    South East Essex Cultural Centre Welcome Pack
* * * Assalamu Alaikum wa Rahmatullahi wa Barakatuhu * * *

On behalf of South East Essex Cultural centre, we extend to you the warmest of welcomes.

*  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *

Following is information which will insha’Allah provide you with a brief detail of some of our policies and procedures. You will need to familiarize yourself with these, as they will provide guidance during the initial few weeks of your time with us. 

* * * WHAT TO BRING* * *

Please make sure your child is equipped with all the necessary equipments for learning such as pens, books and a snack for snack time. If you have a SEECC homework bag, make sure your child always brings it with them. Girls should have a headscarf as we will all pray together at the end of the lessons insha’ Allah.
* * * WHAT TO WEAR * * *

We always encourage children to come in wearing any traditional Islamic dress. Girls from age seven should come in wearing modest clothes with the scarf. Please do not send your child dressed in clothes with pictures of living things or un-islamic logos. They may be sent home if it is deemed to be offensive. 

* * * PICK UP AND DROP OF PROCEDURE * * *

Children will be expected to be seated in their classrooms by 9.25 in order for the registration to be taken at 9.30am
All children will be shown where to go and given their classroom number on the first week along with the names of their teachers.

We wish to invite all parents to join in the assembly and salaat. This will be from 1.00 to 1.45. The children will be brought into the hall by the teachers and asked to sit in their class groups during the assembly.

We will then ask all parents to leave promptly so that we may clean the hall. If you need to speak to the teacher, or a teacher has requested a short meeting, this will take place in the eating area of the Hall.

All children under the age of 11 must be dropped off and picked up. We will not allow any child to leave the main hall after salaat unaccompanied. Children who live locally and are allowed to make their own way to the school must have a letter from their parents to confirm this.

We will not allow your child to leave the premises with anyone that is not known to us. Please make sure you fill in the correct details on the registration form of those persons allowed to collect your child to enable us to ensure their safety.

* * * ATTENDANCE * * *

We at SEECC expect all children to arrive on time with all their equipment. Registration is at 9.30 for the first class and every teacher will then take a register for each class.

To discourage poor punctuality and the disturbances caused to the teachers and students as a result of lateness, we ask the parents to sign the latebook in the main Assembly Hall if they are late. If the child is late, they will be asked to stay in the Hall until the next lesson. The parents should make every effort to make sure their child is on time as the attendance will be recorded.
Continued lateness will result in the Headteacher having a meeting with the parents to discuss the problem.

* * * ROUTINE * * *

Each class has a set timetable which has been attached to the back of this pack. On occasions routine may vary due to other circumstances. 

* * * SNACKS * * *

You may wish your child to have a mid-morning snack at break time, If so, please bring the snack in a lunch bag so as to ensure work books do not get damaged.
When providing snacks for your child, please be aware that SEECC does not allow fizzy drinks and prefers your child to have a healthy snack.

* Your child’s Lunch box/bag  needs to be labelled with your child’s name!

* * * CLASS RULES * * *

We have a few simple rules which your children will come to learn. These are to encourage them to respect other people and the things they use. 

We understand that children are learning and will not always know or achieve acceptable behaviour. Although sanctions will be used when behaviour is unacceptable this will be imposed according to the age of the child concerned. It is slightly different between the early years, primary years and secondary years .Please refer to the behaviour policy for a more detailed explanation. 

Inappropriate behaviour has a great impact on learning and on social development hence it is essential to help children to overcome their difficulties whenever possible. Teachers will always praise children for any positive attitude, as well as rewarding them with good deed stickers, certificates, or rewards. 

Suspension leading to expulsion from SEECC can occur if the act is severe enough. Bullying, Bad language, Violence or Stealing will not be tolerated.   

* * * PARTICIPATION * * *
SEECC is a supplementary school. We require the help and participation of parents, not only with their child’s homework during the week, but in voluntary activities too. For example, fundraising events, cleaning, Eid parties etc.
* * * CONTACT * * * 

Details and contact numbers for members of staff can be found at the front of your child’s homework diary. For any other queries please contact the Headteacher and we will direct the concern to the appropriate person insha’Allah.

* * * COMPLAINTS/COMMENTS/SUGGESTIONS * * *

Complaints or concerns should first be verbally made to the appropriate person, without involving other parties. This would generally be your child’s teacher if it is regarding any aspect of classroom behaviour. If you are not entirely satisfied with the result you would then need to send in a written formal letter to the Head teacher and follow the’ Complaints Procedure.’ 

SEECC welcomes comments and suggestions and these can be made anonymously through the comments and suggestions box which will be regularly checked by management staff. The comments and suggestions box is for comments and suggestions only and not for complaints.

Please bear in mind and adhere to Islamic criteria when voicing your concerns. Avoid spreading unsubstantiated rumours which only results in unnecessarily damaging the reputation of SEECC. Ensure that your criticism/complaints are constructive and not damaging by avoiding publicizing and magnifying the matter. 

The above criteria, based on Qur’an and Sunnah aims to protect SEECC and individuals and shield us from the destruction caused by rumours and bad publicity, which would inevitably lead to its demise, the greatest losers being our children.

“Not a word does he/she utter but there is a watcher by Him ready to record it”.       (Surah Qaaf)
* * * ASSESSMENTS * * * 

After your child’s initial assessment at the start of their time with us, regular progress assessments are made approximately every term. 

Progress reports are given to parents at organised Parents days, together with  assessment results. You will also have the opportunity to discuss your child’s progress with their teachers at this time. 

* * *  Teacher Contact * * *

You may on occasions need to contact your child’s teacher during term time. However we advise this should be kept to important issues only, as you can imagine, teachers are extremely busy and many issues can easily wait to be discussed at organised parents’ days. The teacher will put a contact number in the child’s homework diaries, and a time slot in which they will answer calls relating to the school.

* * * FEES * * *

Fees will be collected on the FIRST OF EVERY MONTH via standing order. Standing order details must be completed during the registration day. Details of fees can be found in the SEECC registration pack.
* * * SEECC POLICIES * * *

It should be noted that the daily running of SEECC may on occasions be subject to temporary alterations due to unforeseen circumstances.

Copies of SEECC policies and procedures on Discipline and Attendance are available for all parents upon request. 

Policies may be reviewed from time to time. 
* * * RULES * * *

Rules are worded positively to remind children what is expected of them. Reasons are given, particularly when Health and Safety issues need to be understood.

All members of staff have agreed to the following rules for each class and for the centre

1. Noise Rule: Children and staff use their talking voices inside SEECC classrooms.

2. Speaking and Listening Rule: Always listen to the teacher and others by

· putting your hand up when you want to speak

· looking at the person who is speaking

· keeping your hands to yourself

3. Walking Rule: We always walk quietly and in silence when asked to. We never run from one class to another.

4. Take Care Rule: We look after our classrooms by caring for SEECC property, books and other equipment.

5. Respect Rule:
· We treat others, as we would like to be treated ourselves.

· We are careful not to hurt others physically.

· We will not speak to anyone in a horrible way or use unkind words.

6. Safety Rule: We will keep our hands, feet and objects to ourselves. 

* * * A FINAL WORD * * *

No doubt, the success of SEECC is wholly in the hands of Allah (swt), but we are asking you as parents to do your share in whatever means available to you in order to support and secure your child’s education and the future of the rising UMMAH... Insha’Allah.

OUR FINAL SUPPLICATION AND ALL PRAISES BE TO THE MASTER OF THE UNIVERSE ALONE AND PEACE AND BLESSINGS BE UPON OUR PROPHET MOHAMMAD (saw), HIS FAMILY AND HIS COMPANIONS. Ameen. 
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                                  SEECC TIMETABLE 2011
TO BE UPDATED

	
	9.30 – 10.30
	10.30 – 11.30
	break
	12.00- 1.00pm
	1.00- 1.45

Assembly and Salaat
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