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V. Case Study

A case is arecord of an actual situation complete with issues that have actually been
faced. However, it offers no conclusion. The record includes facts, opinions, and
prejudices upon which viewpoints are developed and decisions must depend.

A. How to Develop a Case

To develop a case, write out a concise and accurate description of each of the follow-
ing items: the central issue, situation, background, and documentation.

Note that the central issue relates to the main problem to be solved. The situation
is the events, circumstances, characters, actions, and dialogue from which the central
issue evolves. The background refers to basic information related to the work environ-
ment and relevant to the case situation. The documentation consists of exhibits that
support the case situation.

B. When to Use the Case Method

The case study technique is used when the training objective is to develop analytical
thinking, problem-solving, and decision-making skills. The participants should be
capable of using logical skills to analyze information. In addition, the group should be
small enough for an effective discussion of the case.

The case method offers an opportunity to make decisions without damaging an ac-

tual situation. One can practice resolving problems of a certain nature by use of similar
cases.

The method requires a case that is clearly written, a facilitator who has the ex-

perience to direct discussion to the central issue, and participants who can verbalize
their ideas.

C. How to Prepare a Case

To develop a case, we first identify the objectives of the session. After this, we
choose one or more relevant cases in the field of interest. We then plan our research
for the case situation, background, and documentation. Finally, we conduct the re-

search and write out the case. Before we use the case, we must evaluate it for
suitability.
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D. How to Conduct a Successful Case Method Session

First we introduce the session objectives and the case study technique. Then we
read the case, preferably aloud, to the group. Next we discuss the case in order to arrive
at one or more solutions to the problem. At the end, we summarize the session and
highlight the conclusions.
.

Sample Worksheet: How To Develop A Case

Write out descriptions of each item below, concisely and accurately. For extra
space, use an additional sheet and number the items. An example is shown below.

ITEM / DESCRIPTION:

1. Central issue

The MSA needs a permanent site for its proposed general secretariat.

2. Situation

The space and facilities at the present headquarters are no longer sufficient.
Expansion required to deliver services is not possible. The location is not at-
tractive for volunteers or visitors.

3. Background

The headquarters is housed in the mosque in Gary, Indiana, purchased by
the MSA in the late 1960s. The main floor has an office for the director, a
masjid, and a fixed seating auditorium. The basement has a work area for
the secretary, toilets and showers, kitchen and dining area, and storage. The

neighborhood is somewhat stagnant. The available land does not allow sig-
nificant expansion.

4. Documentation

Report of the planning committee on plans for the general secretariat, report
of the headquarters site selection committee, report of the director on the

present use of space, and unpublished surveys of active members about their
expectations from the MSA.

S. Comments
Review criteria for the selection of suitable site and examine conclusions.

316 Training Guide for Islamic Workers




Chapter 3 0

VL Defining Instructional Groups

Training groups can be formed and seated in at least three distinct ways depending
on the interaction between the instructor and the trainees. These groups are shown
below. The circles represent the instructor and the squares represent the students.

A

When the instructor
e must convey a lot of
information
e must train a large group
e is an expert on the subject
e is aided by high quality media

‘ When the trainees must
e break into small groups
e learn from one another
e have high-level expertise
e have high-level experience

. : When during training
e directions are needed

e problem needs clarification
e new content needs definition
e trainees act as a group
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QUESTIONS FOR DISCUSSION

1. What are the three major factors in good training?

2. What are the three major factors in adult learning?

3. What are the three most common training techniques?

4. How does a workshop differ from a conference?

5. Which technique generates the maximum trainer-trainee interaction? Why?
6. Which technique generates the minimum trainer-trainee interaction? Why?
7. What four items must you consider in developing a case?

8. Under what conditions should a case be used in training?

COMPREHENSION EXERCISE

AS A TRAINER FOR A LARGE 1. Pick four possible training tech-
MEMBERSHIP ORGANIZATION SER- niques that you may use.
VING THE MUSLIM PUBLIC, YOU
WANT TO TRAIN A LARGE NUMBER 2. Rank them in order of likely effec-
OF VOLUNTEERS IN THE USE OF tiveness and explain your ranking.
MEDIA TO INFLUENCE PUBLIC '
OPINION ON CERTAIN ISSUES. YOU 3. Write the text for an announcement
HAVE A TIGHT BUDGET, LIMITED to the trainees.
ACCESS TO VOLUNTEERS, RES-
TRICTED TRAINING FACILITIES, 4. Develop a case study that may be
AND TWO ASSOCIATE TRAINERS. used in this situation.
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How to Plan and Implement a Training
Program

L. Effective Program Planning
A. Basic Principles
B. Step-by-Step Procedure
IL. Implementation
A. Resource Constraints
B. Action Tracking

( LEARNING OBJECTIVES A

On completing this chapter, you should be able to:
e identify various parts of the program you must plan for
e develop a practical schedule of activities
e establish a method of following up on implementation

-

L. Effective Program Planning
A. Basic Principles
Effective planning of programs always develops directly out of the interests and

needs of the prospective audience. Programs are best planned in terms of topics
satisfying stated needs, not in terms of available resource persons.

How to Plan and Implement a Training Program 319



Part Four

Those who will carry out the program and participate in it must be able to con-
tribute to the making of the plan. We work most enthusiastically for programs we
have made or helped make. We should fully record the planning process in order for
it to serve in evaluating the program and guiding future programs.

B. Step-by-Step Procedure

We should outline plans for the year or a longer period in order to tie individual
programs into an integrated plan with a long-range goal.

Most failures in program planning occur when the details of how the program will be
organized have not been thought through. Most of the time, this calls for detailed
answers to “Who? What? When? Where? Why? How? and How Much?”

Issues of central concern in planning a program are:

a. Time: Set up a time line covering deadlines for completion of tasks and ac-
tivities necessary for the execution of the program.

b. Funds: Estimate cost for the program, identify possible sources of funds, set
up a budget, and plan for contingencies and obligations in case of a cancellation.

c. Space and Equipment: Reserve facilities for all elements of the program and
arrange equipment and necessary electrical requirements.

d. Leadership: Assign tasks and responsibilities to those capable of leading
others to work. Distribute assignments among several people without split-
ting them to the extent that coordination may become difficult.

e. Materials: Obtain in advance literature and other training materials for ref-
erence and distribution at the program.

f. Evaluation: Identify criteria to be used for assessing the success or failure of
the program.

II. Implementation

A. Resource Constraints

The availability of resources for program planning is often the principal constraint
on what can be done. These include, other than financial means, speakers, resource
people, ideas and guidance, films, printed matter, and the like. The planning com-
mittee for the program should know where to get the following:

a. Up-to-date files and records of all available sources and resources.

b. Membership list with information about special qualifications, interests, and
experience of members.

c. Library and clipping systems of books, periodicals, and pamphlets on sub-
jects of interest and other programs.

d. Filing system that maintains statements of policy and objectives, legislation
affecting the organization, and records of its past efforts and achievements.
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e. Directory of resource people with leadership roles or needed expertise from
outside the organization.

f. Catalog of supplementary sources like films, books, tapes, and the like. Some
of these may be available from the national headquarters of the local or-

ganization, the local library, related government agencies, colleges, and busi-
nesses.

The financial means available for planning and implementing a training program
is often the most serious constraint. To overcome this limitation, we must work out a
budget of income and expenses in the early stages of planning. If a deficit is indi-
cated, we must review cost-cutting possibilities in expenses and launch an effort to
raise additional funds either in cash or in kind, like airline tickets, printed materials,
telephone bills, secretarial help, etc.

B. Action Tracking

A plan is only as good as the way it is implemented. Implementation calls for ac-
tion. A checklist or a chart with stated responsibilities and deadlines helps monitor
progress. When possible, we should assign one individual the task of checking
progress of all actions and reporting any deviations from planned activity.

SAMPLE OF ACTION TRACKING CHART
(Add more details as needed to keep track of action)
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A SAMPLE DAILY PROGRAM
SUGGESTED FORMAT
Wake up
Iqamabh for Salat al Fajr

8:30- 9:00 am
9:15 - 10:30
10:30 - 11:00
11:00 - 12:30 pm
1:00

4:15- 6:00

7:30- 8:30
9:30- 945
10:00
10:15

Brief reminder (10 min.)

Qur’anic study Circle (30 min.)

Wash up (30 to 45 min.)

Breakfast

Session I

Break

Session II

Iqamah for Salat al Zuhr

Lunch

Free Time —sports

Igamah for Salat al ‘Asr

Session III — Workshops (3 to 4 groups)
Iqamah for Salat al Maghrib

Dinner

Session IV —Reports from each group
Bvaluation and reflection

Igamabh for Salat al ‘Isha’

Required rest
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THE BOTTOM LINE!

When all is said and done, it does not matter how hard we worked, or how
well we planned. What matters is what we achieved. And we cannot achieve
unless we implement.

REMEMBER!

The ability to “implement” is an

adership

eleMI
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QUESTIONS FOR DISCUSSION

1. Who should be involved in designing the program?

2. How can you use a time line in program development?
3. What are the principal resource constraints in planning?
4. How can you use a checklist to help implement the plan?

COMPREHENSION EXERCISE

THE VICE-PRESIDENT FOR TRAIN-
ING AT THE UNITED CENTRAL
SOCIETY HAS DECIDED TO HOLD A
THREE-DAY PERSONAL PRODUC-
TIVITY TRAINING PROGRAM IN A
CONFERENCE CENTER IN A SMALL
TOWN. THE TRAINEES WILL BE THE
PRESIDENTS OF THIRTY LOCAL
UNITS WITHIN A 300-MILE RADIUS.
THE PARTICIPATION FEE IS SET AT
$45 PER PERSON AND THE HONO-
RARIUM FOR THE TWO OUTSIDE
TRAINERS IS $750 EACH.

1. Name five checklists and charts you
could use to plan and implement
the above program.

2. Design the program, including a
schedule of activities.

3. Draw up a budget showing all
incomes and expenses.

4. Write a motivating letter to the par-
ticipants explaining to them the
highlights of your program.

324

Training Guide for Islamic Workers




The Youth Camp in Theory and Practice

The Youth Camp has become a venerable institution in Islamic work. Even though
not restricted to training per se, most types of youth camps are oriented to developing
leadership qualities and skills. For some, the youth camp is an opportunity to rein-
force existing proficiencies and practice them in a model setting.

This part of the Guide deals with the purpose of the youth camp, preparation, program
design, participation, curriculum and projects, and its evaluation. A chapter on Islamic
manners is also included. The discussion lays down the foundation for understanding youth
camps and using them to train for leadership.




PART FIVE: THE YOUTH CAMP
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Chapter 32

Purpose of the Youth Camp

I. Purpose

II. Recommended Subjects
A. Islamic and General Knowledge
B. Physical Education and Arts
C. Management and Organizational Skills
D. Community Projects
E. Special Assistance
III. List of References

" LEARNING OBJECTIVES W

On completing this chapter, you should be able to:
e define the purpose of a youth camp
e determine what kind of training can be given in the camp
\___® specify areas of training and their place in the program )

L. Purpose

The youth camp is one of the most effective methods for the Islamic training of
young potential leaders. The camp is a combination of a special type of environment
and a package of planned activities for the youth. We generally organize youth
camps with the following objectives in mind:

= To increase the participants’ faith, knowledge, and commitment to Islam

through guided living;

= To develop an Islamic personality;

= To develop skills required for Islamic work;

= 'To provide opportunities to gain general experience in cooperative living; and
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= To develop an understanding and provide an opportunity for the natural
development of true Islamic brotherhood and sisterhood.

The principal purpose of the youth camp is to achieve these objectives through one
or more of the following means:
a. Education in Islamics and training in general skills and physical arts;
b. Training in management and organizational skills;
c. Experience through involvement in community affairs; and
d. Special programs to assist the youth.

We should select appropriate topics for various presentations during the camp pro-
gram according to the need, environment, age group, and level of understanding of the
participants. In addition, assigning camp participants to individual or collective
projects for social work in the community immediately surrounding the camp site is a
valuable training concept. Any community can offer a number of such projects. Itis
advisable to make initial contacts with local agencies ahead of time to facilitate arrange-
ments for social work during the camp. Most agencies will welcome the help. We give
below a list of possible subjects and projects. After reviewing the list, try this exercise:
Make your own list of particular items to respond to the needs of a youth camp that you
might have to plan.

II. Recommended Subjects

A. Islamic and General Knowledge
Review of Islamic Literature
Rising above Cultural Barriers
World Affairs and Issues
Unity of Muslims
Contemporary Situation of the Muslim Ummah
Concept of Tawhid
Islamic Brotherhood: How to Achieve It
Basic Beliefs
Sources of Islamic Shari‘ah
Love of Allah Subhanahu wa Ta‘ala
Figh of Salah
Concept and Purpose of Life in Islam
Love of the Prophet (SAW)
Figh of Siyam
Qur’an and Hadith
How Islam Was Spread
Lessons from the Sirah
Siyam
Islamic Da‘wah —Our Responsibility
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Islamic Resurgence

Sabr

Figh of Niyah (Intention) and Taharah (Purity)
How to Build an Islamic Personality
What is a Muslim Family

Dedication of Sahabah (Companions of the Prophet [PBUH])
Figh of Zakah and Hajj

Prohibitions in Islam

Nasihah

Islam and Other Religions

Islamic Movements

Role of a Muslim — Especially the Youth
Dhikr

Hijrah: A Turning Point

Status of Women in Islam

Pursuit of Knowledge

Life of Muhammad (SAW)

Punishment in Islam

Economic System of Islam

Islamic Da‘wah

Social and Political Systems of Islam
Shura and Leadership in Islam

Muslim State

Organization in Islam

Difference of Opinion vs. Tolerance

B. Physical Education and Arts
Arts
Calligraphy
Scouting
Self-Defense
First Aid
Recreation in Islam
Islamic Approach to Martial Arts
Sports in Islam

C. Management and Organizational Skills

A number of subjects in this area can be selected from this Guide. Only additional
ideas are suggested below.

Preparing Budgets
Organizing Groups
Preparing a Calendar of Activities
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Writing Proposals
How to Serve through Islamic Organizations
Group Dynamics

D. Community Projects
Routine Work at Islamic Centers
Help with ‘Id Functions
Assistance in Transportation
Message Delivery
News Reporting
Disseminating Information
Visiting to Strengthen Islamic Bonds
Baby-sitting
First Aid
Children’s Schools
General Behavior (Workshop)
Being a Parent — Your Responsibilities
Combining Motherhood and Career
Careers —How to Choose Them
Participating in Lobbying Efforts
Teaching Self-Development Courses
Volunteering with Scouts
Raising Funds for Local Causes
Feeding the Hungry
Visiting and Assisting Senior Citizens
Helping Refugees
Conducting Literacy Classes
Responding to Defamation of Islam

E. Special Assistance
Opportunities for Self-Development
Public School Problems
Interaction Analysis (Parents, Teachers, Peers, etc.)
Marriage
Family Counseling
Career Counseling
Job Placement
Educational Opportunities and Scholarships
How to Apply to Universities
Loans for Small Business
International/National Youth Activities
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The purpose of a youth camp is to provide a well-rounded program in the areas out-
lined above. The underlying emphasis of the program and all its activities should be
that all our work is for the pleasure of Allah (SWT). We have a responsibility to
prepare ourselves to play a role in this world so as to establish righteousness. With our
efforts will come the help of Allah, as the Qur’an promises:

-
>

That they would certainly be assisted and 5{/)\’- j{(ﬁl{ i u}j@ 93 ",-"n'{;iﬁ;fl @

that O - 1 ;
(3;:1721-1;31)‘?rces they surely must conquer (ol iy ey

III. List of References

Besides the Qur’an, its well-known commentaries, and the well-known hadith
works, a number of reference books may be available in the local community or college
libraries. The current catalog of an established book distributor — such as the Islamic
Book Service in Indianapolis, Indiana, in the U.S.A. — can serve as a valuable source
for making a list of references on various subjects from an Islamic perspective.

Purpose of the Youth Camp 331

e —



Part Five

QUESTIONS FOR DISCUSSION

1. How can youth camp trainees train for community work?
2. In what ways does the camp serve as a forum for advice?
3. What are the three most vital purposes of a youth camp?
4. Can vocational training play a role in such a camp? How?

COMPREHENSION EXERCISE

AS COORDINATOR OF YOUTH AC-
TIVITIES, YOU HAVE BEEN ASKED
TO ARRANGE A PROGRAM FOR THE
YOUTH. YOU DECIDE TO ORGANIZE
A YOUTH CAMP FOR A FULL WEEK
WITH SEVERAL COLLEGE TEACH-
ERS AS PRESENTERS OF VARIOUS
PARTS OF THE PROGRAM. YOU
HAVE BEEN ADVISED THAT THE
PARTICIPATING YOUTH ARENEW TO
YOUTH WORK, STUDY AT VARIOUS
ACADEMIC INSTITUTIONS, ARE
GENERALLY BRIGHT, AND QUITE
PROMISING FOR ISLAMIC WORK.

1

4

Explain why you chose the youth
camp as the training vehicle in this
case.

. State what kind of education and

training you plan to incorporate in
the camp program and in what mix.

. Considering their backgrounds and

potentials, list the ways in which
you can train them for community
work.

Design a checklist to illustrate your
answers to the three questions
above.

332

Training Guide for Islamic Workers




Chapter 33

Camp Preparation — Physical
Arrangements

L. Site Selection

IL. Physical Facilities
A. Space Planning
B. Screen Placement
C. Messaging
D. Rest Rooms

I1I. Budgeting

IV. Selection of Participants
A. Outside the City
B. Inside the City
C. Reception

(" LEARNING OBJECTIVES h

On completing this chapter, you should be able to:

e identify factors essential in the selection of sites

e identify major components of a budget for the camp
L e identify main methods for selection of participants

I. Site Selection

F or the camp to be effective, we must make an effort to select a place which
provides an Islamic environment without any distractions; a place which offers an
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atmosphere of freedom and simplicity where brotherly and sisterly relationships are
enhanced. In addition, the location should offer rooms for meetings, teaching, and
other functions of the camp program. Classrooms, dining hall, gymnasium, lounge
areas, first aid room, library, kitchen, storage room, and offices are the typical needs.
An open area, a water reservoir, and a pleasing landscape are also desirable for out-
door activities and sports.

We could select a site that is located in either a rural area or an urban one. The rural
setting needs a wooded area with some clearing, potable water on site or close by, and
permanent buildings or tent sites suitable for sleeping and all other planned activities.
Mountains, rivers, lakes and the seashore add to potential recreational opportunities
like swimming and hiking. Nearby historical or archaeological sites can offer invalu-
able learning experiences.

On the other hand, urban settings bring together a wide variety of facilities within a
close distance or even within one building. Museums, monuments, parks, factories,
and colleges allow sophisticated programming for the camp. Athletic fields and swim-
ming pools owned by nearby schools or the city can add to what is available on the main
urban site. |

Usually, programs conducted in a rural camp environment are found to be more ef-
fective than those in the urban setting, because the former provides a place which is
open, isolated, and free from everyday disturbances.

We should begin the planning and processing of site selection early, from six months
to ayear before the opening day of the camp. The sponsoring organization should form
a committee for this purpose. This committee may delegate specific tasks such as
search for the site, evaluation of available sites, and negotiations with the favored one
to subcommittees. We should consider factors such as cost, centrality of location, ac-
cessibility and nearness to a large Muslim population, and availability of local man-
power during the site selection phase. The organizers should ensure that participants
are not exposed to scenes such as unclothed swimmers on beaches or swimming pools
in the proximity of the camp. Similarly, areas where crime rates are high must be
avoided.

I1. Physical Facilities

Here are some tips for preparing the physical facilities:
A. Space Planning

Each type of activity needs a certain size and kind of space. For meetings, as an ex-
ample, we determine the room size by calculating the square feet of space required
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for sitting, locating equipment, and walking around. The room should not be too big,
just as it should not be too small. We should partition a room that is too big by plac-
ing removable dividers so as to create a cozy feeling of togetherness. Some “rules of
thumb” for space planning are given below:

Receptions About 9-10
Meals About 12 - 13
Theater Seating About 9-10
Classroom Seating About 15 - 17
IConference Seating About 23-25
Prayers About 7- 8

B. Screen Placements

‘Whether it is for slides or transparency presentations or for films, we should place
the screen such that the audience can view it with comfort. Discomfort and strain often
result from screen height, screen distance, or obstructions. The rule of thumb is that
the distance between the screen and front row of seats should be at least twice the width
of the screen; from the front to the back, all rows should be no deeper than four screen
widths. Each row should be no wider than three screen widths. The screen should be
placed just high enough for people in the last row to see the bottom of the screen above
the heads of those sitting in front of them.

C. Messaging

“No interruption” should be the general rule during a program. However, com-
munication with and by the participants may be necessary in certain situations. We can
allow for that by placing an alphabetized message board in a central location and by as-
signing an operator to receive and post messages on the board. It is not advisable to
place a telephone in an instructional area or to read individual messages to the par-
ticipants in such a setting.

D. Rest Rooms

The need for and time of making wudu’ should be a major concern in determining
the size and location of rest rooms. The men’s and women’s rest rooms should be large
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enough to accommodate the participants in each group and allow for children if
present. They should be close enough to the meeting rooms with convenient routes to
the prayer areas.

II1. Budgeting

Preparing a budget and then sticking to it are critical to the successful operation of
a camp program. We should begin by listing all possible sources of expense and
income. The difference between the two must be made up by fund-raising efforts early
in the preparation.

We should use budgeting as a decision-making tool. This is done by examining alter-
natives in buying goods or services and deciding in favor of those that are consistent
with program objectives both in quality and cost.

Generally, travel expenses are a major portion of the camp budget. Efforts made to
minimize them could be very rewarding. Whenever possible, carpooling should be
encouraged. In case of air travel, we must purchase tickets in advance (seven to thirty
days depending on the market) to save significantly. Because of competition, many air-
lines offer bargain fares between selected cities. It pays a lot to shop around.

IV. Selection of Participants

It is expected that candidates for a leadership training camp are already practicing
Muslims. The camp program seeks to make them potential leaders. We must there-
fore select youth not only on the basis of their commitment to Islam but also for their
desire to work for the cause of Islam. We should follow the age limits chosen for the
camp. If the participants’ ages are too far apart, the camp will be difficult to manage
and unlikely to succeed.

One possible selection method would be a competition in the form of an essay or a
quiz. We could hold it on local levels, have local winners compete at a regional level,
and then judge among regional winners nationally. Those scoring above a certain level
could be chosen for camp participation. Regardless of the method, the event must be
widely publicized so that we may select the best from a wide field of candidates.

A. Outside the City

The regional representatives or publicity chairman should contact various organiza-
tions in each city or county through letters, faxes, telegrams, telexes, and phone calls.
Presidents of these organizations should select young Muslims in the chosen age group.
Selection of the participating youth must conform to the established criteria.
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B. Inside the City

The local committee should be asked to contact various Islamic organizations in the
city to assist in selection.

C. Reception

A local reception committee consisting of persons from various local organizations
may be appointed to receive the arriving participants and bring them to the camp. The
camp program may start with a brief opening ceremony. It may be beneficial to invite
local officials to participate in the camp and become familiar with its objectives. After
the opening ceremony, we should thoroughly discuss the purpose, management, and
rules of camp conduct in an orientation session.
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QUESTIONS FOR DISCUSSION

1. What are the major differences between rural and urban sites?
2. Why is a meeting room that is too large as bad as one that is too small?
3. What is the major expense item in most camp budgets? How can you reduce

it?

4. What is one good way to select potentially qualified participants for the

camp?

COMPREHENSION EXERCISE

YOU ARE CHAIRMAN OF A
COMMITTEE TO MAKE PHYSICAL
ARRANGEMENTS FOR THE YOUTH
CAMP. YOU MUST CHOOSE BE-
TWEEN A FEW RECOMMENDED
SITES, PREPARE A BUDGET WITH
A VIEW TO MAKING THE CAMP
SELF-SUFFICIENT, AND SELECT
PARTICIPANTS. THIS IS GOING TO
BE A NATIONAL TRAINING CAMP
FOR THE FUTURE LEADERSHIP.
YOU HAVE SIX MONTHS TO MAKE
ALL ARRANGEMENTS.

1. Explain why you chose the site you
did over others.

2. Prepare a circular to announce the
camp to potential participants. Tell
them what they need to do to

qualify.

3. Develop a budget for the camp. In-
clude an optimum level of spending
and a bare minimum level. Ex-
plain and justify your budget cuts.
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Program Design — General
Considerations

I. Elements of Program Design
A. Basics of Scheduling
B. Speaker Selection
C. Audiovisual Use
D. Sports and Recreation
E. Opening and Closing Sessions

II. How to Make a Daily Program

A. Elements of Program Scheduling
B. How to Put Together the Daily Schedule
C. Suggested Format of Daily Program

/ N
LEARNING OBJECTIVES
On completing this chapter, you should be able to:
e identify the most important considerations in scheduling
e select the right speakers and plan visual aids use
\_ @ make a suitable daily program for the youth camp Y,

L. Elements of Program Design

As stated before, the youth camp is one of the most effective ways of imparting
Islamic leadership training to youth. The phrase “youth camp” generally refers to a pro-
gram of activities spread over a period of one to a few weeks in a somewhat secluded
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setting. The objective is to train potential leaders between twenty and thirty years of
age. The many facets of training have been discussed in the other chapters of this
Guide. This chapter and the other material in this part will focus on the practical
aspects of organizing and managing such youth camps.

A good program is at the heart of a successful youth camp. In this section, we will
deal with some general and specific considerations in making a program and offer an
outline schedule to use. However, we must carefully tailor each program to its
audience and, whenever possible, seek input from that audience. A profile of the
prospective participants helps to determine the level and extent of the program that
will benefit them most.

A program committee of three to five persons, plus a youth representative, should
prepare a program for the camp. The program should be carefully designed to
generate an Islamic attitude, enhance team spirit, contribute to developing an Islamic
personality, and encourage commitment to Islam among the youth. It should be struc-
tured around a well-thought-out curriculum using a variety of training techniques as
discussed in appropriate chapters of this Guide, including lectures, workshops, practi-
cal exercises, demonstrations, and the like. It should also allocate time for sports and
recreational activities.

In the light of the objectives of the camp, appropriate topics may be selected for
presentation. Some suggested topics are listed in another chapter of Part Five.

A. Basics of Scheduling

How to schedule a program has been discussed in details elsewhere in this Guide.
Here we will restate only the basic principles of scheduling a program for ayouth camp.

The dual objective in program scheduling is to simplify the task of managing and
coordinating the various activities and to provide comfort for the participants. Both
concerns aim at improving the learning environment at the camp.

Except for the opening day, daily programming should begin with waking up for
salat al fajr. The early morning beginning takes advantage of the full night’s rest.
Similarly, daily programming should end with salat al ‘isha’, after which participants
should prepare for bed. Personal private study or reading may be allowed only in spe-
cial cases for persons who can function well the next day with reduced sleep. In
between fajr and ‘isha’, periods of rest should be strategically placed before and after
activities that may drain the participant’s energies. A tired audience does not learn
well and a packed program does not fulfil the objectives of the camp.
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The length and nature of the camp will determine how various activities should be
spread out over the entire duration. Generally speaking, the intellectually demanding
activities should be scheduled earlier in the day and on earlier days of the camp. These
include academically-oriented sessions of an hour and a half each which should be
placed in the morning and during times of greatest absorptive capacity of the mind.
Sports, outdoor activities, and recreational events, which may include audiovisual
presentations, should be scheduled during the afternoon and early evening. This takes
advantage of daylight and provides a physically stimulating break between the major
intellectual parts of the day’s program. Whenever possible, the skeleton of the
schedule, including meal and prayer times, should stay the same from day to day for
convenience and to facilitate greater punctuality.

For camps of longer than a week’s duration, a whole day or two may be set aside for
learning excursions to places outside the camp site. This can help break monotony,
offer opportunity to study the environment, and challenge participants to practice
some of the things they have learnt. Another day may be set aside for an open forum
for discussion and exchange of ideas among the trainers and the trainees. Subjects
could range from what has been studied so far to new topics of practical importance to
the Islamic movement and the youth.

The last day of any camp should be an opportunity for the participants to evaluate
the camp experience and to discuss their plans and resolutions with others. This helps
them translate what they have learnt into blueprints for action. In this exercise, they
identify and consider problems peculiar to the social milieu from which they come and
how these affect the Islamic movement locally. Written statements help a discussion of
the salient features among the trainers and the trainees.

B. Speaker Selection

After we have specified a curriculum and set up a schedule, the most important task
is to select speakers, discussants, and other presenters who will be engaged in the task
of training. In this Guide we have discussed the characteristics of trainers and resource
persons.

To identify resource persons, we can enlist the aid of national and international or-
ganizations that maintain lists of qualified speakers. However, it is important to select
speakers who will best communicate with the audience at the proper intellectual and
emotional levels. It is as ineffective to speak to an audience at too high a level as itis to
speak at too low a level. Further, we should select speakers not only for their expertise
in specific subject areas but also their ability to relate to the social, cultural, or political
context of the camp and the participants. It is a good practice to avoid having the same
speaker in several camps. Avoid choosing a speaker just for his famous name.
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C. Audiovisual Use

The types and techniques of audiovisual media have been discussed earlier. Since
camp sites are often less equipped than conference sites, we must pay special attention
to the availability of power, the right kinds of outlets and cords, and backup equipment.
Advance arrangement may be necessary to ensure that the viewing room can be
darkened when required. If advanced technology like computerized projection is to be

used, we should ensure the availability of adequate technical support. All audiovisuals
must be tested in advance on site.

D. Sports and Recreation

Sports and recreational activities form an important part of the camp and should be
properly organized. We should allow reasonable time for them in the program and
make sure appropriate and safe equipment is available on time. We can group the
camp participants into teams for sports like soccer, football, volleyball, basketball,
swimming, and so forth. Even in the case of camps with families present, care should
be taken to guard and control mixing of the sexes Islamically in these and other ac-
tivities or during the camp. Intracamp and, when practical, intercamp competitions
can be a good way to create enthusiasm and the spirit to excel among the players as well
as the nonplaying participants of the camp. We should recognize special efforts and
award prizes to those who perform outstandingly.

E. Opening and Closing Sessions

The opening and closing sessions of the camp are among the most important parts of
the program. We often do not give them the attention they need to be effective.

The opening sessions may begin with the recitation of the Qur’an and translation of
its meaning in the local language. We must select passages as close to the theme of the
camp as possible and plan for the best reciter available to recite them. Then, repre-
sentatives of the host and sponsoring organization should speak to establish their iden-
tity and role in the program. Next, the participants should be adequately oriented to
what is to come by the chairman of the program committee and the chairman of the
physical arrangement committee. We could then introduce selected guests. A model

of such an opening session is shown below. Note that the chairman of the camp should
preside.
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Opening Session: Friday, 2:30-4:00 pm (for example)

2:30 Recitation of the Qur’an followed by translation

2:40 Remarks by an official of the national organization

2:45 Remarks by an official of the local host organization

2:50 Remarks by officials of other sponsoring organizations

3:00 Orientation talk by program committee chairman,
assignment of groups, and allocation of individual
responsibilities

3:15 Orientation talk by camp committee chairman

3:40 Introduction of selected guests by camp chairman

345 Questions from the participants

4:00 End of session

The opening session must set the tone of the program to follow. It should prepare
the participants for the theme.

The closing session is equally important. It must bring the program to a graceful and
enjoyable end. We must take the opportunity to recognize everyone’s contribution to
the success of the program. When possible, we should briefly highlight the presenta-
tions made and offer suggestions on how to benefit from what the participants learned.
A sample of a concluding session is shown below:

Closing Session: Sunday, 2:30-4:00 pm (for example)

2:30 Remarks by selected guests

2:50 Summary of presentations in the program

3:10 Presentation of conclusions and/or assignments

3:15 Remarks by participants

3:30 Remarks by an official of the local host organization

3:35 Remarks by an official of the national organization

3:40 Du‘a’ from the Qur’an and hadith and their translation,
, followed by an appropriate collective departure song

4:00 End of session

Note: If the camp is for three days or less, it is better to do the evaluation in the clos-
ing session. If the program is for more than three days, a separate evaluation session is
warranted.
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This question must be asked by the or- )
ganizers for every activity, whether it is a lec-
ture, a camp, a social event, a political
gathering, or a giyam al layl. Plan for the par-
ticipants to take something home with them.
Otherwise, the function is done and forgotten,
and will have no lasting effect. It becomes next
to a waste of time and money. If this question is
dealt with from the beginning, the organizers
will make sure that the participants get some
benefits in the form of material to take home. D

I1. How to Make a Daily Program

A. Elements of Program Scheduling

wn

Divide the day into its natural divisions around prayers and meals.

Estimate time for specific activities on the basis of factors that affect the at-
tention span and the movement of participants, like number and age of par-
ticipants, the type of activity, capacity of physical facilities, number and size
of entrances and exits, weather conditions, distance between different
facilities, and so on.

. Include preparation time for things like wudu’ before salah, and wash up

before breakfast and other meals.
Seek input from participants and counsellors/instructors.

. Schedule activities for each division and then integrate them to complete the

day’s program. For longer than a day, repeat the day’s schedule with ap-
propriate modifications, like registration on the opening day and evaluation
on the closing day.

B. How to Put Together the Daily Schedule

From a scheduling point of view, days are of two types: long in summer and short in winter.
On a long day the sun rises early and sets late. Thus the time of salat al fajr is early and that of
salat al ‘isha’ is late. The time for sleeping at night between ‘isha’ and fajr becomes insufficient
in the middle of summer. To compensate for lost sleep, rest periods must be scheduled after
Qur’anic study following salat al fajr and after lunch. Participants may sleep, nap, or just relax
in these rest periods to perhaps make up for insufficient sleep at night.
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Similarly, the time between ‘asr and maghrib is long in summer and short in winter.
Thus dinner may be scheduled before maghrib in summer and after maghrib in winter.

Time between maghrib and ‘isha’ is also somewhat longer in summer and shorter in
winter. Thus, a social period could be scheduled before 4sha’ in summer with par-
ticipants going to sleep immediately following sha’, and after %sha’ in winter when
there is still sufficient sleeping time left.

The time required for various types of activities is discussed below. Care should be
exercised to take into account local conditions, constraints, and habits.

a) Wake Up and Wash Up

A fixed time must be announced for wake-up. How long it should be before salat al
fajr depends on the number of participants in relation to the number of toilet and wash-
ing facilities and their distance from sleeping areas. As a rule of thumb, divide the num-
ber of participants by the number of facilities and multiply by three to get number of
minutes before igamah for wake-up time.

b) Wudu’

The time allowed for wudu’ for prayers other than fajr need not be more than half
that allowed for fajr. Participants should be encouraged to make wudu’ as time permits
during the day. Indeed, they should be encouraged to be in the state of wudu’ all day.

c) Tea

Sometimes it may be possible to have tea before fajr. This may help in making the
participants more alert for the prayers and the following Qur’anic study. The time al-
lowed should be related to the number of participants and the size of the serving
facility. At least half the time will overlap with the time for making wudu’.

d) Prayers

As arule of thumb, the total time allotted for prayers should be three times the time
it takes to perform the particular prayer.
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e) Rest

On long summer days, periods of rest in the morning and afternoon are essential to
compensate for the short nights. To calculate the maximum time available for rest in
the morning, subtract time for wash up from the time between end of Qur’anic study

and beginning of breakfast. In the afternoon, adequate time for rest should be about
ninety minutes.

f) Meals

Scheduling adequate time for meals is important. Even if the meal is not accom-
panied by a lecture or presentation, it is a valuable part of the program because eating
together brings people closer. The time needed will depend on whether the facility
allows for everyone to eat at the same time or in groups and how fast the service is going

to be. If properly planned, an hour and a half is a good time to allow for meals, wash-
up, and some relaxation.

g) Sessions

Generally, sessions should not last longer than one hour and a half in order to retain
the full attention of the participants. This time should be shortened if the meeting
room or the seating is uncomfortable. It may be extended if the reverse is true and the

session involves the audience interactively, thus holding their attention for a longer
time.

As a rule, sessions containing nonparticipatory activities like lectures should be
scheduled in the mornings or evenings when the audience is fresh or has had a chance
to freshen up. Afternoons are best for participatory activities, like workshops, where a
higher degree of involvement keeps the participants engaged in the learning process.

h) Breaks

Breaks of fifteen to thirty minutes duration are necessary to break the monotony of
some programs. In addition, breaks help participants digest the information presented,
collect their thoughts, interact with speakers, socialize with others, stretch their legs,
and become better prepared for the following session than they would be if there was
no break between sessions. A break should not be longer than thirty minutes to dis-
courage participants from engaging in other activities, like private meetings.
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i) Recreation

In programs lasting longer than two days, a set time for recreational activities enhan-
ces the quality of learning. Recreation releases tensions and restores energy after pro-
gram segments that call for concentration and participation from participants.

Generally, two hours are adequate for this purpose, other than the time required to
commute to off-site facilities if necessary.

j) Sports

Scheduling time for sports is essential for youth camps and other programs for
younger audiences lasting more than three days. Two hours are generally sufficient in
addition to time needed for preparation and commuting. We must organize the sports
activity well, otherwise it will be a waste of time and will become a negative element of
the program. The organizer will benefit much by playing with the trainees and watch-
ing them. They will be able to recognize personality traits from the trainees’ behavior
in sports, very useful information that cannot be obtained from lectures and the like.

k) Socials

Getting to know one another in order to nourish brotherhood and sisterhood and to
establish networks is an important purpose of Islamic gatherings like camps, conferen-
ces, and conventions. The most appropriate time for social activities is near the end of
the day. One hour is usually sufficient.

1) Sleep

How much sleep is enough will depend on the personal habits of the participants as
well as their age and health. A minimum of seven hours in summer and six hours in
winter should be allowed for. The amount of time available for sleep will also vary with
the season. The general principle should be to encourage participants to be well-
rested through sleep and naps. A tired audience is not ready to learn well.

Program Design — General Considerations 347

B



Part Five

C. Suggested Format of Daily Program

Wake up
Salat al fajr
Brief talk (10 min.)
Qur’anic study circle (half hour)
Wash up (half hour to 45 min).
830 -9:00am Breakfast
9:15 - 10:30 Session I
10:30 - 11:00 Break
11:00 - 12:30 pm Session I
1:00 Iqamah for salat al zuhr
Lunch
Free-time for sports
Igamabh for salat al ‘asr
4:00 -6:00 Session III: Workshops (3 to 4 groups)

Iqamah for salat al maghrib
Dinner
7:30 - 9:00 Session IV: Reports from each group
9:30 - 9:45 Evaluation
10:00 Iqamah for salat al ‘isha’
10:15 Required rest/sleep

Devise a daily program of the camp. Calculate the time
for activities like salah, food, breaks and recreation,
sports, sessions, sleep, etc. Then calculate the total. It
should be twenty-four hours. Calculate the percentage of
time for each activity. Analyze this data and discuss
whether the cost of the program is justified by the planned
schedule. For example, is there too much time for sleep,
recreation, breaks, and so on, and not enough for the
learning sessions? Modify the daily schedule accordingly.
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A panoramic view of Ka’bah —“the House of Allah.”
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QUESTIONS FOR DISCUSSION

1. In what way is a profile of participants helpful in designing a youth camp
program?

2. What is the best time of day for academic-type programs? Why?

3. What are the major concerns in the selection of speakers?

4. Why are the opening and closing sessions important?

5. What are the major activity types in a daily program?

6. What are the major effects of winter and summer on program scheduling?

COMPREHENSION EXERCISE

YOU HAVE ALREADY CHOSEN 1. Design a detailed chart to keep

THE MAJOR PROGRAM ELEMENTS track of arrangements about
OF THE YOUTH CAMP. NOW YOUR speakers from the initial contact to
TASK IS TO DESIGN AN EFFECTIVE the final presentation.

PROGRAM. YOU BEGIN BY IDENTI-
FYING THE SPEAKERS, PLANNING 2. Write a concise letter to the pros-

USE OF VISUAL AIDS, AND MAKING pective trainees to get their per-
A PRELIMINARY SCHEDULE. sonal profiles and their input on
WHILE YOU HAVE SUFFICIENT program design. Explain clearly
TIME BEFORE THE CAMP, YOU what information you want and
MUST BE THOROUGH SINCE THIS IS why.

AN ANNUAL CAMP AND ANY
MISSED OPPORTUNITIES CANNOT
BE MADE UP UNTIL NEXT YEAR,
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The Art of Participation

I. Training by Delegation

II. How to Accomplish Group Participation
A. Physical Facilities
B. Discipline and Order
C. Sessions
D. Salah
E. Office Work
F. Miscellaneous

III. Intellectual Participation
A. Three-Minute Presentations
B. Three-Minute Self-Introduction Workshop
C. Presenting Somebody Else’s Article
D. A Short Memorization
E. Purposeful Jokes

- ' 2
LEARNING OBJECTIVES
On completing this chapter, you should be able to:
e identify differences between individual and group actions
e select tasks for group participation
L ® plan activities for intellectual involvement )
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L Training by Delegation

How many times have you heard the complaint “Too many lectures, no participa-
tion from the audience!” Slogans like “Too much theorizing, not enough
‘peoplizing’” are becoming quite popular. This is a general feature among us, where
very few people run the entire show. They become overloaded, exhausted, and their
efficiency drops drastically. The audience feels neglected, underutilized, and un-
consulted. It becomes increasingly critical and negative. Morale plummets and dis-
satisfaction spreads. Some organizers feel that the camp program is a method
whereby information is poured from the mouth of the speakers into the brain con-
tainers of the participants. Far from it. Such leaders miss the great opportunity of
training by participation and example during the few precious contact hours of the
camp. They do not realize that the trainees are watching their actions and attitudes
much more than the lips of their trainers and leaders. They give lip service to
nasihah and do not practice it. They advocate discipline, order, sacrifice, punctuality,
kindness, cost-cutting, efficiency, piety and tolerance but fail to exemplify them in
their own behavior. Many shortcomings in the movement exist because we say what
we do not do and do what we do not say.

The valuable few contact hours provide a golden opportunity to demonstrate train-
ing by example.

The organizer’s golden rule should be to delegate all tasks in the camp to the par-
ticipants and leave nothing for themselves, whenever possible. This enables trainers to
watch everything and fill in the gaps as soon as they appear. It also makes them avail-
able to provide trainees with “on-the-job” training. Learning through doing is much
more effective and lasts longer. The camp environment must provide a model to be

emulated in its format and essence. In short, the camp should be conducted as a model
Islamic society in every respect. -

One may argue that it is easier, faster, and more efficient to do the thing yourself
rather than teach someone else to do it for you. This is true in the short run, but in the
long run it is much better to teach others to do it. Otherwise, you will end up doing
everything yourself because you can do it better. We should be patient to accept less

than perfection from others until they learn. We have to train ourselves to tolerate
others’ mistakes.

II. How to Accomplish Group Participation

After presenting the opening remarks in the first session, the camp leader should ex-
plain the various tasks and assign them to individuals. These tasks are in addition to the
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other preestablished committees of the camp, like the program, transportation, food,
budget, guests, sports, security, baby-sitting, entertainment, camp evaluations, and the
like. Each participant must be in charge of a specific item.

A. Physical Facilities D. Salah

1. Announcements

2. Heating and air-conditioning

3. Sleeping rooms

4. Bathrooms

5. Lighting

6. Parking arrangements

7. Refreshments

. Discipline and Order

1. Cleanliness and tidiness

2. Shoe arrangements

3. Odors and smells

4. Timings and punctuality

S. Personal appearance

6. Garbage removal

. Sessions

1. Seating arrangements

2. The podium

3. Audiovisuals

4. Ushers to help people to be in the
session and not outside in the cor-
ridors

5. Language correction
(Arabic and English)

6. Jokes and entertainment

7. Evaluation of speakers

8. Evaluation of chairpersons

9. Evaluation of participants

1. Adhan

2. Assigning the imams

3. Appointing the “after salah”
speakers

4. Waking up

5. Assigning Qur’anic reciters

6.Du‘a’s

. Office Work

1. Copying/duplicating
2. Typing

3. Stationery supplies
4. Lost and found

5. Telephone

6. Camp newsletter

F. Miscellaneous

1. Photography

2. Complaints

3. Donations

4. Safety

5. Health (first aid)

6. Nasihah in general

7. Communication with the outside
(parents, media, etc.)

8. Books (library)

9. Bazaar stands/tables ,

10. Figh (must necessarily be broad-

minded; must be aware of various
opinions and schools of thoughts)

Each task may be assigned to one or more individuals, or several of them may be
performed by one depending on the nature of the task and the number of participants.
They could be changed during the camp. This assignment of tasks to individuals does
not excuse others from doing their duty without being reminded. It will also teach the
trainees how not to interfere in other people’s authority except through the right channels.
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I11. Intellectual Participation
Participation on the academic level can be achieved through the following:

A. Three-Minute Presentations

This activity is organized by dividing the camp into group workshops of about fif-
teen each. Each person is given three minutes to speak about the most important thing
he wants to convey to the group. The chairman of the session assigns a time controller.

B. Three-Minute Self-Introduction Workshop

Each trainee presents his life background to the group in a self-introduction
workshop. It is amazing how enriching this can be. This is a powerful application of the
verse:

O mankind! We created you from a single < e

[pair] of a male and female, and made you y ‘Jf W ﬁ-‘l"l—" u.»U\\f-L @
into nations and tribes, that you may know ,, N < ,”,
each other [not that you may despise each (<! i 3y4m) - J- [»(

other] ... (49:13).

C. Presenting Somebody Else’s Article

This activity is to train someone to read an article at short notice and present it to an
audience. The presenter must be honest in conveying the author’s views regardless of
what he thinks of them. If he wants to relate his own personal opinions, he must clearly
indicate so. If the author happens to be among the audience, it will be a great training

for him as well. It is appropriate to give the author the privilege to respond in three
minutes only.

D. A Short Memorization

A great feeling of participation is experienced by memorizing collectively some
short ayat or hadith, preferably in the du‘a’ format. What is memorized will stay with
the trainees for the rest of their lives. This experience gives them the nice feeling of

taking something home with them. It may be the thing from the camp that they remem-
ber most in their lives.
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E. Purposeful Jokes

The camp may adopt the format of starting each session with a purposeful joke.
Each time a different trainee may narrate it. If the number is large, two jokes per ses-
sion may be narrated, one at the beginning and one at the end. Such a practice will
uplift the camp morale enormously. The Prophet (SAW) teaches us:

8 . . o %2 . - : ﬁ. i 4 PR - o ¢ .
(G SIS 13] Sl OB deluy dslu Ol Vo))

Entertain the hearts in between hours, for if the hearts get tired, they become blind.!

1 Sunan al Daylami.
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L]
QUESTIONS FOR DISCUSSION

1. What are the advantages of assigning camp administration responsibilities to
participants? What are the disadvantages?
2. What considerations you should keep in mind when assigning a responsibility

to more than one person?

COMPREHENSION EXERCISE

YOU HAVE BEEN ASKED TO BE
PROGRAM DIRECTOR OF A YOUTH
CAMP. THE PARTICIPANTS WILL
SPEND A WEEK OF ACTIVITIES IN A
RURAL SETTING. AT LEAST HALF OF
THEM WILL BE FROM FARAWAY
PLACES AND ALSO NOT FAMILIAR
WITH THE PEOPLE AND PRACTICES
IN THE CAMP. THE GROUP SIZE
WILL BE FIFTY AND THE NUMBER
OF COUNSELLORS AND PRESENT-
ERS FIFTEEN. YOUR GOAL IS TO
TRAIN THE PARTICIPANTS FOR
LEADERSHIP IN THEIR LOCAL OR-
GANIZATIONS AS WELL AS FOR
TEAM WORK AT THE REGIONAL
LEVEL.

1. Draft a letter to the potential par-
ticipants explaining to them how
they will have a group experience at
the camp.

2. List ten tasks that you may assign to
individuals in the group. Rank the
tasks by degree of effectiveness of
each for training.

3. Design a model for self-introduction
by participants. Underline the in-
formation that will be most useful
in this group.
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Islamic Manners

I. Adab for Daily Living
A. Adab of Communication
B. Adab of Appearance
C. Adab of Attending Class
D. Adab of Eating
E. Adab of Sleeping
F. Adab of Salah
G. General Rules of Adab
II. Unity of the Islamic Style
III. Principles of Ethical Conduct

(" LEARNING OBJECTIVES R

On completing this chapter, you should be able to:
e understand the concept of adab (manners) in Islam
e identify Islamic manners in daily life situations

L e appreciate the unity of style in Islamic manners

I. Adab for Daily Living

Islam concerns itself extensively with manners. It places a very high premium on
manners, a premium so high that it includes them in the scripture as Allah’s com-
mandments. As the profusion of hadith on the subject indicates, the Prophet (SAW)
devoted a great portion of his efforts to teaching his companions new manners. Dis-
tinctive manners are always noticeable; but in the case of the Muslim, they are his
lifestyle, his culture, his refinement, and his humanity. In all their details, Islamic
manners are consistent with and reflect the Muslim’s identity. The Prophet (SAW)
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was the best exemplar of them. Rightly, he said:

4 ozf ¥, e
«gg:b‘ d...,\s 3 gz.g;h)

My Lord has taught me good manners; and He mannered me well!

The Islamic camp is bound to teach the manners of Islam to its members and to
uphold their observance everywhere and at all times. Islamic manners can be classified
according to the topics or the situations with which they deal.

A. Adab of Communication

1. Always smile and avoid frowning.

2. Always speak softly; do not raise your voice.
3. Laugh softly; do not thunder.

4,

S.

8.

Stand up and stay standing if the person with whom you are communicating
is standing. Otherwise, invite him to sit down. You sit down after he does.

Be first to greet the other person with al salamu ‘alaykum unless (a) you are
stationary and he is moving toward you on foot or by vehicle or (b) you are
in company and he is alone.

. Answer al salamu ‘alaykum with a complete wa ‘alaykum al salam wa rahmatu

Allah wa barakatuhu. Do so with a cheerful, inviting and engaging voice.

. Do not yawn in public. If a yawn comes, suppress it politely or cover your

mouth with your hand. If it must come, follow it with la hawla wa la quw-
wata illa billah.

Keep your posture straight at all times. Do not slump or lean unless you
are alone.

9. Give full attention to what is being said to you.

10.

11.

12.

13.

When you talk to a person of the same gender or are being talked to similarly,
look at your communicant in the face.

If anyone in your company sneezes and follows it with al hamdu li Allah,
answer promptly with yarhamukum Allah, may Allah bless you!

Say as little about yourself to others as possible. Avoid saying anything ill of
anyone even if it is absolutely true.

Learn to compliment your communicant on all occasions and to invoke
Allah’s blessings upon him in the conversation.

B. Adab of Appearance
1. Always and everywhere be clean. Cleanliness is integral to iman. To this end,

take showers regularly.

2. Keep your hair well trimmed and short.

1

Al Sam‘ani in Adab al Imla’.
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3. Do not allow your fingernails to grow; every Friday before prayer, clip them
before they begin to gather dirt under them. Wash hands and face, rinse
mouth, and comb hair several times a day.

4. Do not wear your clothes tight, especially your trousers.

6. When you sit, keep your legs together and your arms close to your sides.
Avoid motioning with your arms.

7. Avoid grimacing with your face and maintain a natural appearance. A smiling
appearance is better.

8. If you perspire a lot, use a deodorant or a suitable perfume.

C. Adab of Attending Class

1. Be in your seat one or two minutes before the appointed hour. Always bring
with you your notebook and pens.

2. Sit properly and fix your eyes on the speaker. Do not allow yourself to look
elsewhere while he is talking.

3. While the teacher talks, listen well and take notes. Do not speak to your
neighbor.

4. Never interrupt your teacher. Signal that you need to speak by raising your
hand. If you are not recognized, then know that it is not desired that you
speak. Lower your hand and speak to the teacher after class.

5. Do not agitate when the time is up for a session. Avoid leaving the room
before the teacher or before he has signalled termination of the session.

6. Never eat, drink, or smoke at any meeting,.

7. If you disagree with the teacher, express your opinion softly and with
decorum.

D. Adab of Eating

1. Before sitting at the table, wash your hands and face and rinse your mouth.

2. Do not be the first to start eating. Wait until others have started. If there is
insufficient room for another diner to sit with you, squeeze yourself to your
neighbor and make room for the new comer.

3. Start with an audible recitation of bismillahi al rahmani al rahim.

4. Never take more than you can eat. It is far better to go for a second helping,
or to remain somewhat hungry, than to leave food on your plate.

5. Do not “swallow.” Take time to chew.

6. Eat with your right hand. This means that when you use a fork to eat you
hold the fork with the right hand. Dish and cut with your right hand.

7. Do not speak while your mouth is full of food.

8. Be of help and service to your fellow diners. If you rise to get something, ask
if you may get something for them.

9. If there is doubt about to whom a certain thing is served, never touch it. If

someone takes what is served to you, try to get it replaced and do not ask the
taker to return it.
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10. If you finish eating before others, wait until the others have finished too.

11. Keep the table around your plate and the ground around your place impec-
cably clean and appetizing. If you drop any food anywhere, stop eating at
once, remove it, and wipe the spot clean.

12. Always complete your eating with an audible al hamdu li Allah.

13. Wash hands and rinse mouth after eating.

E. Adab of Sleeping y

1. Retire as soon after salat al ‘Isha’ as possible. If you must read and work, go
to the reading room to do so.

2. Rise at the first call for waking up and do not tarry in bed. Between the first
call and the first duty there is plenty of time to do all that you want to do; but
not if you wait till the last call. Recite your morning du‘a’.

3. Brush your teeth, take a shower, and put on your clothes quickly.

4. Always arrive for salat al fajr before the igamah.

5. If for any reason you are going to be late for salat al fajr, go to the mosque
notwithstanding and there perform your salah as a gada’ (overdue).

F. Adab of Salah

1. Always arrive at the mosque ahead of the igamah. One late arrival in one
week is too much.

2. Do not carry your shoes inside the mosque, but keep them outside in orderly
rows on the floor. If there are shoe racks, put them in one.

3. Upon arrival, find a place as close to the mihrab as possible, sit down, and
recite the Qur’an softly.

4. Never talk to anyone before or during the salah, even to silence somebody
else who is talking. Talk to such a person about his improper conduct after
the salah and outside the mosque.

5. If the Qu’ran is being recited aloud anywhere, stand or sit still and listen. Do
not talk or move about.

6. Stand to salah with feet apart, feet and shoulders close to those of your
neighbors, in absolutely straight lines.

7. Never anticipate the movements of the imam, but follow his movements
when signalled by his recitation of Allahu Akbar, etc. Perform the final salam
only after the imam has completed his fully, not half of it.

8. Avoid stretching your legs in the direction of the giblah. If you cannot sit
cross-legged for a certain time, stretch them sideways, or sit on your knees
and heels for a change of posture.

9. In the salah, your voice should be such that even your immediate neighbor
cannot hear it.

10. During a sermon or a Friday khutbah, never talk, yawn, move around, or
laugh loudly even when the imam has told a joke; smile instead.
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G. General Rules of Adab

1. Punctuality in Islamic life and work is as important as the fulfillment of religious
and moral duties. This cannot be over emphasized to Muslims the world over, who are
notorious in their neglect of this prime Islamic virtue. If you are in the habit of arriving
late, advance your watch enough to counter your habit.

There is no escape from your having to break this un-Islamic and unworthy habit. In
the Islamic camp, as well as in the Islamic movement, every member or worker must be
aware of time and absolutely serious in his utilization of it. Whatever the activity, Mus-
lims must be bound to its precise time. Life is purposeful and man is responsible for
every moment of time. So, whether the time calls for food or salah, for sports or study,
you should be there not only on time, but before time. Failure to start your duty on time
is failure in your Islamicity, in your very iman.

2. Readiness to give aid is an Islamic virtue par excellence. The Muslim is always
ready to come to the assistance of other Muslims in need. He does not wait to be asked
to extend assistance. He is always on the lookout for the situation where he can actual-
ize his benevolence. As far as doing the good (al ma‘ruf) is concerned, or stopping or
prohibiting an evil (al munkar), the Muslim must even be aggressive at times. This
readiness to jump into any situation in order to be of service to fellow humans is the
highest, the noblest expression of iman.

In the Islamic camp, a member’s iman is rightly measured by his active ihsan, his
doing good on all occasions. If he enters a meeting room and finds the table dirty, he
wipes it clean. If the chairs are not properly arranged, he arranges them in proper
order. If the blackboard is full of writing, he wipes and makes it ready for use. In the
bathroom, the gym, the dining room, the athletic field, the mosque, walkways —
everywhere, the Muslim is the first one to set right that which is not right. If a service
calls for volunteers, he is the first to offer his service. The Muslim thus makes himself
worthy of his Prophet (SAW) who said: “...And the beginning of ihsan is removing
refuse from the public highway.” (Bayhagqi)

3. Amiability is a prerequisite of falah. The Muslim struggles as hard as he can to
make himself amiable, loveable, befriendable, and trustworthy. The ever-present smile
on his face is the index of a tenderness of heart toward other Muslims. When they talk,
he listens; when they cry, he cries with them; when they are in a good mood, he joins in
their joyfulness. He is generous, good, and permanently concerned with their welfare.
He is so determined by their good and so inclined toward realizing it by his personal
effort that he can never be said to be neutral where questions of good and welfare
arise. If he is not neutral, how can he ever be antagonistic, alienated, hateful, con-
temptuous, unconcerned? The Muslim is responsive to the Creator (SWT), the good-
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ness of the Almighty, with a similar beneficence toward all creatures and especially
toward humans.

4. Optimism is the highest principle of Islamic ethics. Islam implies the conviction
that Allah, (SWT) is beneficent and merciful, just and willing our welfare. He com-
mitted Himself to have mercy on us (6:12, 54) to give the mu’minun (believers) victory
over their enemies (22:40), and generally to harm none (4:39, 10:44). This world is His
theater. It cannot be evil, nor can its outcome be evil. Certainly it is an arena for action,
for testing our piety and morality. But it is a world in which the good will always
preponderate. That is because Allah (SWT) is indeed Allah, and there is none else
beside Him.

The implication of this view for the Muslim is self-reassurance, self-confidence, and
trust that his efforts are worth exerting; that Allah will pay him back with tremendous
dividends in this world and the next. The Muslim will, therefore, inspire and induce this
self-reassurance to everyone around him. His counsel will never be one of pessimism
and despair. His consistent attitude towards all things is that they are good and becom-
ing better. When fortune smiles at him, he exclaims with all his heart and mind and

being:
Praise and thanks to Allah. Allah is greater J.:f i fn\; Cd sl
than all.

When tragedy strikes, he says and thinks and believes:

To Allah we belong and to Him we shall all O gty 5;5! Gl ! ]
return. i

and:
There is neither strength nor power except 4\1‘\} :ﬁl 3 Y J;é N
through Allah.

Then he moves on to do his next duty. The advice of the Prophet (SAW) is on his
mind:
«Lg..»,&.ls G of tua..:u ’41.....9 3 ‘,}5.\,\ Ky PSR | IRAT Z:L»

If the last hour strikes and finds you carrying a nursling tree to the grove for planting, go ahead
and plant it.!

1 Musnad Ahmad ibn Hanbal.
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II. Unity of the Islamic Style

All the foregoing rules of conduct, when complemented by observance of the five
salahs, fasting of Ramadan, disbursement of zakah and sadaqah, the laws of the
Shari‘ah, and guided by the underlying faith in tawhid and its implications, constitute a
unique style of life. The style is comprehensive, like Islam, and affects every aspect of
life. The Islamically-committed individual is a person observing the Islamic style, for
the style is the outward expression of his commitment.

To begin with, the Muslim does not hanker after the fashions of the West, changing
his wardrobe whenever the fashion in vogue changes. Whatever he wears, he does so
with class and dignity. His clothes are never tight, showing the outline of his body, but
ample, giving him freedom of movement and drawing attention from his body to his
face and to what he says. Above all, his clothes are absolutely spotless and always tidy
and well-pressed. So is his hair or hat, his fingernails always clipped, his shoes always
shiny , and laces always tied. If he wears a beard and/or moustache, they are always
well- groomed and tidy. He is especially careful not to soil them with food when he eats
or drinks, and to clean them forthwith in case of an accident.

The committed Muslim will observe every one of the directives outlined in the
foregoing section. Instantly, one recognizes his commitment because he shows his con-
stant awareness of Allah (SWT), of his mission, of his smiling satisfaction with
whatever Allah (SWT) has disposed for him, of his optimistic trust in the holy cause,
and his resolution to press ever forward towards its fulfillment. Whether one finds him
listening or speaking, eating, drinking or fasting, working or resting, coming or going,
there is an Islamic way of doing any of these and he is observing that way to perfection.
There is order and mission in his life as well as beauty and discipline. One could sense
he belongs to a higher level of humanity: he is an Islamic Muslim.

1. Principles of Ethical Conduct

Ethical conduct is the anchor of the Islamic personality of the da‘iyah. It is the stand-
ard by which a leader is judged by the people and which, in the long run, is the only way
to assure people’s confidence in his or her ability to lead. There are many aspects of

ethical conduct, but the major principles may be boiled down to the five illustrated
below.
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The Its Description Its Roots in Hadith
Principle v
RESPECT  |It is assumed that individuals have the PRVT I oy o2 e
AUTONOMYlright to decide how they live their fives, | > ° LB R i g o
as long as their actions do not interfere (Ash)
with the welfare of others. One, _
therefore, has the right to act as a free [Part of someone being a good Muslim is his
agent and has the freedom of thought (leaving alone that which does not concern
and choice. him (Sunan Al Tirmidhi).
DO NO The obligation to avoid inflicting either <.
HARM physical or psychological harm on Gl Yy 552 W
others and to avoid actions that risk
harming others may be a primary ~ |There should be neither harming nor
ethical principal. rcciprocatingv harm (Sunan Ibn Majah).
BENEFIT - |There is an obligation to improve and A 3 PR
OTHERS enhance the welfare of others, even "'JJ,: e ) Jg ("L" o* CJ’ “"‘ )
where such enhancements may h?; Lr‘ ys a4 ’A\‘ ‘L-‘-U‘
inconvenience or limit the freedom of ’ ( é“eﬁ” o ).‘.
the persons offering assistance. T
Whosoever removes a worldly grief from a
believer, Allah will remove from him one of
the griefs of the day of judgment (Sahih
{Muslim).
BE JUST To be just in dealing with others
assumes equal treatment of all, to L d.r‘ﬂ s_.au ‘5’ "54" )-' b
afford each individual his due position, (e S
and, in general, to observe the Golden |None of you [truly] believes until he wishes
Rule (“Honesty is the best policy.”) for his brother what he wishes for himself
(Sahih al Bukhari and Sahih Muslim).
BE One should keep promises, tell the Y ° 3 spe 2
FAITHFUL |truth, be loyal, and maintain respect Y A.«lh: Y g : j" M‘»
and civility in human discourse. Only Al
insofar as we sustain faithfulness can  |A Muslim is a brother of a Muslim; he
we expect to be seen as being neither treats him unjustly nor does he fail
trustworthy. him (Sahih Muslim).
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QUESTIONS FOR DISCUSSION

1. Under what circumstances do you need not be the first one to say al salamu

‘alaykum?

2. Why is optimism part of Islamic manners?

COMPREHENSION EXERCISE

YOU ARE IN CHARGE OF A
GROUP OF PARTICIPANTS AT A
MUSLIM YOUTH CAMP FOR NEW
MEMBERS WHO HAVE NEVER
BEEN IN A CAMP ENVIRONMENT
BEFORE. THE OBJECTIVE OF THE
CAMP IS TO MOTIVATE MEMBERS
TO RETURN FOR FUTURE CAMPS
AND TO INSPIRE THEM TO
RECRUIT OTHERS FOR CAMPS TO
COME. SEVERAL PARENTS AND
COMMUNITY LEADERS ARE UN-
CONVINCED ABOUT THE UTILITY
OF THIS PARTICULAR CAMP AND
THE EFFECTIVENESS OF ITS PROG-
RAM FOR FIRST-TIME PARTICI-
PANTS. YOUR ONLY CHANCE TO
SOLICIT THEIR SUPPORT LIES
WITH HOW THIS CAMP AFFECTS
THE PARTICIPANTS.

1. Outline a talk you will give to those

under your charge about how ob-
serving Islamic manners can make
the camp enjoyable for everyone.
Be specific.

. List five Islamic manners you in-

tend to enforce and how. List five
manners that you feel unable to en-
force and why.

. Write a letter to parents and com-

munity leaders stating specifically
how the camp has improved the
manners of the participants and
how they can help reinforce this im-
provement.
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Camp Evaluation

I. Evaluation during the Camp
II. Post-camp Follow Up
III. Sample Evaluation Forms
A. Evaluation of Participants
B. Evaluation of Camp — Overall
C. General Evaluation for a Leadership Training Program (LTP)

(" LEARNING OBJECTIVES )

On completing this chapter, you should be able to:
e identify how evaluation helps managing the camp
e choose appropriate methods for evaluation of the camp
e use evaluation forms to get information

-

L. Evaluation during the Camp

Once the camp program is underway, we should make its ongoing evaluation a part
of our managing routine. A good approach is for the organizers to meet every night
for an hour or so to discuss ways of correcting any shortcomings and preventing their
repetition. Any changes agreed upon should be properly communicated to all con-
cerned and implemented the following day. We may form different groups to
evaluate the program, the physical arrangements, participants’ performance, and
other matters. We should encourage group leaders to invite suggestions from mem-
bers and to bring problems to their attention for consultation and solution. Besides,
we should also make an overall evaluation of the camp to help in planning future events.
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IL. Post-camp Follow Up

Muslim youth camps generate a great deal of interest among Muslim youth and in-
volved adults. The camp environment inspires them, and the experience of living and
practicing Islam together during a camp gives them plenty of motivation and ideas for
arranging Islamic activities in their own areas.

Post-camp evaluation is critically important to assess effectiveness. The true
measure of success of a program is how much the participants retain and practice from
what they have learned during the camp after they return. As such, we should evaluate
the changes in the participants’ attitudes, behavior, and performance three months
after the camp. This can be done through questionnaires, surveys, and other techni-
ques addressed to the participants and their supervisors.

We also need to follow up with them on a regular basis and provide them with the
necessary programming resources and educational materials to help them remain Is-
lamically active. A data base of participants, articles, speakers and so on can be invalu-
able in making proper decisions about new camp planning. For example, the data base
could identify, for priority attention, topics not dealt with in previous camps or in-
dividuals needing additional learning in specific areas.

III. Sample Evaluation Forms

Evaluation should be both quantitative and qualitative. A general meeting with op-
portunity for open discussion is a very useful forum for qualitative evaluation. Quan-
titative evaluation is best done through questionnaires or surveys that requlre specific
answers to pointed questions. Some samples follow.
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A. Evaluation of Participants

Answer each question by grading the indicated behavior on a scale from 1to 5
(5 being the most desirable standard in the indicated behavior). Circle the grade.

Answers pertain to the individual being evaluated or to the average condition of a
group if a number of participants are being evaluated as a group.

Was the participant or the group of participants:

Attentive? 1 2 3 4 5
Quiet? 1 2 3 4 5
Punctual? 1 2 3 4 5
Tidy in appearance? 1 2 3 4 5
Obedient to the chairperson? 1 2 3 45
Did the participant or the group of participants:
Use proper sitting posture? 1 2 3 4 5
Refrain from cross-talking? 1 2 3 4 5
Refrain from distractions? 1 2 3 4 5§
Maintain good housekeeping? 1 2 3 4 5
Did the participant or the group of participants display
the following characteristics in response to the
presentations:
Comprehension? 1 2 3 4 5
Quality of questions and comments? 1 2 3 4 5
Organization of questions/comments? 1 2 3 4 5
Relevance of questions/comments? 1 2 3 4 5
Discussion dominated by individuals? 1 2 3 4 5
Cooperation? 1 2 3 4 5
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B. Evaluation of Camp — Overall

1. Was the program effective in in- [ ] Yes [1No

creasing your knowledge about

Islam?
2. If your answer to question no. 1 is No, please check your reasons:
— The camp was overcrowded [] Yes [1No
—  The speakers were ineffective [] Yes []No
— The environment was [1Yes [1No

unsuitable

— The program was toolong ~ [] Yes [1No

3. To increase the effectiveness of this type of program, would you like
to have more:

— Lectures [] Yes [1No
—  Workshops []Yes [1No
—  Quizzes []1Yes [1No
— Question & Answer Sessions [ ] Yes [1No
—  Recreation [] Yes [1No
— Rest Periods [] Yes []No
4. Do you think this program will
make you a better person? [] Yes []No
5. Did you offer all prayers in con- [ ] Yes [1No
gregation?
6. If No, what prevented you from
doing s0?
— Laziness [1Yes [1No
— Not important []Yes []No
~ Doing something else []Yes [1No
—  Lack of ample time for wudu’ [] Yes []No
7. Did you assist others in offering [ ] Yes [1No
prayers on time?
8. The sleeping facilities were: [ ]adequate [ ] clean
[ ] inadequate
9. The quality of food was: []excellent []adequate []poor
10. The quantity of food was: [ ] too much [ ] adequate
[ ] too little
11. I prefer by way of style: [1family  [] cafeteria
12. Were the program coordinators [ ] Yes []No
helpful?

13. If you were the organizer, what would you do differently?
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14. Name the five best sessions/lec-
tures/workshops you attended:

15 Who do you think were the three
best (that is, more informative
and interesting) guest lec-
turers/speakers?

16. Other suggestions/comments?

C. General Evaluation for a Leadership Training Program (LTP)
1. Name, Address, and Tel. No(s):

2. Why did you come to the LTP?

3. Did the LIP fulfill the objective for which you came?
If not, where did it fall short?

4. What do you think was the highlight of the program?

5. From which aspect did you benefit the most?

6. What disappointed you most at the LTP?

7. How efficient were the physical arrangements overall?
(e.g., eating, seating, sleeping, grouping, etc.)
[ ] better than expected [ ] as expected [ ] worse than expected
best aspect:
worst aspect:
8. How would you rate the level of the presentation?
[ ]1too high [] too low [ ]just right
9. Have you learnt anything from the LTP? [] Yes [ ] No
If yes, list three important aspects:
a)
b)
<)
10. Have you clearly understood the objectives of the LTP?
[1Yes []No
11. Do you have any suggestions to strengthen the LTP?

Camp Evaluation 371

——#




Part Five

QUESTIONS FOR DISCUSSION

1. How does ongoing evaluation help you run a better camp?
2. What is the most critical information you should seek from a post-camp

evaluation.

COMPREHENSION EXERCISE

AS THE CHAIRMAN OF THE
YOUTH CAMP COMMITTEE, YOU
WANT TO RUN AN EFFECTIVE CAMP
PROGRAM NOW AND IN THE FU-
TURE. SINCE MOST OF THE PAR-
TICIPANTS ARE NEW, THEY ARE
HESITANT TO GIVE FEEDBACK
FACE TO FACE. ALSO, THEY DO NOT
KNOW WHAT THEY SHOULD EX-
PECT. THE EXECUTIVE COMMIT-
TEE HAS ASKED FOR A REPORT
THEY HAVE NOT BEEN TO THE
CAMP, BUT DO HAVE A STANDARD
IN MIND.

1. Make a checklist of what you must
do, when and involving whom, to
gather material for your report.

2. Write a note to yourself to use as an
aid when you explain to camp par-
ticipants how and why to complete
the forms that you will pass out.

3. Decide which evaluation forms you
would use if you had time to use
only two.
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Conclusion

Have you ever wondered why such a great religion can have such backward fol-
lowers? How can we explain the tremendous gap between Islam and Muslims today?
Something is wrong.

Certainly, the problem is in the messengers — us — and not in the message. It is our
static reading and literal understanding of our religion. All the energy and power are
there.

... But power [honor] belongs to Allah, and \/;)_'\:.,_;ﬁ;}_” _,f; 3%_;._:“;{,
His Messenger and the believers, but the S At o oatec s
hypocrites know not (63:8). (@B 3590 ;J-'QY\/'J.‘-E@;-“ OS‘JJ

But this is only potential power. We need to transfer it to dynamic and kinetic ener-
gy that can change conditions and environments. This Guide attempts to bring about
the inner potential energy and direct it to establish the needed renaissance. Five
spoons of sugar in a cup of tea will not make it sweet, but when you stir it you get the
sweetness. This Guide is the stirrer, in sha’a Allah. Having comprehended this Guide,
if you can visualize yourself as a trustee placed on the globe to think and plan how to Is-
lamize your environment and improve the society around you, the Guide has achieved
its objective. It compresses the time needed to acquire such lessons from a few decades
to a few months, maybe a year at most.

The Guide attempts to lead you through a simple Do’s and Don’t’s format to op-
timize your understanding of the art and science of da‘wah in this century. While
some may argue that leadership is an inborn quality that has to do with genes, we
believe that much of it can be acquired. This Guide tries to fill in the gap by pointing out
how we learn what it takes to be a leader on the individual and the collective levels. We
are confident that, with the permission of Allah (SWT), if the Guide is fully com-
prehended and practiced, at least a 50% jump in achievement and effectiveness of Is-
lamic activities will result. Such achievement will be manifest in the areas of concepts,
management, administration, communication, camps, conferences, and meetings.
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Conclusion

This Guide is supplemented by workbooks to facilitate teaching of various chapters.
The workbooks are not included in this volume.

We do not consider this Guide to be the ultimate, but rather the gate opener for the
improvement (jhsan) process, which extends from the cradle to the grave.

We pray that Allah (SWT) will guide you to the Straight Path —al Sirat al Mustagim.
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O you who believe! Remain conscious of Allah,
and [always] say words that are true to the mark
[truthful, relevant and to the point] (33:70). [F]

We have indeed created man in the best of
molds, then do We abase him [to be] the lowest
of the low — except those who believe and do
righteous deeds: for they shall have a reward un-
failing (95:4-6).

Part One, Page 13

That man can have nothing but what he strives
for; that [the fruit of] his striving will soon come
in sight; then will he be rewarded with a reward
complete (53:39-41).

Chapter 1, Page 15

Nor did We send before you [as messengers] any
but men, whom we did inspire — [men] living in
human habitations. Do they not travel through
the earth, and see what was the end of those
before them? But the home of the hereafter is
best, for those who do right. Will you not then
understand? (12:109).
Chapter 1, Page 16

Do you not see that Allah has subjected to your
[use] all things in the heavens and on earth, and
has made His bounties flow to you in exceeding
measure, [both] seen and unseen? Yet there are
among men those who dispute about Allah,
without knowledge and without guidance, and
without a book, to enlighten them (31:20).
Chapter 1, Page 17

Read! In the name of your Lord and Cherisher,
who created — created man, out of a mere clot
of congealed blood: Read! And your Lord is
Most Bountiful, — He Who taught [the use of]
the pen, — taught man that which he knew not
(96:1-5).

Chapter 1, Page 22
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[F] There is an entry for this verse in the front of the book before the table of contents.
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Against them make ready your strength to the
utmost of your power, including steeds of war, to
strike terror into [the hearts of] the enemies, of
Allah and your enemies, and others besides,
whom you may not know, but whom Allah does
know ... (8:60).

Chapter 1, Page 22

.. If you turn back [from the path], He will sub-
stitute in your stead another people; then they
would not be like you (47:38).

Chapter 2, Page 36

.. Give just measure and weight, and do not
withhold from the people the things that are
their due ... (7:85).

Chapter 2, Page 36

Go, both of you, to Pharaoh, for he has indeed
transgressed all bounds; but spcak to him mildly;
perchance he may take warning or fear [Allah]
(20:43-44).

Chapter 2, Page 38

If not Him, you worship nothing but names
which you have named — you and your fathers
— for which Allah has sent down no authority:
the command is for none but Allah: He has com-
manded that you worship none but Him: that is
the right religion, but most men understand not
(12:40).

Chapter 2, Page 38

Behold, your Lord said to the angels: “I will cre-
ate a vicegerent on earth.” They said: “Will You
place therein one who will make mischief there-
in and shed blood? — While we do celebrate
Your praises and glorify Your holy [name]?” He
said: “I know what you know not” (2:30).

Chapter 3, Page 41
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And He taught Adam the names of all things;
then He placed them before the angels, and
said: “Tell Me the names of these if you are
right.” They said: “Glory to You: of knowledge
we have none save what you have taught us: in
truth it is You who are perfect in knowledge and
wisdom” (2:31-2).

Chapter 3, Page 42

We said: “Get you down all from here: And if,
as is sure, there comes to you guidance from Me,
whosoever follows my guidance, on them shall
be no fear, nor shall they grieve” (2:38).

Chapter 3, Page 42

He who created death and life that He may

try which of you is best in deed; and He is

the Exalted in Might, Oft-Forgiving (67:2).
Chapter 3, Page 42

Do men think that they will be left alone on
saying: “We believe,” and that they will not be
tested? (29:2).

Chapter 3, Page 42

And we shall try you until We test those among
you who strive their utmost and persevere in
patience; and We shall try your reported
[character] (47:31).

Chapter 3, Page 42

When Yusuf attained his full manhood, We gave
him power and knowledge: thus do We reward
those who do right (12:22).

Chapter 3, Page 43

And our duty is only to proclaim the clear message
(36:17).
Chapter 3, Page 43

Therefore, do you give admonition, for you are
one to admonish. You are not one to control
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Therefore, give admonition in case the admonition - L&t E K
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Chapter 3, Page 43
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Invite [all] to the way of your Lord with wisdom
and beautiful preaching; and argue with them in
ways that are best and most gracious; For your
Lord knows best, Who have strayed from His
path, and who receive guidance (16:125).
Chapter 3, Page 43

Let there be no compulsion in religion; Truth
stands out clear from error: Whoever rejects evil
and believes in Allah has grasped the most
trustworthy handhold, that never breaks. And
Allah hears and knows all things (2:256).
Chapter 3, Page 43

It is true that you will not be able to guide those
whom you love; but Allah guides those whom He
will and He knows best those who receive
guidance (28:56).

Chapter 3, Page 44

Say you: “This is my way: I do invite unto Allah
— on evidence clear as the seeing with one’s
eyes — I and whoever follows me. Glory to
Allah! And never will I join gods with Allah!”
(12:108).

Chapter 3, Page 44

Who is better in speech than one who calls
[men] to Allah, works righteousness, and says: “I
am of the Muslims?” (41:33).

Chapter 3, Page 44

For each [such persons] there are angels in suc-
cession, before and behind him: they guard him
by command of Allah. Verily never will Allah
change the condition of a people uatil they
change within their own souls... (13:11).

Chapter 3, Page 44

He said: “O my people! See you whether I have
a clear [sign] from your Lord. And He has given
me sustenance [pure and] good as from Him-
self? I wish not, in opposition to you, to do that
which I forbid you to do. I only desire [your] bet-
terment to the best of my ability; and my success

[in my task] can only come from Allah. In Him I

trust, and unto Him I look” (11:88).
Chapter 3, Page 45
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Nor can goodness or evil be equal. Repel [evil]
with what is better: Then will he between whom
and you was hatred become as it were your
friend and intimate (41:34).

Chapter 3, Page 46

Those, who, if we give them power in the land,
establish worship and pay zakah and enjoin
kindness and forbid inequity... (22:41).

Chapter 4, Page 52

And those who answer the call of their Lord and
establish prayer, and who conduct their affairs
by consultation and spend out of what We be-
stow on them for sustenance (42:38).

Chapter 4, Page 52

It is part of the mercy of Allah that you do deal
gently with them. Were you severe or harsh
hearted, they would have broken away from
about you: so pass over [their faults], and ask for
[Allah’s] forgiveness for them; and consult them
in their affairs [of moment]. Then, when you
have taken a decision, put your trust in Allah.
For Allah loves those who put their trust [in
Him] (3:159).

Chapter 4, Page 52

Allah does command you to render back your
trusts to those to whom they are due, and when
you judge between man and man, that you judge
with justice... (4:58).

Chapter 4, Page 53

...And let not the hatred of others to you make
you swerve to wrong and depart from justice.
Be just, that is next to piety... (5:8).

Chapter 4, Page 53

O you who believe! Stand out firmly for justice,
as witnesses to Allah, even as against yourselves,
or your parents or your kin, and whether it be
against rich or poor, for Allah can protect
both... (4:135).

Chapter 4, Page 53

...And We raise some of them above others in
ranks so that some may command work from
others. But the mercy of your Lord is better
than the [wealth] which they amass (43:32).
Chapter 4, Page 60
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...Verily, the most honored among you is the . PP A
most Allah conscious ... (49:13). ST IR rﬁ""ﬁ-‘ﬁ—\l& ﬁvﬁ‘u\,- -
Chapter 5, Page 61
It is part of the mercy of Allah that you do deal My e
gently with them. Were you severe or harsh- o Sl bl e 508 )
hearted, they would have broken away from My Aigs et 2 s
about you: so pass over [their faults], and ask for W pialyany A LB 25 s
[Allah’s] forgiveness for them; and consult them T VIV P TSN
in their affairs [of moment]. Then, when you PR RSt p-A_;ﬁ-i-:«wbrf&wE
have taken a decision, put your trust in Allah. LIS P ez o e Dt e o
For Allah loves those who put their trust [in q\Eﬂk;,‘_:» O) 4 1l ¥ e bls
Him] (3:159). © ps JT Bypu)
Chapter 7, Page 88
fj) Yn(())ltxr’wilétl) g)elieve! Why say you that which you SIENG = A ;‘3 f:jf -),:;\: & -‘T A% @
o not? (61:2). 2 s -t
aall
Chapter 8, Page 94 ¢ )
... Then, when you have taken a decision, put "fT as s < G
your trust in Allah. For Allah loves those who Aldef 55 o B
put their trust [in Him] (3:159). © o JT 8y K 3_-::3' \’f_j_ o)
Chapter 8, Page 94 - i 4

O you who believe! Stand out firmly for Allah, as [

w;tnesses to fair dealing, and let not the hatred ’} ; " ) . A )

of others make you swerve to wrong and depart 41} 2113, =f <2 . 34E75 A F1 2 Ny

from justice. Be just: that is next to piety: and »* }‘j‘ L - Y/ . t”. oy ,J-?:"/ ,)

fear Allah. For Allah is well acquainted with all -, N I Dyl | 251y 05t ol

that you do (5:8). (@I 8 gy
Chapter 11, Page 142

O My Lord! Expand my breast, and ease my task ;4-¢ e YR R el
for me; and remove the knot from my tongue JHe-l @‘Sf ‘éJ’J’J @ 2 ‘4‘({" sV Ju

that they may understand my saying (20:25-28). > ; Li Az QU ) '{ﬁé
Chapter 12, Page 153 % 9‘)’)&“! @ 3l (e da,

I [Hud] deliver to you the messages of my Lord £ 34 g:‘ /tj/ wr T o2 {.:i
and I am to you a sincere advisor (7:68). ""-\’ Cs ) b el Emik @
Chapter 14, Page 172 (CU2UIYTD

i i e Arr T prr
... I [Shu‘ayb] delivered to you [his people] the - //'/J} LA A At i
messages of my Lord and I gave you good . (:Qw) 3 ol _gf._éan.g
advice ... (7:93). (DN 5y gy
Chapter 14, Page 172

He [Iblis] swore to them [Adam and his wife] S 5y i g l/:(j L2
both that he was their sincere advisor (7:21). -z V"x &é;\‘*"‘“ ) @
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... We [Yusuf’s brothers] are his sincere well-
wishers (12:11).
Chapter 14, Page 173

... I [Salih] certainly delivered to you [his people]
the message of my Lord and I gave you good ad-
vice; but you do not love those who give good
advice (7:79).

Chapter 14, Page 174

And remind, surely reminding bencfits the
believers (51:55).
Chapter 14, Page 174

Men who celebrate the praises of Allah, stand-
ing, sitting and lying down on their sides, and
contemplate [the wonders of] creation in the
heavens and the earth, [with the thought]: “Our
Lord! not for naught have You created [all] this!
Glory to You! Give us salvation from the penalty
of the fire” (3:191).

Chapter 14, Page 174

[Allah] Most Gracious! It is He Who has taught the
Qur’an. He has created man: He has taught him
speech [and the art of communication] (55:1-4).

Chapter 15, Page 179

Now has come unto you a messenger from
among yourselves; it grieves him that you should
perish: ardently anxious is he over you: to the
believers is he most kind and merciful (9:128).
Chapter 15, Page 181

It is part of the mercy of Allah, that you deal
gently with them. Were you severe or harsh-
hearted, they would have broken away from
you ... (3:159).

Chapter 15, Page 181

Not a word does he utter but there is a sentinel
by him, ready [to note it] (50:18).
Chapter 15, Page 183

O women of the Prophet, if any of you were guil-
ty of evident unseemly conduct, the punishment
would be doubled to her, and that is easy for
Allah (33:30).

Chapter 25, Page 268
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And remember! Your Lord caused to be
declared [publicly]: “If you are grateful, I will
add more [favors] to you; But if you show in-
gratitude, truly My punishment is terrible in-
deed” (14:7).

Chapter 25, Page 271

... when their term is reached, not an hour can
they cause delay, nor [an hour] can they advance
[it in anticipation] (7:34).

Chapter 25, Page 276

Wherever you are death will find you out,
even if you are in towers built up strong and
high'! ... (4:78).

Chapter 25, Page 276

.. And for those who fear Allah, He [ever]
prepares a way out, and He provides for him
from [sources] he never could imagine. And if
anyone puts his trust in Allah, sufficient is
[Allah] for him. For Allah will surely ac-
complish His purpose: verily, for all things has
Allah appointed a due proportion (65:2-3).
Chapter 26, Page 285

That they would certainly be assisted and
that Our forces — they surely must conquer
(37:172-3).

Chapter 32, Page 331

O mankind! We created you from a single [pair]
of a male and female, and made you into nations
and tribes, that you may know each other [not
that you may despise each other] ... (49:13).
Chapter 35, Page 354

... But power [honor] belongs to Allah, His Mes-
senger, and the believers, but the hypocrites
know not (63:8).

Page 373

[This will be] their cry therein: “Glory to You, O
Allah!” And peace will be their greeting there-
in! And the close of their cry will be: “Praise be
to Allah, the Cherisher and Sustainer of the
Worlds!” (10:10).

Page 397
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Ahadith Index

AN | g B G205 130 AN 1 g B 208 130 (s 3 S e DL S A DYy
Wb 7 3y s (SIS dd;
Allah has decreed that for everything there is a better way. Then, when you kill in battle, do it in

the best way; and when you slaughter [an animal] in sacrifice, do it in the best way. So every one of
you should sharpen his knife, and let the slaughtered animal die comfortably.!

Wi ogrdl &l gt Al Jue gisdh

People are the dependents of Allah; the closest to Him are the most useful to His dependents.2
Page 16

Page 13

«gL;f,J\‘35,3° o> 5 Jﬂ\éaﬂpg\»

Have mercy on those in the land, so that the One in Heaven will have mercy on you.3

Page 16
155803 Vit (o1 g it
The Earth has been made for me a masjid and a means of putiﬁcation.4
Page 18
(((;.é.z.)\r' e}é}\ .1::»»
The leader of the nation is their servant.>
Page 19
@y ab (30 L LA Nk O
This religion is strong, so deal with it delicately and nicely.6
Page 35

Sahih Muslim, Sunan Abu Dawud, Sunan al Tirmidhi, Sunan al Darimi, Sunan ibn Majah, and
Sunan al Nasa'’i.

2 Sahih Muslim.

3 Sunan al Tirmidhi.

4 Sahih Muslim, Sunan Abu Dawud, Sunan al Tirmidhi, Sunan al Nasa’i, Sunan ibn Majah, Sunan al
Darimi, and Musnad Ahmad ibn Hanbal.

S Sunan al Daylami and Sunan al Tabarani.

6 Musnad Ahmad ibn Hanbal.
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Hauj| u,x,,n d.u wb ALY 36 ;Gm»

(Sl o ma B (SH g ey JE Qb
Oh Allah! Strengthen Islam by the more lovable one to You of the two men: Abu Jahl (meaning
‘Amr Ibn al Hakam) or ‘Umar ibn al Khattab.!

Page 35
P U Pz L o A4
wdey W Jgea £15 J53 £15 oSIH
Every one of you is a shepherd and every one is responsible for what he is shepherd of.2
Pages 47, 143

(oghle ) Srodmdl) 1Y) @S0y ) ey JB S5 L sl il
“Religion is sincere advice.” We said: “To whom?” He said: “To Allah, His Book, His Messenger,
the leaders of Muslims, and to their common folk.”
Page 54

A 3L G Al Tl § (Rl Daee (oD

People are like mines [in terms of their nature}. Thus the best of them in Jahiliyah [period of ig-
norance] will be the best of them in Islam; so long as they attain a proper understanding of Islam.*
Page 62

@y b s g ¥ B W O W

People are like camels; you may not find one suitable mount from even a hundred of them”
Page 98

OB G A A feg aeladt g dl G

The Hand of Allah is with the jama’ah. Then, whoever singles himself out (from the jama’ah),
will be singled out for the hell-fire.®

Page 134
(amadl il
Religion is sincere advice.”
Page 171
(e 3dl 8 L3l
The believer is the mirror of the believer.2
Page 175

VNhd W=

[ BN B =)}

Musnad Ahmad ibn Hanbal and Sunan al Tirmidhi.

Sahih al Bukhari, Sahih Muslim, Sunan al Tirmidhi and Sunan Abu Dawud.

Sahih Muslim.

Sahih al Bukhari, Sahih Muslim, Sunan al Darimi, and Musnad Ahmad ibn Hanbal. .
Musnad Ahmad ibn Hanbal, Sahih al Bukhari, Sahih Muslim, Sunan al Tirmidhi, and Sunan ibn
Majah.

Sunan al Tirmidhi.

Sahih Muslim.

Sunan Abu Dawud and Sunan al Tirmidhi.
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You shall not attain iman until you love for others what you love for yourself.!

Page 175
(i Ul 4 S o A5
Your smile in the face of your brother is an act of charity (.s'adaqah).2
Page 187

3558 dgs SME ey S 330 T AST 51 4 Ol (a3 V) B a2 Lo Wy
B py 4 3ATY JB
Not a single dawn breaks out without two angels calling out: “Oh! Son of Adam, I am a new day
and I witness your actions, so make the best out of me because I will never come back till the Day
of Judgmen »3

Page 190
W A A% 0. Y s ° .
(O 4o 982 Obﬁ ‘5_,:.»\ R
He whose two days are equal [in accomplishments} is a sure loser!*
Page 194
M ’o,, of E "e,/ of o -
(! Ji.;g ‘.J oW JS.:.;_ VJ )
He who does not thank people, does not thank Allah.>
Page 271

Of b (b Ujd Shaai Jaaly b Loy hiad 0485 Of s (b Ujh s o
g dos B3
Temper your love for your friend, for one day he may be your enemy. And temper your hate for

your enemy, for one day he may be your friend.
Page 273

AWnbs W=

Sahih al Bukhari and Sahih Muslim.
Sunan al Tirmidhi.

Al Ma’thur of the Prophet (SAW).
Sunan al Daylami.

Sunan Abu Dawud, Sunan al Tirmidhi and Musnad Ahmad ibn Hanbal.
Sunan al Tirmidhi.
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(Cad CJS 13) <l 0}9 deluy dsle O 4l 93
Entertain the hearts in between hours, for if the hearts get tired, they become blind.!

Page 355
£ ° 11 . 58
(23U Gl é) 2o
My Lord has taught me good manners; and He has mannered me well.2
Page 358

g B oy O 6 B AL Susl Wy el 2B O

If the last hour strikes and finds you carrying a nursling tree to the grove for planting, go ahead
and plant it.3
Page 362

Gt Y &S 5 o 50l | u....; )
Part of someone being a good Muslim is his leaving alone that which does not concern him.*

Page 365
Gye Y3 372 Y
There should be neither harming nor reciprocating harm?
Page 365

B o3 oF b U e 0 g3 G oF 1 B L 16 2
Whosoever removes a worldly grief from a believer, Allah will remove from him one of the griefs
of the Day of Judgment.®
Page 365

s
-

i 3 . K&y 8 s ot .1 2a
(i Cou b 42y Cou &SI e M

None of you [truly] believes until he wishes for his brother what he wishes for himself.”
Page 365

((ij-:\;lé ’yj ‘)’”.: ’Y ’lo ;” }’g‘i ’/l° JH»
A Muslim is a brother of a Muslim; he neither treats him unjustly nor does he fail him 8
Page 365

NN EWN =

Sunan al Daylami.

Al Sam‘ani in Adab al Imia’.
Musnad Abmad ibn Hanbal.

Sunan al Tirmidhi.

Sunan ibn Majah.

Sahih Muslim.

Sahih al Bukhari and Sahih Muslim.
Sahih Muslim.

389




Indexes

Subject Index

A

Action Plan 117

Advice 52, 54, 171-4, 176
Agenda 223, 230-1, 235, 240, 260
Analysis 249, 281

B

Belief 17, 126, 138

Brainstorming 79, 86, 92, 129, 223, 230, 305, 313
Budget 95, 107, 135, 262, 329, 333, 336, 352
Bylaws 207, 261

C

Case Study 315

Chairmanship 208, 236, 241
Checklist 307

Constitution 207, 256, 258, 260, 261
Creativity 229, 237

D

Delegation 239
Disagreement 139
Development (human) 2, 9
Deviation 53, 75, 109, 121-4

E

Elections 31, 71, 270, 272
Ethics 362

Evaluation 120, 240-1, 368-371
Excellence 126

Extremism 27

F

Facts 108, 168
Follow up 368
Funds 262, 320
Futurity 82, 02

G

Growth 266, 293, 295
Guidance 42, 51

H

Helpfulness 65
Honesty 65, 364
Human relations 64
Hypocrisy 275

I

Ideology 4, 25, 30, 61, 257, 295
Institutionalization 29

Islamic literature 158

Islamic manners 34

Islamic organization 197, 255, 259, 261, 330, 337

J

Job description 250
Judgment 157, 180
Jurisprudence 27, 80
Justice 49, 52-4, 268

K

Know-how 277

L

Language 64, 149, 152, 166, 193, 325
Language (body) 154

Legitimacy 85

Listening 199, 200-1, 203

Literature 8, 27, 31, 35, 328

M

Manners 50, 52, 142, 173, 221, 357-8
Manpower 109

Measurements 67, 89, 121, 124
Media 31, 50, 252, 301, 306, 317
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Methodology 9, 117, 109, 138
Movements 334
Motivation 63, 103, 105, 125, 218, 221, 307-8, 368

N

Nationalism 28, 35
Negotiating 79, 89, 90

O

Obligation 208

Observation 66-7, 128, 139, 211, 279, 280-2
Optimism 362

Orientation 37, 64, 230, 297, 336, 343
Overload 57, 141-2

P

Parameters 81

Participation 221-3, 351-3
Perception 46, 183, 202
Pessimism 362

Policies 53, 64-5, 80, 214, 260
Policy Making 53

Power 134, 194

Preparation 108, 149, 159
Priorities 29, 32, 46, 55, 105, 107, 256
Problem Solving 46-7, 73, 315
Procedures 214, 219, 231
Productivity 79, 87, 238, 267
Proficiency 65, 67, 207, 295
Public Speaking 149
Punctuality 341, 352, 361

Q

Qualifications 66, 221
Questionnaires 85-6, 279-82, 289, 368
Questions 232, 233

R

Reaction 126, 130

Reasoning 42

Recreation 341-42, 346, 347, 370
Recruiting 123

Recurrence 83, 92

Resources (human) 2, 6, 32, 36, 53, 296
Role Playing 310, 314

S

Scheduling 111, 340, 344
Self-development 265-6
Self-evaluation 123
Self-training 10

Seminar 9, 126, 196, 296, 314
Slides 246-7, 249, 301
Solutions 151, 281-2
Specialization 206, 293, 297
Speech 149-4, 156-63
Standards 122

Success 33-6, 75, 190-1, 194, 208, 218, 223

T

Talent 67, 310

Targets 109, 121

Team 133-5

Team Spirit 26-7, 37, 44, 144-5, 294
Teamwork 47, 140, 143, 206, 290
Techniques 277, 295, 301, 305-7, 311, 368
Thought 30, 38, 54, 89, 140

U

Unity 28, 30, 54, 222, 363
Universality 30
Uplift (spiritual) 3-4, 20, 46

\Y

Values 9, 51, 110, 126, 128, 277, 309
Visual Aids 160
Volunteer 269

W

Wisdom 1, 43, 46, 96, 112, 145, 194, 222
Writing 165-6
Women 10, 27, 62-3, 293, 297, 308, 329

Y

Youth 7, 10-11, 27, 194, 269, 283, 293, 297, 325,
328-330, 368

.Subject Index
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Names Index

SAW =Salla Allahu ‘Alayhi Wa Sallam
AS  =Alayhi al Salam
RA =Radiya Allahu ‘Anhu

‘Abdullah ibn Al Harith (RA) 187 Messaoudi, Michele [F]
Abu Bakr (RA) 59, 88 Mirza, Yaqub [F]
AbuGideiri, Eltigani [F] 6 Mudar (tribe) 206
AbuSulayman, ‘AbdulHamid [F] 8 Muhammad (SAW) 158
Abuzaakouk, ‘Ali [F] Musa (AS) 39

Adam (AS) 42 Musaddiq, M. 56
Ahmad, Anis [F] 6 Naseef, Abdullah 8
Alawiye, Zaynab [F] Al Nu‘man ibn Mugrin 124
‘Ali, Anas [F] Nuh (AS) 114

Al Alwani, Taha [F] 8 Omar, Abdul Hadi 6
Altalib, Itham [F] ‘Othman, Mustafa [F] 8
Altalib, Hisham 2, 6, 8 Pharaoh 39

‘Ammar ibn Yasir (RA) 124-5 Quraysh (tribe) 88

‘Amr ibn Ma‘di Karib 124 Rashdan, Mahmoud [F]
‘Atiyyah, Muhyiddin [F] Redifer, Rex Allen 58
Bahafazallah, Ahmad 8 Shu‘ayb (AS) 45

Barzinji, Jamal [F] 8 Siddiqui, Ahmadullah [F]
Barzinji, Suhaib [F] Siddiqui, Dilnawaz [F]
DeGaulle, Charles 56 Syeed, Sayyid [F] 8
Delorenzo, Yusuf [F] Tahan, Mustafa [F] 8
Eve 42 Tamim ibn Aws (RA) 54
Al Farahidi, Al Khalil ibn Ahmad 274 Totonji, Ahmad [F] 7

Al Farugqi, Isma‘il [F] 8 Totonji, Muhammad [F]
Fisher, Roger 90 Tulayhah ibn Khalid 124
Harun (AS) 39 ‘Umar ibn al Khattab (RA) 54, 88, 124-5, 172, 206
Haykal, M. 158 Unus, Igbal [F]

Ibrahim, Anwar [F] 8, 40 Ury, William 90

Al Johani, Maneh 8 Willoughby, Jay [F]
Kasule, Omar [F] Zahidi, M. 56

Al Kusayyer, Tawfiq 8 Zayd ibn Thabit (RA) 206
Kennedy, John 58

[F] There is an entry for this name in the front of the book before the table of contents.
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Places Index

Afghanistan 34, 39 Indiana 7, 113, 316, 331 Pakistan 35, 39

Africa 4 Indianapolis (USA) 4, 331 Palestine 39

Algeria 35, 39 Iran 39 Peoria 40

America 26 Iraq 124 Plainfield (USA) 4,7
Arab World 297 Japan 26, 98 Riyadh (Saudi Arabia) 8
Asia 4 Kashmir 39 Rome (Italy) 270
Bangladesh 39 Kufah (Iraq) 125 Saudi Arabia 8

Canada 3,5, 7 Libya 35, 270 South Africa 297
Champaign (USA) 5 London (UK) 96 Sudan 39

Cyprus 96 Madinah (Saudi Arabia) 88 Tunisia 39

Egypt 35, 39, 270 Makkah (Saudi Arabia) 8, 28, 150 Turkey 39

England 158 Malaysia 7, 39 Ta’if (Saudi Arabia) 158
Europe 4, 158 Manchester (UK) 158 Urbana (USA) 5

Gary (USA) 316 Mosul (Iraq) [F] USA 3, 5,7-8, 331
Hunayn (Saudi Arabia) 158 North Africa 297 Washington D.C. (USA) 195
Illinois (USA) 5 North America 4-7, 113, 136, 296

[F] There is an entry for this place in the front of the book before the table of contents.

Organizations Index

AMSE: Association of Muslim Scientists and ITC: Islamic Teaching Center 6, 7

Engineers 7 MAYA: Muslim Arab Youth Association 7 113
AMSS: Association of Muslims Social Scientists 7 MCA: Muslim Community Association of the US
CITF: Canadian Islamic Trust Foundation 7 and Canada 7, 136
FOSIS: Federation of Student Islamic Societies 158 MISG: Malaysian Islamic Study Group 7, 40, 113
IBS: Islamic Book Service 331 MSA: Muslim Students Association of the US and
ICNA: Islamic Center of North America 113 Canada 3, 4, 5, 6, 7, 40, 113, 136 236, 316
IFSO: International Islamic Federation of Student MWL: Muslim World League 5, 8

Organizations 2, 5, 7, 40, 96 ' MYNA: Muslim Youth of North America 7
IIIT: International Institute of Islamic Thought 2, NAIT: North American Islamic Trust 6, 7

5,8,9, 40, 195 WAMY: World Assembly of Muslim Youth 5, 8,
IMA: Islamic Medical Association 7 40, 96
ISNA: Islamic Society of North America 4, 5, 6, 7,

40, 113, 136
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Index and Glossary of Islamic Terms

Note: Arabic words found in standard English dictionaries have not been italicised below.

A

Adab, manners, etiquette 357, 359, sl Dhike, the remembrance of Allah S5
360-1, ‘ 17, 174, 329
Adab al ikhtilaf, manner of differing sl Du‘@, invocation (prayer) addressed sl
35 JNesy)  to Allah 29, 343, 353, 360
Abhadith, plural of hadith 377, 386 Eudlo
Allahu Akbar, God is the Greatest s () F
274, 360 .
Amir, commander or leader 27 gl Fajr, dawn (prayer) 345 )’“’
Amwal, properties 27 J }‘i Falah, success in attaining full cw -
‘Agidah, creed 259 X conviction and realization of the
AS, ‘Alayhi Al Salam, upon him be S ade divine will 361 .
peace ¢ > Fard, an obligatory action 239 oot
‘Asr, time; afternoon (prayer) 345 o Fatawa, a juristic opinion given by Sy
Astaghfiru Allah, 1 seek forgiveness  J\ s an ‘alim (scholar) on any matter
from Allah 274 / pertinent to Islamic law 38
Ayah, a verse from the Qur'an, a Al Figh, knowledge of Islam through its b
phenomenon pointing to the ) laws, science of the laws of Islam
Creator 4, 22,353 27,329
Ayat, plural of Ayah 377, 378 <l
B al Ghayb, the transcendental realm !
Basirah, vision 44 s the knowledge of which is
Bismillah al Rahman al Rahim, In M impossible for man to achieve
the name of Allah, Most ) Fj‘ except through revelation 18-9
Gracious, Most Merciful 359 s o
D Hadith, the verbalized form of a T g
Da'iyah, (plural: du‘at) one who is ield tradition of the Prophet
engaged in da‘wah 4, 17-22, 24, Muhammad (SAW) constitutive of
37, 39, 44, 47, 147, 268 his Sunnah 4, 15, 17-9, 21-2, 36-7,
Da‘wah, inviting people to Islam 8482 47.’ 29_5’ ?43’ 357
2-4, 6-9, 11-2, 22, 29, 33, 37, 39, Hayjj, pilgrimage to Makkabh, the fifth el
46, 106, 113, 123, 126, 166, 258, pillar of Islam 329
268, 271, 329 Halal, that which Allah (SWT) has S
made legitimate 38, 283
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Halagah, a circle or group 22, 177, dd>  In sha’a Allah, Allah willing 257 & els ol
298 Igamah, the inception of salah or e8|
al Hamdu li Allah, praise be to s any other ritual of worship 322,
Allah 267, 274, 360 345, 348, 360
Haram, that which Allah has p!,>  Isha’, late evening (prayer) 345 slis
explicitly forbidden humans to do Islah, improvement, rectification 41, CW!
and for which He has specified a 45
penalty 38 Itgan, perfection 45 o)
Hijrah, the departure of the § pea
Prophet Muhammad (SAW) J
from Makkah to Madinah ;
designation for the Islamic lunar Jahannam, hell 37 -
calender which began on the day Jahiliyyah, ignorance; pre-Islamic Llal>
of that departure from Makkah period 62 )
(July, 622 AD) 329 Jama‘ah, group 18, 31, 37, 51, 182 sl
Hikmah, wisdom based on %S> Jannah, the Garden, paradise, the i
revelation of the will of Allah eternal abode of the meritorious
(SWT) 43, 145 humans who have been granted
the reward of Allah (SWT) on the
I Day of Judgment 17, 37
Jihad, self-exertion in the cause of slg>
‘Ibadah, act of obedience and isle Allah (SWT) including peaceful as
worship to Allah (SWT) 272 well as violent means 59
7d, celebration, festival (to mark A
end of Ramadan or to K
commemorate Prophet Ibrahim’s
willingness to sacrifice his son at Khilafah, vicegerency, caliphate 41, >
the command of Allah SWT) of 59
271,330 Khulafa’, vicegerents, caliphs 54 s\l
Ifsad, destruction, corruption 45 s\.d|  Khutbah, sermon 59, 270, 360 ik
Ihdina al Sirat al Mustagim, Guide
us to the Right Path 274 4! b! ol Laa) L
Ihsan, the perfect fulfillment of the Ol
commandments of Allah; the La hawla wa la quwwata illa billah, Yy Je Y
state of the person whose deeds there is neither strength nor power &\, "ﬂ 84
achieve such fulfillment; except through Allah SWT 358
betterment 20, 45, 64, 361
Ijtihad, Islamic research 27, 31, Sl M
151, 259
Iman, the conviction that Allah is okl Madhahib, schools of thought in alde
indeed the one and only God and figh 20 '
that Muhammad is His last Maghrib, time of sunset (prayer) 345 o i
prophet 38, 45, 194, 358, 361 al Ma‘ruf, the good actions 361 o
sA
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Masjid, place where the act of. dowwe  Sahih, the most authentic books of g
sajada (prostration) is hadith
performed; mosque 6, 265, 270 Salah, the act of worship in Islam Mo
Mihrab, a recess in a mosque ol 17, 271, 348, 357, 360-1, 363
indicating the direction of prayers al Salamu Alaykum, the peace of PS,).&‘— pL-J\
360 : Allah (SWT), His greeting and
Minbar, podium or elevated place B blessing be on you 274, 358, 365
for the imam or sermon-giver at a Salat al Asr, the afternoon prayer rasll 8o
prayer 161 322, 348
Mu’minun, believers 362 Ogw s Salat al Fajr, the dawn prayer 322, il e
Munkar, the wrong actions 361 JS..,. 344-5, 348, 360
Musnad, the book of hadith Liws  Salat al ‘Isha’, the late evening slindl 3%
compiled by Imam Ahmad ibn prayer 322, 340, 344, 348, 360
Hanbal Salat al Maghrib, the evening prayer < &ll %
after sunset 322, 348
N Salat al Zuhr, the midday prayer
322, 348,

Nasihah, sincere advice 171, 173-4, d>ai  al Sam‘wa al Ta‘ah, hearingand sl C“J‘
176-7, 329, 352 obeying 27 ) o
Niyyah, intention 329 L SAW, Salla Allahu Alayhi wa  @hw 9 ade &\ Jo

Sallam, may Allah’s prayers and
peace be upon the Prophet
Q al Shahadah, witnessing that there 3ot
Qada’, overdue; to settle a debt 360 sl is no god but Allah (SWT) and
Qiblah, the direction of Makkah al ad that Muhammad (SAW) is His
Mukarramah 360 messenger, 18
Qiyam al layl, Night-vigil; staying |4\ ?\,3 Shari‘ah, the way; Islamic law 8, 52, dny &
up for worship at night 344 55
Qiyamah, the Day of Resurrection &\d  Shaykh, title of respect; religious e
175 leader 28-9,
Shura, mutual consultation 27, 29, Sy
R 49, 52-3, 60, 79, 82, 88-9, 92, 106,
129, 259, 269, 273, 329
RA, Radiya Allah ‘Anhu, May & i %) Al Sirat al Mustagim, the Straight Ch"‘“ b Al
Allah accept his actions 54 Path 2, 373
Rak‘ah, a section of a prayer 239 &Sy,  Siyam, fasting 328 o
Rizq, sustenance 267 dj, Subhana Rabbiy al Adhim, 1 glorify Gy Obuw
my Lord, the Greatest 274 Qj'ﬂ*“
S Subhana Rabbiy al Ala, 1 glorify J‘"\J‘ Q) Obew
my Lord, the Highest 274
Sabr, patience 142, 329 Bt Sultan, ruler 34 olalw
Sadagah, charity 268, 363 84w  Sunan, some books of hadith e
Sahabah, (sing: sahabi) companions  &lowe
of the Prophet (SAW) 329
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Sunnah, the pattern of Allah (SWT)

& Usrah, family; a closely knit group §
in ordering creation or any part or 22
aspect of it 17, 239, 259
T Wa ‘alaykum al Salam, and on you k! PS,J:. g
Taharah, purification 329 i)\eb be peace 358
Tarawih, nonobligatory prayers on &5  Wahy, revelation 59 g
the nights of Ramadan 329 Wagf, trust; property in trust for b g
Tarbiyah, training 298 4 service to Islam 268
Tasbih, praise of Allah (SWT) 17 = Wudu’, ablutions 336, 344-5 5903
Tawhid, the Oneness of Allah (SWT) A g
2,9, 328, 363 Z
U Zakah, the obligatory sharing of 5
wealth with the needy 329, 363
‘Ulama’, scholars 31 slle  Zalim, oppressor 39 g\b
Ummah, the community as identified ial 5, 240, 260
by its ideology or culture 24, 26,
27, 28, 30, 31, 38
(g 8y )
[This will be] their cry therein: “Glory to You, Allah!” And peace will
be their greeting therein! And the close of their cry will be: “Praise
be to Allah, the Cherisher and Sustainer of the Worlds!” (10:10)
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amana publications
PRESENTS ITS NEWEST 2001 11th EDITION

THE MEANING OF
THE HOLY QUR’AN

The Classic Work of
‘Abdullah Yusuf ‘Ali

Published with a newly compiled
comprehensive index

Arabic Text Facing
English Meaning

5 SHrah 28. GHERISS RN
Al Mu'miniin (The Believers)

Surah names transliterated.

Arabic numerals replace Roman numerals for easier referencing:

Identifiable Juz’ division markers.

Now available in Madinah script. -

In the name of Allah, Most Gracious, R A .
Most Merciful e
1. @he Believers must £ a s
(Eventually) win through— 1 ol (0]
2. Those who humble themselves™s

et ieSionadi ©

In their prayers;

©

Who avoid vain talk; 6,30,-:;-311&#&—;1‘; O

»

Who are active in deeds

P O T et (e
Of charity; o ERRA ST TS 6]

Newly reset-and improved for clarity. -

More appropriate Islamic terminology used th ro‘ughout, e.g.
“Allah™ instead of “God” and “Messenger” replaces “Apostie”

New-easier to read completely reset type -

i 7. RS
5. Who abstain from sex,s” Q)Lp‘,.wr_. N
6. Except with those joined .
To them in the marriage bond, Py NG
Or (the captives) whom sr B gt
Their right hands possess— % WA
For (in their case) they are e oI osT\T
Free from blame, Cpaslipe el

bad

But those whose desires exceed |7 & -fta2 4 4t 40 fer 122 <7
Those limits are transgressors— "J*U‘r‘uf\gﬁldﬁ»‘ b

with-updated spelling and transliterations.

Extensive running comrhentary
revised and clarified to avoid misinterpretation.

Deluxe Hard Cover (6x9)  ISBN 0-915957-76-0 1824 pages $ 21.95
Soft Cover (6x9) ISBN 0-915957-32-9 1824 pages $ 14.95
Pocket Size (4x6) ISBN 0-915957-77-9 1824 pages $ 12.50

2865. Aflaka: win through, prosper, succeed, achieve their aims or obtain salvation from sorrow and all
evil. This verse connects on with verses 10 and 11 below, The success or victory may come in this world, but
is certain and lasting in the world to come.

2866. Humility in prayer as regards (1) their estimate of their own worth in Allah's presence, (2) as regards
their estimate of their own powers or strength unless they are helped by Allah, and (3) as regards the pecitions
they offer to Allah,

2867. The Muslim must guard himself against every kind of sex abuse or sex perversion. The new psychology
iated with the name of Freud traces many of our hidden motives to sex, and it is common knowledge
that our refinement or degradation may be measured by the hidden workings of our sex instincts. But even
the natural and lawful exercise of sex is restricted to the marriage bond, under which the rights of both parties
are duly regulated and maintained.

2868. This is furcher explained and amplified in 4:25. Tt will be seen there that the status of a caprive
when raised to freedom by marriage is the same as that of a free woman as regards her rights, but more lenient
as regards the punishment to be inflicted if she falls from virtue,
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[IIT Publications

SocIAL JusTiCE IN IsLAM
Dina Abdulkader

Using the two
sources of
maqgasid and
maslaha, and
through the
examination of
the  dialectical
link between figh
and reality, the
author shows their
idispensability as
important method- |
ological tools for the study of the social sci-
ences and, indeed, of social phenomena.

216 pp. $14.95

CONTEMPLATION
An Islamic Psychospiritual Study

Malik Badri

Combining the rich
traditional Islamic |
wisdom with con- [
temporary knowl-
edge, the author
advances a
unique approach f
to the under-
standing of the
human psyche §
and the self :
that gives a central
position to meditation and contempla-
tion as forms of worship in Islam.

136 pp. $13.95

THE VICEGERENCY OF MAN
‘Abd al Majid al Najjar

The Vicegerency of
Man is a truely con-
tributioin  to  the
debate on Revelation
and reason that has
always been a central
issue in Islamic
thought. The book aims
to clarify the relationship
between reason and
Revelation and to show
that far from being mutu- %
ally exclusive, they both

contribute to a correct portrayal of reality.

90 pp.

$9.95

A TaeMATIC COMMENTARY
ON THE (QUR'AN
Shaykh Muhammad al Ghazali

No exegesis is by
itself sufficient for a
full understanding of
the Qur’an. But this
work is an indis-
pensable compan-
ion in the quest for
a better compre-
hension of, and a
closer  affinity
with, the sacred text.

804pp. $24.95
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The International Institute
of Islamic Thought (IIIT)

The International Institute of Islamic Thought (IIIT), a cultural and intel-
lectual institution, was established and registered in the United States of
America at the beginning of the fifteenth hijrah century (1401/1981) with the
following objectives:

To provide a comprehensive Islamic outlook through elucidating the prin-
ciples of Islam and relating them to relevant issues of contemporary
thought;

To regain the intellectual, cultural, and civilizational identity of the
Ummah through the Islamization of the humanities and social sciences;
and

To rectify the methodology of contemporary Islamic thought in order to
enable it to resume its contribution to the progress of civilization and give
it meaning and direction in line with Islamic values.

The Institute seeks to achieve its goals through:
Holding specialized academic conferences and seminars;

Supporting and publishing selected works of scholars and researchers in
universities and academic centers in the Muslim world and the West; and

Directing higher university studies toward furthering work on issues of
Islamic thought and the Islamization of knowledge.

The Institute has a number of overseas offices and academic advisors to
help coordinate and promote its various activities. The Institute has also
entered into joint academic agreements with several universities and research
centers around the world.

The International Institute of Islamic Thought
P.O. Box 669, Herndon, VA 20172-0669, USA
Phone: (703) 471-1133; Fax: (703) 471-3922
http://www.iiit.org
E-mail: iiit @iiit.org
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What this Guide Can Do for You

Now more than ever before, Muslim young men and
women need to improve not only their personal skills but
also their group performance. This Guide presents easy-to-
follow instructions which can be used by those who desire to
acquire these skills.

This Guide concentrates on the training needs of Muslim
young men and women by condensing the experience ac-
quired over the last several decades by Muslim leaders.
Thus, the new generation of leaders will be able to start from
where their leaders left off, rather than having to duplicate
their predecessors’ successes and/or failures.

Using a simple Do’s and Don’t’s format, this Guide will
enable the user to optimize his/her understanding of the art
and science of da’wah and how it can be applied in today’s
world.

Like genius, leadership entails harder work for the one
who was born without this skill. It is to such people that this
Guide is addressed. We are confident that, with the help of
Allah, the user will be able to make a quantum leap forward
in the areas of growth and improvement through the proper
use of the methods outlined in this Guide. Over time, there
will be noticeable improvements in the areas of concepts,
management, administration, and communication as well as
the skills needed for conducting camps, conferences, and
meetings.

This Guide is supplemented by suggested workbooks
which will lead to an even deeper understanding of the skills
needed for successful leaders.




