on the following terms: 

 
a. Must score 60% average or above at the end of the first term in the 

higher grade. 
 
b. If the student fails to score 60% average or above, then that student will 

be demoted to the previous grade at the commencement of the second 
term. 

  
4. A student who scores between 45% and 50 % under special circumstances (as 

stated above) may be promoted on probation based on the terms outlined above 
for promotion on probation. 

 
5. A student who scores below 50% annual average under normal circumstances 

will not be promoted to a higher grade and must repeat the present grade. 
 

6. A student who repeats a grade and fails to score 60% in the annual average in 
the grade repeated may not be allowed to continue at ISA. A teacher/parent 
conference must be held and parents shall be advised to change the learning 
environment for the student. 

 
7. No student shall be allowed to repeat Grade 11. 

 
8. A student who is over the average age by one full year for a specific grade and 

fails to score the required 60% in the annual average and is of unacceptable 
conduct will not be allowed to continue attending ISA. 

 
9.  A student who is over the average age for a specific grade and is of good 

behavior must score at least 60% in the annual average continually to be 
promoted. 

 
      10. Minimum attendance for promotion is 85% of the school year. 
 

Re-Sit Examination 
 
Students who have failing grades in two (2) or three (3) subjects, only in the final 
average, and especially Reading, Language, Science, Social Studies and Math will be 
allowed to re-sit in the last week of school. Success in all the subjects will allow 
promotion to the next grade. 
 

Graduation 
 



 

 

An annual graduation exercise will be held during the last week of school of the year 
for the Nursery Division and after the last day of school for the Primary Division. The 
Secondary Graduation will be held in the first half of September in the new school 
year, after the CSEC results are published. 

� Pre-K, Nursery 2, Grade 6 and Grade 11 will be graduating. 
� Prizes and awards will be distributed to graduants. 
� Prizes and awards will also be distributed to those who place 1st and 2nd the 

other grades and outstanding students in various fields. 
 

AWARDS AND HONORS 

 
1. “The Little Scholar Award” 
This award is granted to the student who achieves the highest level of scholarship in all 
subject areas of his/her grade. 
 
2. “Best Islamic Education Student Award” 
The most outstanding Islamic Education student for the graduating class in each division 
will receive this award based upon his/her adherence to Islamic behavior and morals and 
knowledge. 
 
3. “ Certificate  of Excellence” 
The top two students who score the highest total marks in their class will receive this 
certificate. Trophies are also given to the student with the highest score. 

 

 

 

4. “Honor Roll Award” 
The best and runner-up graduating students of the graduating classes in the primary and 
secondary divisions, will be granted this award and their names will be inscripted on the 
ISA Honors Board. 
 
5. “Perfect Attendance Certificate” 
Students who do not miss any day of school will be awarded this certificate. 
 
6. “The Best Graduating Student Award” 
Students who score the highest marks at the NGSA and CSEC and are of excellent 
manners and conduct, moral awareness, academic and Islamic excellence will receive 
this award. 
 
7. “Students of the Month” 
The student who behaved well; completed homework and assignments and is punctual 
and regular will be named student of the Month. The names will be publicized in the 
class and at general assembly. 



 

 

8.  Several Awards are also given to students who are outstanding in academics, sports, 
cooperation, subject areas, Islamic education, conduct and attendance etc. from time to 
time. 

SCHOOL RECORDS 

Parents have the right to access, inspect, and review official records, files, and other 
important documents kept on file with respect to their children.  
 
This right does not include the removal and copying of materials from the record. ISA 
maintains a permanent file for every student in which are recorded grades, awards, 
special notes as well as any violations or infractions. The purpose of recording all such 
information about a student is to be able to be fair and just when evaluating a student’s 
performance and/or needs and for the sending of transcript to other educational 
institution upon request. This information is not available to the general public and can 
only be released to other schools when they formally request such records. The school 
principal/administrator handles all such matters in connection with this issue. 
 
The following indicates the policy in relation to students’ records: 

I. Only the parent or authorized faculty member may have access to these 
files and records. Information with respect to the students will not be 
made available to a non-custodial person without a signed court 
release. 

II.  The name change of a student must be supported by a legal document 
and and it will be part of the permanent record. 

III.  All school records will be withheld until all tuition and other fees, are 
paid in full. 

 
IV.  All school records will be withheld, also, until all books are 

refunded/paid for. 
 

ATTENDANCE AND SCHEDULE 

 The Laws of Guyana holds the parent/legal guardian of a child of compulsory school 
age, responsible for the child’s daily school attendance. All school personnel, parents, 
other students and relevant government agencies are required to work collaboratively 
to ensure that the school attendance laws are obeyed, and make referrals to the legal 
agency for possible court action for truancy. 
School attendance is the cornerstone to receiving the maximum benefits from any 
educational atmosphere. When the child is absent, he/she loses instruction time, falls 
behind peers, and may suffer from anxiety and frustration at having to catch-up. 
Therefore, students and parents are urged to make every effort to ensure regularity and 
punctuality. 
The school year consists of 195 days (less National holidays that fall on school days).  
 



 

 

Official school hours are from 8:00 a.m. to 3:00 p.m. (3:30 pm for Grades 10 & 11) 
There will be an assembly each day in the morning from 7:45 to 8:05 a.m. Students 
should attend this assembly.  
 
It is mandatory for all enrolled students to attend all aspects of the assigned 
curriculum.    
 

Morning Routine 
 
The children should be on the school premises by 7:45 AM. They are supposed to have 
had their ablution at home. As soon as they arrive they will go to their classrooms, put 
their book-bags and lunch boxes down. At 7:50 am they will proceed to the area for the 
Qur’an recitation under teacher supervision. The teachers will be waiting and ready to 
receive their classes at 8:05 am. 

Off limits 
 
Students who report before 7:45 a.m. are required to remain in the multi-purpose hall 
until the buzzer is sounded. Other areas are off limits, except with the teacher’s 
permission. 
 
No student will be allowed to leave the school premises during official school hours 
unless the parent or legal guardian has made a proper request to the office and the 
student is issued with a gate pass. Students must not be found along the corridors or in 
other places during class periods without a corridor pass. 

 
Tardiness 

 
All students must arrive on time and be dressed in proper school attire/or uniform as 
required by the school. Any student who arrives late must report to the office and 
obtain a late-pass/tardy slip before he/she will be admitted to class. Students should be 
at school and in the assembly hall by 7:45 a.m. At ISA, the school door may be closed 
by 8:15 to discourage late coming. 
 

Assembly 
 
The school day officially begins every morning with an assembly at 7:45 a.m. All 
students must attend this gathering and are expected to arrive on time. 
 

Excused Absences 
 
An absence is considered excused for the following reasons: If the absence was due to 
a genuine illness; an emergency; school sanctioned trip; or the parents make a special 
request for special reasons. All excused absences must be cleared with the Head of 
Division.  Parents or legal guardians are encouraged to make the necessary phone call 
or personal visit as soon as possible to report the absence. To report an absence you 
can call our telephone on 226-0973 OR 226-3952.  We request parents to notify us 
before 9:00 a.m. for each day’s absence. A doctor or parent’s note is also required for 
each absence. A long-term absence of twenty (20) days or more in a term may result in 



 

 

failure for that term. Parents are advised to seek permission from the Principal before 
making decisions for a long term absence of their child/children. 
 
The following constitutes excused absence: 

- illness 
- illness of an immediate family member 
- death in the family 
- religious holiday of the student’s own faith 
- required court appearance 
- doctor or dental appointment 
- suspension from classes 
- special occasions 

 
For special occasions, the parents are required to seek permission from the school at 
least one week in advance. The teacher will give assignments for completion and 
submission after each such absence. 
 
All absences should be reported to the school the day before, on the same day before 
9:00 a.m., or the next day. Failure to do so will result in the absence being recorded as 
unexcused.  Parents can inform the school either by phone or a note. If the child’s 
absence was not reported and the child returns to school, you will be called and asked 
to bring the excuse note. Failure to do so can result in your child being detained from 
class. 

Unexcused Absence 
 
An unexcused absence occurs either when the excuse is weak (“didn’t want to take 
test,” “our uncle is in town,” etc...), and/or when a child is absent and school was not 
notified by the parents or legal guardians. Failure to rectify this situation may result in 
academic penalties.  
Three (3) unexcused absences of a child from school, means that the parent is lacking 
in his/her responsibilities and commitment to the child’s education. 
 

Class Periods and Rotation 
 
The beginning and ending of each class period are fixed. Students are required to 
remain in their classes and get prepared for the next subject area. Order and quietude 
must be maintained at all times. Class monitors will take charge until the next subject 
teacher arrives. 
 

There are two daily breaks: one for 20 minutes at mid-morning and one for lunch and 
Salaat-al-Zuhr at midday’s. On Fridays the classes are suspended at 11:30 p.m, except 
for Pre- K and Nursery. This is to allow students and teachers to attend Salaatul- 
Jumu’ah which is observed in the school’s musallah. All Students must report for 
Jumu’ah. 

 
 
 

Lunch 



 

 

 
Students will report, in an orderly manner, to their designated lunch areas with their 
teachers.  Lunch attendance is required. Students will be dismissed by their lunch 
supervisor when their eating area is clean and tidy. 
 

Dismissal 
 
Students are dismissed daily (Monday through Friday) at 3:00 p.m. with the exception 
of Grades 10 & 11 which goes until 3:30pm. Parents are required to pick their children 
up at the specified times. 
 
 The Hifz Program and extra lessons for students requiring it are held after school. No 
student is allowed to be in an unsupervised location on the school premises after 
school has ended. Any student found in violation of this rule will be referred to the 
office. Students are not to linger in the classrooms after the classes are over. 

 
Early Release 

 
Request for early release must be made in writing to the school at least the day before. 
This will enable the teacher to give the student any homework or assignment and 
prepare the child for release. Please give the time when the release will be taken. 
Student who must leave early from school should have their parents contact the school 
office. Phone request will be honored only in emergencies.  
 
Parents or designated guardians should arrive in person and report to the school office 
to sign the child out before they can leave with the child. The child will be brought to 
the office for the parent to pick-up. Parents are not to go to classroom. Other 
designated persons are to bring photo ID to pick up the child.  
 

Withdrawal 
 
Parents who withdrew their children from the school may not be allowed to re-enroll 
them  again in the same academic year. Parents will have to fill out the withdrawal 
form for each child withdrawn. All records, reports, and test scores will be withheld 
for any unpaid fees, and/return of all texts, including those that were lost and/or 
damaged. 
 

Special Holidays/Vacations 
 
Parents who want to take their children on long holidays/vacation for more than 5 days 
during school time must consider carefully the interruptions caused to their children’s 
schooling. Parents are to give one week notice so that the teachers can give the 
students assignments to be completed during the vacation. The parents are to sign and 
agree that the student will complete the assignments and submit them on the first day 
the student returns to school. 
 
Parents who take their children on special holiday/vacation without approval will not 
be allowed to return their students for that school year. 



 

 

 
Ramadan 

 
ISA will break for ten school days during the last part of the Holy month of Ramadan. 
This is to facilitate, students, parents and teachers to engage in much Ibaadah, such as 
I’tikaaf or seclusion during the last ten days of Ramadan, extra devotions - prayers etc. 
These two weeks will be replaced by two other weeks to complete the full academic 
year of 39 weeks.  
 

Wudu and Prayer Procedure 
 
When the teachers take the students to make wudu for salat, the following rules must be 
strictly followed: 

� Students will make wudu as quickly as possible, and then return to their 
designated meeting area.  

� The appointed teacher-supervisor will then take the students to the Musallah 
and they will sit down and quietly make dkhir until Iqamah is called.  

� When the Iqamah is given, they shall assemble in proper lines. 
� After the Salaah is finished they will make their Sunnah prayers and repeat 

selected dua, hadith and ayah. Secondary students will present short talks or 
engage in practical sessions under the guidance of their teachers. All students 
must report immediately after to their next classes. 

� Non-Muslim students are encouraged to also engage in quiet religious devotion 
or reflection in the prayer hall, during prayer times. 

There is to be no unnecessary talking during these times. Neither horseplay nor shouting is 
allowed. Strict silence must always be observed in the musallah.  
 

Salaah Routine 
 
 The children should be ready to offer the noon prayer when the buzzer is sounded for 
such. Each teacher will accompany his/her class to the musallah. They will line up on 
the corridors. Those who need to perform ablution will be sent to the restroom. When 
all the students of a class are ready, they will be admitted to the musallah. While the 
children are in the musallah, some teachers will supervise them. After the prayer they 
will be dismissed starting from the oldest to youngest. Each teacher will be waiting for 
his/her students to accompany them to their respective classrooms.  
 

Conduct during Prayer 
 

� Pray quietly and respectfully (no talking, shouting, yelling). 
� Pray safely (no running, pushing, shoving, leaving the Musallah without 

permission, etc.). 
� Pray appropriately (no unnecessary movements, etc.). 
� Repeated misbehavior during Salaah can result in suspension up to three (3) 

days. 
 

Restricted Areas 
 



 

 

Certain areas of the school require that a faculty member be present if students are there. 
These include:  

• the Principal’s office  
• the Deputy and HODs offices 
• the accounts and admin offices  
• the Musallah  
• the library 
• the kitchen  
• the gym 
• the male and female staff rooms 
• the Computer and science labs and Art room 
• the multi-media center 
• and any other area so designated by the administration. 

 
Orientation Meeting 

 
On the Wednesday, before school re-assembles for the new academic year an Orientation 
Session will be held for all parents/guardians of students at ISA, to mark the start of school. 
The parents of newly admitted students, as well as those of continuing students are given the 
opportunity to meet the teachers of their children and also to discuss matters and policies 
relating to the functioning of the school.  
 
Therefore, parents of new students, as well as parents of continuing children, are urged to 
attend. 

 
Visitors 

 
Students, teachers, and/or parents must get prior approval from the office before 
bringing any visitor to ISA. Visitors are expected to observe all of ISA’s rules 
Parents can visit the classrooms only with a “Visitors Pass” obtained from the office. 
Parents and visitors are to enter and exit only through the main entrance and are to 
report to the office. You are to sign the Visitors Book. 
 
Parents and visitors are to make appointments for such visits. 
 

Personal Property 
 
Students are encouraged to leave their non-essential items at home. In other words, if it 
is not needed for class, don’t bring it. The school is not responsible for the loss, 
damage or theft of any students’ personal items. Students are also required not to bring 
extra money, jewelry, equipment or other such things to school. 
 
 
 
 
 

Telephones 
 



 

 

Under normal circumstances students should not use the office telephone to make calls. All 
important calls must be approved by the secretary. Students are not allowed to bring Cell 
phones to school under any circumstance. 

 
 

Students’ Pass 
 
Students are to be issued with corridor passes. They are required to have them 
whenever they are out of their classrooms. Students leaving school within school hours 
with the permission of the office must be issued with gate passes.  

 
Drop off & Pick up 

  
I. Please drive slowly and with caution. You are requested to drop-off and pick-up 

students outside of the no parking area and not on the pedestrian crossing.  Parents are 
requested to park their vehicles along the sidewalk when visiting the school. No 
vehicles are allowed in the school compound during school hours.  Always hold the 
hand of your child when going to or from the vehicle.  Do not allow your child to lag 
behind or run ahead. 

 
NOTE: Parents who have students in the Pre – K and nursery classes are required to 
park their vehicles and take their students to the class rooms, and also to pick-up their 
students from the classrooms between 12:00 and 12:30 pm.  
 
Your cooperation is extremely important! We want to maintain a safe environment for 
our students.  
. 

Authorized Persons to Pick-up and Security. 
 

Only authorized and designated persons who are registered with the school will be 
allowed to pick-up students from the school. The names and other information of the 
authorized and/or designated persons are to be filled in on the application from. In the 
event of an emergency, the parents/guardians are to call and give detailed information 
of the person who will pick-up the student. 
 
In the event of a security threat the procedure for fire drills will be implemented. 
Should the threat require closure of the school, then we will inform you and you are to 
pick-up your child as advised 
 
 
 
 
 
 
 
 

DRESS CODE 



 

 

Each school has its own philosophy and standards which it seeks to implement. This 
often times includes not only spiritual, moral and academic concerns but also general 
habit of appearance and attire. Therefore, ISA has instituted a dress code to meet this 
goal. 
 
The school uniform colors are: green and beige for secondary; light blue and navy blue 
for primary; purple plain and purple check for nursery and light blue and light check 
for pre-k.  
 

Girls 
 
The school uniform for secondary girls consists of either: long pants with shalwar top 
knee length, along with cream long-sleeved shirt worn inside OR a long flowing skirt 
with a waist cut top falling below the seat, along with cream long-sleeved shirt worn 
inside. Additionally, they must only wear cream khimars.  
 
The school uniform for primary girls consists of long pants with shalwar top knee 
length, along with light blue long-sleeved shirt worn inside. Additionally, they must 
only wear white/light blue khimars.  
 
The school’s logo/badge must be displayed on the khimars. Black closed shoes and 
white full socks are required. For PE girls must wear long-sleeved, loose-fitting T 
shirts of their house color, along with loose, green/navy blue long pants. 
 
 Non-Muslim female students are also required to conform to the dress code. However, 
they are not required to wear the khimar. A head scarf will suffice. 
 
 For girls, the following are strictly prohibited: 

 clogs, sandals, or slippers 
 sheer pantyhose 
 long fingernails or fingernail polish 
 jewelry, (earrings for girls only) 
 nose rings 

 
Boys – All Grades 

 
All boys are required to wear long pants. The pants are to be ankle length. The shirt is 
squared bottom and is worn outside of the pants. A vest may be worn under the shirt. 
The  school’s logo/badge must always be affixed to the shirt. Dark closed shoes and 
socks that cover the ankles are also required. For PE students are required to wear a T 
shirt of the house color and loose white pants. 

 

 

For boys, the following are strictly disallowed: 

 Sandals or slippers 



 

 

 Extreme hairstyles that draw undue attention 
 Earring(s), bands, chains, rings and/or similar jewelry 
 Pants with extra pockets 
 Pants worn below the waste line, and/or dragging on the floor 
 Colored, marked and oversize T shirts worn under the shirt  

 
 Pants are to be worn with a belt and at ankle length. 
 
Parents, it is your responsibility to send your child to school with the school dress 
mentioned above, being neat, clean and tidy, otherwise your child will receive: 
First:      Oral warning. 
Second: Written warning to be sent to parents with the child. 
Third :    We will call parents to come to pick up their child from school and bring him/her 

back with the school uniform.                                 

We are expecting to see all our students coming to school in the proper uniform, neat and 
well groomed.   

Grooming 
 
Personal neatness and cleanliness are important ingredients to any successful dress 
code. Such a well-groomed student will avoid the extremes of fads and other short-
lived styles. 
 

Girls 
 
Wearing perfume, nail polish, make-up and having long-nails or jewelry is not allowed. 
However, Stud earrings are acceptable. 
 

Boys 
 
Boys are to be neat and have short nails. They are to keep their hair short.  
Parents should be aware of some types of hairstyles that are forbidden by our religion. 
al-Qaza’ (lit. tufts), which is where part of the head is shaved and part is left. It was 
narrated from Ibn ‘Umar that the Messenger of Allah (peace and blessings of Allah be 
upon him) forbade al-qaza’. 
 
In addition, the nails of the hands must be kept short, for both boys and girls. 
 
 
 
 
 
 
 
 

HEALTH AND SECURITY 

General 



 

 

 
Our child’s health and safety are of major importance to us all. At the time of 
enrollment, you must bring in immunization records. All immunizations are to be kept 
up to date or your child will not be permitted to attend school. 
 

A Sick Child at School 
 
A child who becomes ill during the day will be isolated with a staff member.  Parents will 
be notified and asked to pick up the child immediately.  If a seriously ill child is not picked 
up promptly, emergency procedures will be put into effect. 
You will be called if your child: 

• has a fever 
• has diarrhoea three times 
• begins vomiting 
• has head lice or nits 
• shows symptoms of communicable disease (heavy green discharge, reddened eyes, 

sore throat, headache),abdominal pain, suspicious rash or unusually lethargic 
behavior. 

• complains of an ear ache. 
 
It is the parent’s responsibility to notify the school if the child is sick or if the child has 
any allergy.  The parents must also state in writing what action the doctor has 
recommended  
  

Doctor’s Authorization to Return to School 
 
A doctor’s note is required for a child to return to school especially for Pre-K and after 3 
days of illness. 
A doctor’s note will also be required, as follows: 

• If your child had a fever of 101 degrees or more during the pervious 24 hours. 
• Before any medication will be given including over the counter drugs. 
• For a child returning to school after an illness requiring a prescription medication. 

The note must indicate that the child is not contagious and may return to school. 
• For a child who has been sent home with diarrhoea/vomiting and wishes to return 

to school the next day. 
• For a child returning to school after a communicable disease such as chicken pox, 

strep throat or bronchitis. 
• If your child has a heavy nasal discharge or persistent cough. 
• If your child had lince and or nits. 

 
No student is allowed to take medication without the prior permission of the office. Also, 
students needing to take medication should report to the school office during lunch or other 
break time to be observed by the HOD. Students are not allowed to carry their medication 
around with them, but should it should be kept in the office. 
 



 

 

Note:  Although a child has a doctor’s note, the child must be physically able to participate 
in a group setting in order to return to school. The final decision rests with the school 
administration. 
 

Administration of Medication at School 
 
No internal medication, orally or other wise will be administered by any school personnel 
without the written permission of the parents. All medications must be turned into and 
dispensed though the office. Parents must sign the medication authorization form. 
 

Medicine Dispensing Procedures 
 

• All medicine must be in its original containers. 
• Medicine will be given as prescribed by the doctor. 
• A medication form must be completed indicating each day the medicine is to be 

given and the exact dosage. 
• All medicine spoon must be included and labeled with the child’s name. 
• All medicines and forms will be collected and released by the administrator. 

 
Illness or Injury 

 
Any type of illness or injury that occurs at school is to be reported immediately to the 
office. If it is a minor injury it will be treated and the child will returned to his/her 
class. The parent will also be immediately contacted. The teacher will prepare and file 
the report in the incident/ accident folder. 
If the illness/injury is serious and parent does not respond, then we will call the 
emergency number. If no one can be reached the child’s physician will be called. If 
necessary, 911 will be called 
It is critical for any change in address, telephone number, doctor or emergency contact 
person should be reported immediately to the school’s office. 
A copy of the report will be sent home. 
 

Emergency Contact 
 
The parents are requested to fill in an emergency contact form each year for each child. 
This information must be updated immediately any change is made so as to ensure that 
contact can be made in the event of illness, accident, injury, incident, or emergency 
dismissal of school. 

 
Medical Appointments 

 
The parents should make every effort to schedule medical and dental appointments on non-
school days. Parents are requested to advise the office the day before the appointment and 
the time the students will have to be released. 
 

 
 

Nutrition 



 

 

 
A child’s performance in school is directly affected by the level of nutrition. In addition, 
the eating habits of the children have a major influence on their performance and health 
throughout their lives. We urge you to give your children a balanced and a nutritious diet. It 
has been reported that junk food and lack of exercise are the major causes of obesity. 
 
Students are expected to provide their own lunch during school lunch hour. Lunches 
with much fat and sweets are discouraged. Please supply healthy, wholesome lunches. 
Haram foods such as pork, alcohol related products etc. are absolutely forbidden. 
Parents must give their children a proper breakfast before sending them to school. 
 
 

Schedule of Communicable Diseases and Pests 
 
Disease Incubation 

Period 
Communicability Period of Exclusion 

Chicken Pox 13-17 days 1 to 2 days before rash and not more 
than 1 week before the crop appears 

Not more than 1 week after 
eruption and all lesions have 
crusted 

Head Lice 7-10 days  Until lice & eggs are destroyed Until 1st treatment is done, 2nd 
treatment within 10 days 

Hepatitis A 28-30 days Weeks before; 2 weeks after 
symptoms appear 

2 weeks after on set or 10 days 
after jaundice 

Hepatitis B 60-90 days Several weeks before symptoms 
until blood is no longer positive 

No exclusion required 

Herpes 
Simplex 

2-12 days  While lesions are present No exclusion required 

Herpes Zoster 13-17 days 1-2 days before rash, not more 
than 1 week after lesions appear 

Until 1 week after lesions erupt 
& all have lesions crusted 

Impetigo 4-10 days While sores are draining Under treatment, lesions healing, no 
new lesion 

Influenza 24-72 hours 3 days from onset Until 3 days from onset 
Meningitis Depends on 

type 
Depends on type Until 3 days from onset 

    
Mononucleosi
s 

4-6 weeks May be up to 1 year Physician’s approval 

Mumps 18 days 48 hours before swelling, 6 days 
before gland involvement & 9 days 
after swelling 

Until swelling & symptoms 
disappear 

Pink eye Varies During course of active infection Until under medical care drainage 
clears 

Pinworms 4-6 days As long as eggs are laid 1st treatment complete 
Ringworms 4-14 days While lesion is present Until medical treatment 
Rubella 16-18 days 1 week before  

4 days after rash appears 
Until 4th day after onset of rash 

Scabies 2-6 weeks Until mites and eggs are 
destroyed 

Complete 24 hours 

Scarlet 1-3 days During acute stage & after 2-4 days 
after rash 

Until under treatment for 24 
hours 

Strep Throat 1-3 days During acute stage & 2-4 days after 
rash 

Until under treatment 

Shigella 1-3 days During course of infection until 
feces clear 

Until symptoms disappear 



 

 

Whooping 
Cough 

Within 10 
days 

7 days after exposure, 3 weeks, if 
not treated, 1 week after 
treatment 

1 week after treatment, 3 weeks if 
not treated 

 
 
 

EMERGENCY PROCEDURES 
 

Emerengcy Closing of School 
 
 If there is a specific threat, then an independent decision will be made. Inclement weather 
can cause emergency closings of school. Please keep tuned to your local radio and TV for 
this information.  
 
Parents are required to pick up their children promptly if a closing is made. Days lost due 
to emergency closings may be made up before the closing of school for the year. 

 
Fire drill procedures are posted in the school explaining the method of exiting the building. 
Teachers will escort students to the designated safe areas/zones. 
 
Safety drills will be carried out thought the school year so as to streamline the 
procedures, as follows: 

• The emergency signal will be given. 
• Everyone will vacate the building. 
• Students and staff will exit through the emergency doors in an orderly and quiet 

manner. 
• The teacher will stand at the classroom door to ensure orderly movement. 
• The teacher will be the last person to leave the room, making sure that no child is 

left behind. 
• Each class will remain together at the designated area outside the building. 
• Each teacher will take attendance and report any missing child. 
 
• The Principal/Administrator will give the “all-clear” signal. 
• The classes will return, in an orderly manner, to their rooms. 

 
 

CONDUCT AND DISCIPLINE 

General 
 
Good conduct and disciplined behavior are essential aspects of a Muslim’s life. Islam 
teaches us to have the best conduct and to display good discipline, as stated by these two 
ahadith (words to the effect): 

• “The Prophet (SAS) was not sent except to teach good conduct.” 
• “The best gift a Mu’min can give his child is good manners.” 

 



 

 

Our students are to be disciplined and mild mannered. They will be helped to develop self 
discipline. This will be done by the faculty and staff, at ISA, in a caring and understanding 
manner. Consistency and honesty are vital to the development and maintenance of good 
discipline. Both the home and school will have to work in harmony to achieve the goal of 
self discipline. 
 
The discipline enforced will be according to teachings of Islam, Ministry of Education. A 
lack of discipline is one of the primary causes that is adversely affecting learning in 
schools. Meaningful instruction cannot take place without well managed and disciplined 
students. 
 
Teachers are to be role models, uphold the teachings of Islam, and follow the policy of the 
school. Teachers are not to administer any form of physical punishment to discipline any 
student.  
 
Teachers are to develop appropriate measures in effecting good classroom management. 
Students are to be sent to the HOD or Principal only after the teacher had exhausted all 
appropriate means of effecting discipline. 
 

Student Attitude 
 
ISA expects its students to come to school with a positive attitude. The teachers and faculty 
members of the school expect courtesy, respect and general good behavior from each and 
every child. We believe strongly that a student’s attitude plays a major role in his or her 
ability to excel in social, academic, spiritual as well as athletic endeavors. Students are 
urged to treat other students as brothers and sisters deserving of their respect and kindness. 
Parental involvement in this process is a must. 
 
 

 
 
 
 

Personal Responsibility 
 
Whenever large numbers of people gather, it becomes necessary to establish rules which 
allow them to co-exist in safety and security.  At ISA, we hold that the first source of 
responsibility is towards our Creator, then our parents. Next, we must be responsible to 
each other as members of the community established by our blessed Prophet Muhammad 
(SAS). In this context, each student must take it upon him/herself to control his/her actions 
vis-à-vis the rights of others and show self-discipline and a sense of responsibility. By 
using common sense and adopting a positive outlook on their purpose in this short life, 
students will enjoy their stay at ISA. 
 
 

Personal Infractions 
 



 

 

Personal Infractions include swearing, theft, persistent harassment of others, obscene 
language, possession of illegal objects, persistent recklessness, fighting, misuse of school 
equipment, possession of walk-man, video games, suggestive magazines and/or photos, 
weapons, collectables, etc.  
 
Items which are not allowed in school may be subject to confiscation. Any of the above 
violations will result in a suitable penalty decided by the Principal, including suspension 
and recommendation for expulsion. 
 

Classroom Code of Conduct 
 
In the interest of establishing a proper learning environment, certain rules will be observed 
by all students in their daily classes.  
 
These include, but are not limited to the following: 
 

A. All students must be in their classes on time and in their assigned seats. 
B. Students will treat all the teachers and other students with respect. 
C. There will be no gum chewing, eating, talking, shouting, laughing, drinking, 

moving around or leaving class without the permission of the teacher.  All 
students must come to class prepared with pencils or pens (blue/black) per 
teachers’ request, notebook, books and completed homework assignments. 

D. All students are required to raise their hands before speaking in class. 
E. All students must copy from the board their class work, homework and other 

assignments before leaving class, except Pre-K to Grade 2. 
F. Students must be aware of ISA code of conduct. 
G. Students who need to use the restroom must ask the permission of the teacher, 

get up from their seats quietly, take the “Bathroom Pass,” and then return as 
quickly and quietly. 

H. All students will act safely and keep their hands to themselves. 
I. Teachers are free to add to this list so as to meet their particular need and 

situation. 
 

General Behavior Guidelines 
 

Acceptable Behaviors 
 
The following represent acceptable behavior: 

� Reporting to school on time 
� Reporting to school regularly 
� Bringing required books and supplies 
� Following the dress and grooming code 
� Giving your best in class 
� Performing at your best behavior, at school and school sponsored programs 
� Respecting others and their property 
� Being courteous 

Unacceptable Behaviors 



 

 

The following represent unacceptable behaviors: 

� Eating in class 
� Teasing other students 
� Using bad language 
� Cheating 
� Plagiarizing 
� Bothering/harassing others 
� Fighting 
� Telling lies 
� Disobeying school staff 
� Possessing, using/selling drugs and weapons 
� Damaging property 
� Wearing long hair (boys) 
� Not wearing school uniform 
� Wearing garment with slogans, pictures, writings 
� Backbiting 
� Defacing walls 
� Being disruptive/making the class unsafe 
� There is ZERO tolerance to the possession and/or dealing, in any manner, with 

drugs and weapons. 
 
Students’ personal belongings can be subjected to searches in the event of a loss of 
property and/or the probable cause for drugs and weapons. 
 
 
 
 
 
 
 
 
 
 

Consequences 
Reinforcement 

The following will be utilized to reinforce good behaviors: 

� Free time 
� Granting of privileges 
� Student of the Week/Month Award 
� Special prize 
� Frequent praises  
� Special privileges/treats  
� Publish good work. 

Corrective Measures 

The following actions are to help in correcting and/removing unacceptable behaviors: 

Level 1:  Minor/Occasional infractions:  



 

 

� Verbal Warning 
� Denial of privilege 
� Parent contact 
� Letter home to parents 
� Official warning 

Level 2: Serious and/Frequent infractions:   

� Letter to parents and denial of privileges     
� Meeting with parents 
� Detention 
� In-school suspension  
� Writing by students on the infractions 
� Warning letter 

Level 3: Severe and Continuous infractions: 

� Conference with parents and/suspension for 1-2 week(s) 
� Conference with parents and probation 
� Expulsion 

Disciplinary Process 
 
The procedure for determining consequences after infractions have incurred include, 
but are not limited to the following: 

� Discussion with the student 
� Parents are contacted 
� Parent/Teacher conference 
� Parent/Teacher/Principal conference 
� Student receives detentions and/or suspensions 
� Expulsion 

 
A record of infractions and disciplinary actions taken will be kept in the student’s file. 
 

Explanation of Disciplinary Process 
 

STEP 1: After three (3) oral warnings the student will be given a written warning 
which is then recorded in the student’s disciplinary file. 
 
STEP 2: The student will lose in-school privileges, e.g. no participation in co-
curricular activities. During this time the student will be encouraged to think about the 
unacceptable behavior and how to improve it. 
 
STEP 3: The Disciplinary Referral Notice is sent to parents indicating: 
The discipline problem 
What is requested of the parents 
What will be the consequences of further infractions 
This notice is to be signed by the parents and brought back to the school the following 
day/next working day. It will be placed in the student’s file. 
 



 

 

STEP 4: The parents will be called and informed of the disciplinary problem their 
child is causing. The parents will also be asked to discuss with their child the 
consequences of continuous unacceptable behavior. The student will also lose in-
school privileges.  
A conference will be scheduled with the parents. 
 
STEP 5: The meeting will be between the parents, student, school administrator and/or 
teacher. This discussion is to be held within one (1) week of the violation. A 
behavioral contract will be drawn up and signed by all the parties involved the contract 
will include: 

• A behavior modification plan 
• A system of checking the student’s progress, and 
• The consequences of failure to meet the conditions of the contract 
• The student will also lose in-school privileges.  
• This contract will be placed in the student’s file. 

 
STEP 6:  The student who is placed in detention is required to attend a detention 
period of 30 minutes, after the regular school hours. During this time, the student is 
required to write an essay concerning the reason for detention, how the problem could 
have been avoided, what improvements in behavior are going to be made, and what 
should be the consequences for any further disciplinary problems. The essay is to be 
taken home. The parents are to sign and return it to school the next day. The essay will 
be placed in the student’s file. 
 
STEP 7: The child can suffer an in-school suspension. In-school suspension is for one 
(1) day only. The child will come to school for the day. He/She will report at the office 
at the regular school time and will be given material to read about proper behavior and 
self-discipline along with the daily class assignment. Later in the day, the student will 
have a discussion with a staff member in relation to the behavior and what needs to be 
done to address the disciplinary problem. By the end of the day, the student will have 
prepared a piece of writing stating what has been learned that day, how future behavior 
will change, and what should be the consequences if the behavior does not improve. 
This piece will be taken home for the parents to sign and return to school the next day. 
This piece will be placed in the student’s file. 
 
STEP 8: Three weeks after the contract a meeting will be held. The contract will be 
reviewed to ascertain what had worked and what had not. The contract will be 
modified accordingly and reissued. At this time, too, both the student and the parents 
will be informed that any further infraction will result in the student being suspended 
for one (1) week. During this week of suspension the student will not be permitted at 
school or to participate in any school activity. 
 
STEP 9: The student is suspended for up to two weeks for any further infraction. 
 
STEP 10: During the 2 weeks of suspension, a meeting will be held with parents, the 
student, and the Principal. The behavioral contract will be reviewed and modified.  The 
student will be placed on three (3) months probation, immediately after the two weeks 



 

 

suspension is concluded. During this period of probation the student cannot commit 
any further infraction.  Both student and parents will be informed, at the meeting that 
any further infraction, by the student, will result in the student’s expulsion from this 
school.  
 
STEP 11: An expelled student, from ISA, is not allowed to re-enroll at the school for 
one academic year on a case-by-case basis. 
 
 

Disciplinary Actions 
 

Detention 
 
Detention is a period of silent study, manual work, or an alternative activity assigned 
by the HOD or principal. Detention is served after school hours, beginning at 3:00 pm 
sharp. Parents will be notified in advance and the names posted in the office.  
 
Parents are to make arrangements to pick up their children after detention. A student 
on detention must be on time or will automatically receive a second detention. 
Students who served three detentions will be required to meet with the Principal.  Any 
additional detention may result in a one-day suspension. 
 

Suspension 
 
ISA will exert itself to encourage and assist each student to meet the social, religious, 
and academic expectations of the school. However, situations will arise that may cause 
a student to be suspended from school. 
The decision to suspend will be made only after all means of encouragement and 
motivation have failed, or due to special circumstances, e.g.: crime, scandal, and or 
disruption that require this extreme form of disciplinary action. 
 
Authority to suspend a student rests with the school administration. Absence due to 
suspension is considered as unexcused and all work missed must be made up by the 
student 

Types of Suspension 
 
a. Pending Parent:  In-School Conference: This involves the removal of a student 

from the class who had repeatedly violated the general school rules. 
b. Temporary suspension:  Temporary suspension is used for more serious problems 

and for recurring offences.  The student can be sent home from school for up to 
five (5) days. 

c. Indefinite Suspension:  It is used in extreme circumstances and to determine 
whether or not a student will be permitted to continue attending schooling at ISA. 

 
Probation 

 
Any student who receives numerous or serious disciplinary actions will be placed on 
disciplinary probation.  The period of this probation shall be thirty (30) calendar days.  



 

 

During this time, the student promises (in writing) to follow all school rules and 
regulations. 
Also, the student may not take part in any after-school activity or school-sponsored 
social event. 
 
A Disciplinary Probation Form has to be signed by each teacher (teaching this student) 
indicating whether or not this student’s class work, homework had been satisfactory or 
unsatisfactory. Parents must sign this form and return it to the Office. The HOD will 
review the form weekly.  
 
Any serious infraction of the disciplinary policy of the school, during this probationary 
period, shall be considered a violation of this agreement and that shall be considered as 
sufficient grounds for the expulsion of the student from the school. 
This action (expulsion) is to be determined at the discretion of the administration and 
to be sanctioned by the School Board. 
 

Expulsion 
 
A student’s behavior may, in extreme cases, be of a nature that it would be inadvisable 
for the student to continue schooling at ISA.  The school reserves the right to expel any 
student whose presence would seriously impair the Islamic education or disrupt the 
harmony of the school environment. Some examples of these extreme behaviors are: 

� Possession, use, sale, and/or dealing with weapons and/firearms of any kind in 
and around the school. 

� Homicide or attempted homicide. 
� Sexual battery or attempted sexual battery. 
� Armed robbery or attempted armed robbery. 
� Aggravated or attempted battery on a teacher or school personnel. 
� Kidnapping or abduction or attempted kidnapping or abduction. 
� Extortion or attempted extortion. 
� Arson or attempted arson. 
� Possession, use, and/sale of any explosive repellant and/destructive device. 
� Possession, distributing, and/selling or peddling of prohibited drugs. 
� Willful and/ malicious damage of school property. 
� Serious physical contact with a member of the other sex or homosexual contact. 

 
A weapon is described as any repellant, electrical device, or instrument or device, a 
firearm and or explosive device, or any device or instrument that can be used to harm 
and or maim or inflict physical injury to a person. 
 

Property Damage 
 
Respect for property and the rights of others are basic Islamic values. Proper care must 
be taken of the property belonging to the school. If a student is responsible for the 
destruction of any property, his/her parents/guardian will be held responsible for 
paying the cost of repairs or replacement of the damaged item(s). 
 



 

 

Grievance Procedure 
 
It is the expectation that the entire school family (parents, students, community, and 
staff) will function in a God-fearing, caring, and understanding manner. We are 
reminded of the Qur’anic instructions in our dealings with each other to avoid 
misunderstanding, rumors, suspicions and undue criticism. 
 
Nonetheless, difficulties and misunderstandings do occur.  It is best that the immediate 
parties involved resolve the problem(s).   
 
In the event that a student and/or parent have a grievance, the following procedure 
should be followed: 

� Discuss the problem with the other person involved and attempt to resolve the 
issue together. 

� If the problem is not resolved, an appointment may be made with the Principal 
to mediate, and seek a resolution to the problem. 

� If there is still no solution, then the grievance should be submitted in writing to 
the School Board for consideration and appropriate action. 

 
 
 
 
 
 
 
 
 

 
 
 
 
 

PRE-SCHOOL DISCIPLINE 
 
At ISA, we view discipline not as a means of punishing a child who has acted 
inappropriately, but rather as a means of teaching a child. Positive discipline teaches 
children where the limits are set, how to maintain control over their bodies and how to 
solve problems in the event of conflict. 
 
Harsh discipline is never administered at the center; instead, corrective measures are 
worked out between the child and the teacher that help the child’s self-image and help 
develop self-discipline. Children are not called names (Bad, Cry-Baby, etc). There is 
no verbal harassment of the child. 
 
For aggressive behavior, our method of discipline will be first, age appropriate 
discussion and then, if necessary, Time-out for younger children, (up to 3 ½ years) and 
Thinking Time-Out for older children (3 ½ years and above). 
 



 

 

When a child does misbehave, the teacher should take appropriate actions, such as: 
� Redirection: If a child is engaged in undesirable behavior we will present the 

child with an alternative and/or acceptable behavior or activity.    
� Verbal intervention:  The teacher will first discuss why the behavior is in- 

appropriate and what is acceptable and expected of him/her.   
� Logical Consequences: The consequences of continued misbehavior will also 

be explained. 
� Time out: For younger children will be no more than one minute for each year  

            (3 years olds– 3 minutes, etc.)  Children younger than 3 will not have a time-
out, only age-appropriate discussion and/or guided instruction. 

� Thinking Time-Out:  This will be at the child’s discretion. The child may 
return to the class when he/she is able to behave in a socially acceptable 
manner. 

� Conference: A conference will be called with parents when a child’s behavior 
is constantly disruptive. 

� Referral:  If disruptive and unruly behavior continues, a referral will be given 
to parents to consult a psychologist. 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

HOME AND SCHOOL RELATIONS 

The home and school are intimately interdependent. This is a strong basis for a binding 
and dynamic relationship. Both the school and home are strong and focused entities 
working for the common goal of rearing and training our future leaders and citizens to 
the highest levels they can achieve. We have an Amana from Allah (SWT) in this 
noble task which we have to answer for. May Allah (SWT) help us and bless us in this 
effort! 
 
 

Communication 
 
There is constant need for communication between the school and the home. This flow 
can be in many forms: letters, notes, telephone calls etc. and should be from both  
sides, home and school. 
 



 

 

Letters, calendar of activities, field trip notes, newsletters etc. are sent home to parents 
via your students. You are requested to make daily checks of your child’s backpack for 
correspondences sent by the school.  Some of these correspondences will require your 
signature. Please do sign them and return them to teacher on the next school day with 
your child. 
 
Teachers also send regular reports on the progress of your child. Teachers of Pre-K 
classes are to send weekly/daily reports. Please pay keen attention to these and all 
similar reports. 
 
The best source of information about your child’s progress is from your child’s 
teachers.  Please contact the teachers so as to get accurate and up-date information on 
such progress using the procedure below. 
 
 

Appointments for Visits 
 
Parents are welcomed to visit the school as often as you may wish.  This is a healthy 
sign.  
 
You may visit for many reasons, for example: 

• Discuss your child’s progress 
• Visit the school and observe its functioning 
• Sit-in at a lesson in your child’s class 
• Drop-off your child’s lunch or some material that he/she may have forgotten 
• Pick-up for early release. These visits are to be arranged in advance so as to 

ensure the smooth functioning of the school. Parents are not allowed to visit the 
classroom without an appointment.  

 
Appointments can be made by a note, a telephone call, or a letter. 
 
 
You are requested to: 

� Schedule all such visits by appointment through the office 
� Avoid calling and requesting to speak to a teacher during official working time.  

This includes arrival, preparation, classroom, lunch, and dismissal times. 
� Avoid engaging the teachers in conversation during the drop-off and pick-up 

times 
� The teachers need to give their full attention to our students.  

 
Emergencies are exempted. 
 

Procedure for Visits 
 
Visits to the school can be either by appointment or unannounced. 
 
(a) Visit by Appointment 



 

 

 
Please follow this procedure when you are visiting the school by appointment: 
 

� On your arrival at the school, please report to the office and sign the Visitors’ 
Book. 

� The Office will give you a “Classroom Visitor’s” Pass. The pass will have your 
name, your child’s name and grade, and the purpose of the visit. You will also 
be required to sign in a Visitor’s Sheet. A “Visitor Comment Sheet” will also 
be provided. 

 
b. Unannounced Visit
  
 
If you have to visit the school unannounced, without an appointment, then you are 
requested to report to the Office. The Office staff will take the materials, lunch, etc. 
and deliver them to your child. The Office will also get your child, if you are picking-
up the child for early release. 
 
Please do not go directly to the classroom.  
 
 

Conference & Open Days 
 
These meetings are very important. The teachers will discuss your child’s progress 
with you. You will also get the chance to know our teachers better. The conference and 
open days are for all the parents with children at the school, from Pre-K through Grade 
11. 
 
The conferences are planned to be held at the end of the first, second and third 
assessment periods. Conferences are also held at the end of the third marking period 
for the parents of students who are in danger of failing. 
 

Socials 
 
Teacher approved socials may be held during the school year. The teacher is to obtain 
prior approval from the Principal through the HOD for all parties to be held in the 
class. 
The teacher and room parents may organize the activity.  You are also to obtain the 
Principal’s and teacher’s approval to send a treat for the class.   
 
Only HALAAL food, snacks and drink are to be served at these socials: 
 

Meetings 
 
There are several occasions during the school year, when parents are particularly 
encouraged to attend.  PTSA meetings are scheduled at least three times per school 
year.  Additionally, the school hosts annual events to which parents are invited to view 



 

 

the performance/work of the students. Other gatherings coincide with Islamic holidays 
and festivals. Look for information and details from the Office. 
 
There will be an annual Prize Giving and Graduation Day in July (primary and nursery) 
and in September ( secondary). 
 
 

Fundraising 
 
The operation of a school requires a great deal of financial resources.  Parents are 
encouraged to participate in all fundraising activities and are requested to actively 
involve relatives, friends and other community members in these pursuits. 
 
May Allah (SWT) accept our efforts and include us among those parents who have 
fulfilled their obligations towards their children’s education. Ameen! 
 

Volunteers 
 
Volunteers are always needed in the school.  You are a volunteer if you are a parent or 
an adult who has skills and are willing to put it (with the time) for the benefit of the 
school.  Your efforts are greatly welcomed.  You will contribute in a significant way to 
boost the facilities and performance of the school, and also earn great rewards. 
 

Voluntary Service 
 
Volunteering is the lifeblood of any community. Islam, as well as other faiths, 
promotes a strong ethic of volunteerism since actions are linked to good deeds. As a 
non-profit organization, ISA relies on the commitment of volunteers to provide our 
students with  quality education. ISA is currently seeking volunteers in a variety of 
capacities. By volunteering you make a difference in the life of a child.   
 
 
 
 
We are currently looking for volunteers in the following support areas:  
 

� Lunch-time Monitor/Helper 
� Teachers’ Helper 
� PTSA Member 
� Office Helper 
� Computer lab assistant 
� Resource Persons for ISA website design and management 
� Special School Event Helper   
� Fundraising Support – We are looking for volunteers to help coordinate and run 

PTSA fund raising programs. 
 

 Donations 
 



 

 

Donations - The benefits and virtues of donating are indisputable. We at ISA want 
to provide our students with the best equipment, technology and teaching staff. To 
do this, we need your financial support.  
 
You can also support and seek contributions for the Ahmad Ihwas Scholarship 
Fund. This fund will generate revenue to help those who cannot afford to send their 
children to ISA do  so, as well as provide general financial support. 
  

Parent/Adult Involvement – Levels 
 
In addition to the above, parents can be involved in a variety of different levels of the 
school.  
 
Here are three areas and the kinds of activities that you can participate at each level: 
 
Student Level: � Assist students with learning 

� Reward student’s achievements 
� Listen to students’ feelings and concerns 
� Follow through on recommended actions by the teacher 

Classroom Level: � Participate in parent-teacher conferences 
� Assist with planned programs and activities 
� Volunteer for special occasions 
� Volunteer to contribute personal skills  
� Provide support for efforts of teachers 
� Volunteer for lunchroom, play ground, or recess 

activities 
School Level: � Participate in PTSA activities 

� Serve on task force of school committees 
� Serve as resource person 
� Provide questions to enhance learning 
� React positively to school policies 
� Assist in solving school-wide problems 
� Encourage support for the school, its programs, and 

activities 
� Publicize the good name of the school 
� Assist in fundraising activities 

 
All Volunteers are to be appropriately dressed. Teachers’ Dress Code applies to 
volunteers in the classroom activities. There should be no short pants, nor images 
and/or writings on your garment. 
 
Former ISA students who volunteer are also to adhere to the same dress code for 
teachers. 
 
NOTE:  All volunteers are assigned by the Principal. 
 
 



 

 

MISCELLANEOUS INFORMATION 

Money 
 
Students are asked not to bring excess money to school unless it is necessary for a 
school field trip, fundraising events, etc. The school will not be held responsible for 
loss of money kept by students. 

Counseling 
 
Counseling needs are handled on an ad-hoc basis involving students, parents and the 
office.  However, the school does not have any specific/professional arrangements nor 
does it take any responsibility in this regard. 
 

Textbooks 
 
Some basic texts and materials are provided to the students on a loan basis. The 
students are encouraged to develop a sense of responsibility in the care and handling of 
their books. All books must be treated with respect and due care. Certain 
textbooks/materials will be required which students must purchase from the school. 
Other additional textbooks must be purchased or borrowed from other sources. 
Students will be provided a list of such materials, addresses of the sources from where 
the materials can be acquired and notified as to when the deadline for acquiring them 
will be. Students who do not have textbooks after the first two weeks of school will not 
be allowed to attend further classes until the situation is rectified. 
 
 

Food 
 
Students are expected to provide their own lunch during school lunch hour. Students 
are discouraged from bringing lunches which contain too many fatty, sweet foods and 
instead are requested to bring healthy, wholesome lunches. Haraam foods such as pork, 
alcohol related products etc. are absolutely forbidden. Parents must give their children 
a proper breakfast before sending them to school. 
 

Students’ Permanent Records 
 
The school maintains a permanent file for every student in which are recorded grades, 
awards, special notes as well as any violations or infractions.  
The purpose of recording all such information about a student is to be able to be fair 
and just when evaluating a students’ performance and/or needs and for the sending of 
transcripts to other educational institutions upon request. This information is not 
available to the general public and can only be released to other schools when they 
formally request such records.  
The school Principal/Administrative Secretary handles all such matters in connection 
with this issue. 
 

Internet Usage 
 



 

 

It is important that students accept responsibility in using the ISA network services and 
the Internet. Parents are to sign an agreement with the school before the students will 
be allowed to use the Internet services at school. 
 
Access to telecommunications enables students to use world-wide resources on the 
Internet. This access is for the sole purpose of obtaining information in order to 
perform relevant tasks, such as class assignments. 
 
Expectations of high standards of behavior apply to those using the network services 
and the Internet.  
 
Irresponsible practices include: 

� Violation of copyright  
� Accessing offensive material  
� Violating the privacy of others  
� Not reporting violation of privacy 
� Posting anonymous messages  
� Degrading equipment 
� Corrupting data 
� Wasting finite resources 
� Using the internet without permission and supervision of the class teacher 

 
Failure to comply will result in withdrawal of the right to use these tools. 
 
 
 
 
 

STUDENT CODE OF CONDUCT 

 
ISA has prepared a “STUDENT CODE OF CONDUCT” guide. This document is a 
guide for the parents and students. Parents are required to read this document with/to 
their child and explain each item to him/her. Parents and students are required to sign 
this guide and return the signed page of the guide to the school. Parents are to keep the 
guide as reference and to remind the child of the policies specially, in relation to 
behavior. 
 
The Board of Directors believes that an effective instructional program requires an 
orderly and safe school environment. The staff and administration have developed the 
following guidelines for pupil conduct on school property and at all school sponsored 
activities. This notice is to inform the students and the parents of the rules of this 
school regarding pupil conduct and possible consequences for breaking these rules. 
 

General Responsibilities: 
 

� Students will show respect for the school’s staff, property, and each other. 



 

 

� Students will use socially acceptable behavior (no fighting, pushing, 
harassing others, inappropriate language or gestures, etc.). 

� Students will use good manners. 
� Gum chewing is not allowed on school property. 
� Dress Code – School attire should be neat, clean, and appropriate. 
� If a student is late to school, the parent must bring the child to the office, 

and the child must obtain a late pass from the office. 
� Students will follow all safety procedures (fire drills, playground, etc.). 
� Items which are hazardous to others or interfere with school procedures are 

not allowed and will be confiscated. The method of return is at the teacher’s 
discretion.  Some examples are toys, sharp objects, radios, etc. 

 
Classroom Responsibilities 

 
All teachers will explain their own set of rules for their classrooms.  Remember that 
different grade levels may have slightly different expectations of students. 
 
Lunchtime Behavior: 
 

� Students will keep voices at a reasonable level. 
� Students will remain seated unless instructed to do otherwise. 
� Students will clean up their eating areas. 
� Students will use appropriate table manners at all times (throwing food, 

playing with food, and being disruptive will not be tolerated). Repeated 
disruption can result in a one (1) day suspension. 

 
Bathroom Responsibilities: 

� Students will have a classroom pass to use the bathroom. 
� Students will use the bathroom properly. 
� Students will wash their hands before leaving the bathroom. 
� Students will place used paper towels in the wastebasket. 
� Students who are found to misuse the bathroom will be asked to clean it. 

Repeated misuse will result in suspension up to five (5) days. 
 
 

Conduct during Prayer 
 

� Pray quietly and respectfully (no talking, shouting, yelling). 
� Pray safely (no running, pushing, shoving, leaving the Masjid without permission, 

etc.). 
� Pray appropriately (no unnecessary movements, etc.). 
� Repeated misbehavior during Salaah can result in suspension up to five (5) 

days. 
 
 

Morning Routine 
 



 

 

The children should be on the school premises by 7:45am. They are supposed to have 
had their ablution at home. As soon as they arrive they will go to their classrooms, put 
their book-bags and lunch boxes down, then they will proceed to the area for the Quran 
recitation under teacher supervision. The teachers will be waiting and ready to receive 
their classes at 8:05 am. 

Salaah Routine 
 
By 12:00 pm the children of primary should be ready to offer the Zuhr (noon) prayer. 
Each teacher, except Pre-K teachers, will accompany his/her class to the musallah. 
They will line up along the corridors. Those who need to perform ablution will be sent 
to the restroom. When all the students of a class are ready, they will be admitted to the 
musallah. While the children are in the musallah some teachers will supervise them. 
After the prayer they will be dismissed starting from the oldest to youngest. Each 
teacher will be waiting for his/her students to accompany them to their classes. 
 

Special Routine for Friday 
 
The daily morning routine will apply on Friday also until 11:30 am. Regular classes 
will end by 11:30 am after which students will take lunch. After that classroom 
teachers will start sending batches of students to the restrooms to perform ablution. By 
12:10 pm, they should be back in class and the class will proceed to the Musallah. 
Each teacher, except Pre-K and nursery classes who will remain in their classes, will 
accompany his/her class to the musallah. The male teachers will be receive and 
supervise the boys and the females the girls. First  and second graders will stay with 
their own teachers. Students will listen to the Qur’an recitation, make zikr, dua and 
listen to the Khutbah attentively. 
 
After the prayer the teachers are to take the students back to their classes and continue 
their regular schedule until dismissal. They may use some time to let students interact 
with concepts/topic dealt with in the Khutbah. 
 

Playground Safety Rules 
 
Students may enjoy the use of the play area if certain safety rules are followed.  Those 
who violate these safety rules or act aggressively toward others will not be allowed to 
participate in playground activities. 

� Students will listen and respond to the teacher/adult on duty. 
� Students will use all equipment properly and safely. 
� Students will cooperate and use good manners (including sharing equipment, 

no fighting, no inappropriate language or gestures, etc.). 
� Students will stay within the boundaries of the play area. 

 
General Disciplinary Guidelines on the Play area 

 
For those students who purposely choose to ignore school policies, there will be 
consequences for making the wrong decisions. As a result, it is expected that future 
decisions will be more carefully chosen.   
 



 

 

All disciplinary actions will be carried out in a fair and sensitive manner, reflecting the 
age and maturity of the pupil and the nature of the misconduct. 
Students will be warned by the teacher about inappropriate behavior and may receive a 
time out or lose recess time. 
Additional measures may be taken at the discretion of the teacher. 
 
If the situation continues, the teacher will notify the parent by telephone or in writing. 
 
If a student’s violation of the school rules is severe, he or she will be referred to the 
administration.   
 
Possible actions may include: 
 

� Verbal Reprimand 
� Lunch/Recess Detention 
� Parental Contact 
� After School Detention (1 or more days) 
� Suspension with a letter (in-school or out-of-school) 

 
Our School Pride 

 
We must demonstrate, at all times, respect for our school. This is especially important 
when we have parents and guests visiting and/or praying at our school. We can do this 
by following our school rules at all times; by keeping the school building neat, clean 
and litter-free, and by being well behaved citizens of  ISA Islamic School. 
 
 
 
Our dear parents, certainly your support, cooperation and active involvement in your 
child’s education, will significantly improve the education and training; discipline and 
conduct; and  moral and spiritual growth of your child. May Allah help you to fulfill 
this Amaanah. 
 
 

PARENT – STUDENT ACKNOWLEDGEMENT 

 
 

STUDENT CODE OF CONDUCT 
 

Please sign and return this page to the administration. 
 
We acknowledge receipt of the “Student Code of Conduct” and we have read these 
guidelines.  
 
As a parent, I have discussed the guidelines with my child. 
 



 

 

 
Student Name or Signature:........................................................................                               
 
 
Date:............../.............../.................       
  
 
  
Parent Signature:.......................................................................................    
 
 
Date:................./.............../................ 
 
 
 
 
 
 
 
 
Note to Parents: Please have your child(ren) sign this page  with the date, as well as 
yours, and return to the Office. Thank you. 
 
Principal 
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APPENDIX I 
ISA ISLAMIC SCHOOL  

 
Student’s Accident/Incident Report 

 
ACCIDENT/INCIDENT INFORMATION 

Student’s Name  Grade  
Date  Time  
Location  
Brief Description 

 
 
 
 
 
 
 

 
Action(s) Taken 



 

 

Called:  Paramedic    Abuse Hotline   Parent/Guardian   Other 
(Specify)_____________________ 
Time:         ___________         _____________          ______________             ____________ 

Medical Treatment/First Aid (specify below): 

 
 
 

Witness(es)’s (List): 1.                                        2.                                   3. 
    4.                            5.                                        6.                                   7.          

Parent’s/Guardian’s Response(s): 
 
 
 
 
 
 

Signatures: 
 
Student: ......................................................................       Date:........../.........../............ 
 
Parent/Guardian: ......................................................         Date:........../.........../............ 
 
Teacher/Staff:.............................................................       Date:........../.........../............ 
 
Principal::.....................................................................      Date:........../.........../............    
 
 

APPENDIX II 
ISA ISLAMIC SCHOOL 

STUDENT’S BEHAVIOR REPORT FORM  
 
This report indicates the behavior problems displayed in school today. The 
unacceptable behavior is categorized as either a minor or major  infraction. This report 
is only sent home after your child had received three (3) warnings for the same 
infraction(s). There is no warning for a major infraction. A major infraction will 
result in a parent-teacher conference and appropriate disciplinary action. 
 
                                                                                              Grade:....................             
Student’s Name:............................................................................Date:. ........./.........../..........    
 

Minor Infractions:  
_________Littering the classroom floor. 
_________Eating/Chewing in the class. 
_________Talking out of turn. 
_________Disobeying school staff. 
_________Teasing other students. 
_________Not wearing the school uniform. 
_________Bothering other students. 



 

 

_________Play fighting. 
_________Name calling. 
_________Hitting other students/or not keeping hands to him/herself. 
_________Not paying attention in class, including Quran, etc. 
_________Behaving improperly during and in salah. 
_________Not taking care of personal possessions. 
 

Major Infractions:  
_________Cheating. 
_________Being rude to staff member(s). 
_________Telling lies. 
_________Stealing. 
_________Fighting. 
_________Damaging school property. 
_________Using and/or writing profane language. 
_________Possessing and/or using, or selling dangerous weapon(s). 
_________Possessing and/or using, or selling drugs. 
_________Being abusive to others. 
 

Conference with parent(s)/guardian(s):  YES    NO 
 
If yes, state the following:  Date:________/________/________   Time:_________am/pm. 
 
________________         _________________          _________________   
______/______/_____ 
Teacher’s Signature            Parent’s Signature             Student’s Signature              Date 
 
Principal’s Comments, with Date: 
 

APPENDIX III 
 

ISA ISLAMIC SCHOOL 
_______/______/_______ 

Dear Parents, 
 
                  Assalamu Alikum 
 

Subject: Student’s Disciplinary Referral Notice 
 
Please be advised that your child,..........................................., Grade............., has been 
given three (3) verbal warnings regarding infractions in the areas indicated below and 
is subject to the consequences listed. 
 
__________In appropriate school attire: The student will be sent to the office and 
may not return to the classroom until he/she is in the proper school attire. 
 
__________Excessive absenteeism: The student may not receive a report card for the 
marking in which the student was absent for twenty (20) or more days. 
 



 

 

__________Excessive tardiness: The student is required to arrive no later than 
8:00am, otherwise he/she will be marked as being tardy. After five (5) days of 
tardiness, the student will lose eligibility for the perfect attendance award. 
 
__________Excessive tardiness at departure time: The student is required to be 
picked up from school by 3:00pm. 
 
___________Inappropriate behavior:  The student’s misbehavior is listed below: 
                                
_____________________________________________________________________ 
                                 
_____________________________________________________________________ 
 
Please speak to your child about the above matter(s). Please sign below and return to 
your this form to the child’s teacher. 
_________________________________             _________/__________/__________ 
Parent’s Signature                                                                                 Date 
 
Thank you for your continued support. 
 
Yours sincerely, 
_________________________                                    
Teacher’s Signature             
 
 
 

APPENDIX IV 
ISA ISLAMIC SCHOOL  

 
STUDENT’S REFERRAL TO THE PRINCIPAL FORM 

 
Date:_______/______/_______. 

 
Note:  1. This form is to be used whenever a teacher refers a student to the office for corrective and /or illness reasons. 

1. The child should only be referred to the Office, for disciplinary purposes, after the teacher has exhausted all          
efforts to correct the child’s behavior. 

2. This form will be placed in the child’s file. 
 

 
1. Name of Student: ....................................................................................         2. Grade: ........................ 
 
3. Reason for referral: ................................................................................................................................... 
 
....................................................................................................................................................................... 
 
........................................................................................................................................................................ 
 
4. Action(s) taken by Teacher: ..................................................................................................................... 
 
....................................................................................................................................................................... 
 
........................................................................................................................................................................ 



 

 

 
Signature of Teacher: .......................................................................       
Date:________/________/_______ . 
 
 
 

 
Action taken by Office:   (Circle appropriate areas)  

 
• Asked to fill-out the “Self Examination Form”. 
• Discussed the ramifications of the offence with the student and encouraged student to behave 

appropriately. 
• Denied privileges at the class level. 
• Denied privileges school level. 
• Assigned to special tasks: a. write lines, 

                                    b. write apology to teacher/class, 
                                    c. clean dining area, 
                                    d. clean the bathrooms,  
                                    e. report to detention class for .......... day(s). 

• If this is a repeated offender, the parent is contacted and child is placed on internal suspension. 
The child and parent/guardian will sign a “Discipline Agreement Form”. 

• Repeated offence will result in external suspension for .........day(s). 
The child and parent/guardian will sign a “Discipline Agreement Form”. 
 

 
Signature of Principal: .....................................................................       
Date:________/________/_______ . 
 
 
 
 
 
 

 
APPENDIX V 

ISA ISLAMIC SCHOOL 
 

Student’s Disciplinary Record Form** 
 

Student’s Name:___________________________________________  
Grade:_______ 
 
Date Behavior Problem Action(s) Taken 
 
 

  

 
 

  

 
 

  

 
 

  



 

 

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

  
**At the end of the year this form will be placed in the child’s file. 
 

APPENDIX VI 
ISA ISLAMIC SCHOOL 

 
Student’s Internet Consent Form 

 
ISA ISLAMIC SCHOOL is committed to providing its students with access to 
advances in information technology. For this reason, we are offering Internet 
researching to support  the educational and informational needs of our students. 
 
ISA ISLAMIC SCHOOL does not control the ideas, information, and images which 
are available on the Internet. The computers are equipped with filtering devices, but 
there is no guarantee that the devices will block all objectionable materials. 
 
In order to meet our responsibility to the students and parents, it is the policy of the 
ISA ISLAMIC SCHOOL to require students to submit a consent form signed by their 
parent(s) or guardian(s) in order for them to use the Internet on our computers. 
 



 

 

Cut 
Here................................................................................................................................... 
Dear Principal, 
                      Assakamu Alikum. 
 

Internet Usage at ISA ISLAMIC SCHOOL 
 

Student’s Name:________________________________________   
Grade:__________ 
 
As parent(s)/guardian(s) of the above named student, I understand that there is a 
filtering software on the computers and that this software offers limited protection. 
 
I also understand that it is my responsibility, as parent(s)/or guardian(s) to advise my 
child to use the Internet correctly. I will not hold ISA ISLAMIC SCHOOL liable for 
any claim of any nature that is related to my child’s use of the Internet, at ISA 
ISLAMIC SCHOOL 
 
I understand that if my child does not confirm to ethical use of the Internet that 
appropriate disciplinary action will be taken. 
 
I hereby give permission for my child to access the Internet at the ISA ISLAMIC 
SCHOOL 
_______________________________________________________________________________ 
Parent’s/Guardian’s Name (PLEASE PRINT) 
 
______________________________________                              ________/_________/__________ 
Parent’s/Guardian’s Signature                                                         Date                     
 

APPENDIX VII  
                                             OFFICE STAFF AND FACULTY MEMBERS 


