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[bookmark: _GoBack]Underlying Principles:

At ECS we believe that everyone has the right to learn and work in a safe environment and be treated with respect. ECS has high expectations of behaviour; therefore, all students are expected to adhere to the behaviour expectations laid out in this document. 

The Behaviour Policy is based on a system of rewards and sanctions for student actions. The core aim is to promote positive behaviour and support students to develop behaviour that helps them achieve their best in preparation for life after school.
All school staff are responsible for managing student behaviour and good teaching which leads to high levels of student engagement and learning is a pre-requisite for good classroom management.
Code of Conduct and other shared documentation

The code of conduct summarises the behaviour we expect from students and the behaviours which are unacceptable. This is included in the student planner, home school agreement and the staff handbook. (Appendix 1) 
The corridor code outlines expectations for all students when moving around the building (Appendix 2).
The 7 Good Behaviours document was introduced in Sep 2013 to support students and staff with a shared common language to promote excellent behaviour. From Sep 2015 this language should be used by all staff with year 7, 8 and 9 students as these students are all trained in its use (Appendix 3).
The ‘Year 7 Procedures for Lining Up’ document supports staff and students in year 7 to ensure they arrive in a calm and ordered manner to class so learning can begin immediately without any disruption. Appendix 4 includes an example of this document that is updated annually for each campus.

Roles and Responsibilities:

· The Head teacher and SLT are responsible for ensuring the behaviour policy is applied fairly, implemented correctly, reviewed regularly and providing staff with support and training when required.
· All staff are responsible for applying the policy around all areas of the school at all times when students are on site. Serious breaches of the behaviour policy which occur out of lesson time should be recorded on SIMS and passed to the appropriate Head of Phase.
· Teachers are responsible for the behaviour of the students in their lessons. Serious breaches of the behaviour policy which occur in lessons should be recorded on SIMS and passed initially to the Head of Faculty (HOF) to provide support. The HOF may wish to consult with the Head of Phase (HOP) about any appropriate sanctions.
· Tutors are responsible for checking each day that the uniform, ID’s and equipment of their tutees is correct. In addition tutors are responsible for monitoring their tutees behaviour through the data entered on SIMs and apply sanctions and give rewards as required in the school behaviour policy. 
· Heads of Phase and AHT responsible for the Phase are responsible for monitoring the behaviour of students within their Phase; ensuring tutors are correctly following the policy and providing them with support when required. The work of HOP is supported by the Phase Student Manager on a day to day basis.
· Heads of Faculty are responsible for monitoring the behaviour of students within their faculty; ensuring teachers within the faculty are correctly following the policy and providing them with support when required.
· Students are responsible for complying with the code of conduct and the corridor code and for alerting teachers to potential breaches of the policy. Students will be expected in most cases to record a statement for incidents they have been involved in and to allow staff to deal with the situation appropriately. Students experiencing any form of bullying should report this to a member of staff for the school to deal with appropriately.
· Parents are responsible for working in partnership with the school to ensure high standards of behaviour. Parents are expected to support the school’s behaviour policy.

Preparation for learning
Like all jobs, the job of learning requires preparation. This is achieved by having the right mind-set, the required equipment and an environment free from distractions. The diagram below shows areas the school will focus on to achieve this.Preparation for Learning
Attendance
Punctuality
Equipment
Uniform
Student I.D.
Electronic Equipment








Attendance
Attendance is a pre-requisite to success in all walks of life and at Edmonton County School all students are expected to achieve high levels of attendance. The school has a rigorous attendance policy implemented by the school attendance officer and all students are expected to exceed 95% attendance. In addition students receive rewards for weekly and half –termly 100% attendance in line with the school rewards system.
Punctuality
All organisations require its members to be punctual to ensure the efficient and smooth running of it. At ECS all its members are required to be punctual so as to ensure their own learning begins promptly and so they don’t disrupt others learning through lateness.
The school day begins at 8.30am and students are required to be on site by 8.25am. The school gates will be closed at 8.30am and any student arriving after this time will be met by student managers on the gate and will be marked as late in the am register on SIMs.  Students who are late to school are required to attend a ½ hr campus detention at the end of the school day.
Students are required to attend all lessons on time. Students are required to be sat down and ready to learn 5 minutes after the end of the previous lesson, any alteration to this is at the professional discretion of the teacher. Teachers should record all lateness to lesson by right clicking on the register cell and inputting the number of minutes late. Students who fail to attend on time should be followed up by the class teacher and the faculty. Punctuality to class is monitored by student managers and heads of phase and where punctuality is a recurring concern the phase team will intervene. 
Equipment
For students to be effective learners they need to come to school properly equipped for the job in hand.
All students are required to bring several pens (black and green), a pencil, pencil sharpener, a ruler (min. 15cm), eraser, whiteboard pen, maths equipment including a calculator, pencil case, reading book and their planner in a bag large enough to carry an A4 book to all lessons. The school will ensure there is equipment for sale at the start of the day in the library. All students will have their equipment checked regularly in form time and recorded on SIMS at least once a week. Failure to have the correct equipment results in 10 min break detention.
Student I.D.
Identification cards ensure staff are able to identify students correctly, indicate that they are a member of the school community and enable students to access various services such as the library. 
Students are required to ensure their student I.D and their house lanyard are kept in good condition and worn together at all times. This will be checked at each tutor time and if missing, students need to obtain a temporary one for the day. Tutors will deliver students to the designated room at the start of break were they will have to complete a temporary ID request form and then wait in the room for their temporary I.D. to be made up. This process is likely to take 10 minutes. 
Electronic Equipment
Electronic equipment is a distraction and is not required for learning e.g. Mobile phones, mp3 players, headsets and hand held games consoles. It should not be seen and switched off within the school grounds at all times. If seen or heard by a member staff the student will be required to hand it to the member of staff. Confiscated equipment should be placed in an envelope labelled with name and details of the confiscation.
	No. of confiscations 
	Return of item
	Action

	First occasion
	Collected at the end of the day from the phase student manager.

	Student issued with reminder slip of the schools policy on electronic equipment and confiscation recorded on SIMS

	Second occasion
	Collect at the end of the day from the phase student manager.
	Letter sent to parents reminding them of the schools policy on electronic equipment and confiscation recorded on SIMS

	Subsequent occasions
	Collected by parents from Head of Phase

	Head of Phase has meeting with parents and confiscation recorded on SIMS



Refusal to hand over will result in a message being sent to HOP/SM who will arrange a meeting with parents and issue student with a school detention for defiance.

Uniform
Uniform is an important part of our school. We believe it promotes a sense of identity and establishes good working habits. All students are required to present themselves to school wearing full uniform smartly and correctly (see appendix 5). 

Once students enter onto the school grounds any non-school uniform items will be confiscated and given to student manager. Head wear/scarves should not be worn in school unless for religious reasons. 

The school reserves the right to send home any student who arrives at school in incorrect uniform.


	No. of confiscations 
	Return of item
	Action

	First occasion
	Collected at the end of the day from the phase student manager.
	Student issued with reminder slip of the schools policy on uniform and confiscation recorded on SIMS.


	Second occasion
	Collected at the end of the week from the phase student manager.
	Letter sent to parents reminding them of the schools policy on uniform and confiscation recorded on SIMS.


	Subsequent occasions
	Collected at the end of the school half term from the phase student manager.

	Letter sent to parents reminding them of the schools policy on uniform 
and confiscation recorded on SIMS.



Acknowledging and rewarding positive behaviour for learning 
It is important to not only challenge poor behaviour but also to recognise and acknowledge positive behaviour. Positive behaviour is encouraged and maintained by acknowledging it when it occurs and rewarding students who constantly exhibit positive behaviour. The school does this through the awarding of class points each lesson/tutor period and the subsequent issuing of achievement points and prizes. An entry is made for all students in all sessions (see codes below). The system is designed to allow any student to buy into it at any point despite any previous record.
Class Points 
For each lesson the class teacher enters a 3, 2, 1, 8 or 9 into the SIMs register if the student is present. The class point’s criteria were reviewed by the student body during a consultation process in spring 2015 and presented to staff by students in a staff meeting in April 2015.
Tutor time points 

Points are also awarded in tutor time using the relevant criteria from class points table.





	Class Points Criteria

	A student that is awarded 3 points will do everything required to be awarded 2 points and will always
· Challenge themselves and extend their learning
· Have exemplary behaviour
· Be a great role model


	A student that is awarded 2 points will
· Complete all their work to the best of their ability
· Follow the 7 good behaviours without reminder
· Be actively involved in learning
· Complete homework 
· Have all necessary equipment
· Be respectful and polite 


	A student will be allocated 1 point if 
· Some of the work has been completed but not to the expected standard
· They have been warned about behaviour (e.g. talking, being out of seat, calling out) no more than twice
· Equipment is missing
· Homework is not done


	A student will be allocated an 8 if 
· Little or no work has been completed
· They have been rude or impolite
· They have been warned more than twice about their behaviour


	A student automatically receives a 9 if
· They are parked or sent out of the lesson
· There is a serious incident that will be referred to the phase team





Rewards

A variety of rewards are used to recognise student successes and achievements including class points, certificates and recognition in the weekly newsletter. All students can earn VIVOS for excellent attendance and punctuality; high weekly totals of class points; smart uniform; being fully prepared for learning; for contribution to school life and for other achievements as publicised in school (see appendix 6 for further details) 
VIVOS can be exchanged for a range of items from the VIVO online shop; can be donated to a house charity or swapped for in school prizes such as raffle tickets and school visits and trips. 
Students can find out how many VIVOS they have earnt each week by logging on to the VIVO software or downloading an app onto a smartphone. They can also check their position in their class or phase and see how many VIVOS their house have been awarded. 


Other rewards staff can use are
· Praise and thanks
· Written comments on student work
· Work displays
· Phone calls home
· Praise text home
· Praise cards home
· Certificates
· Mention in newsletter
· Reward events and trips
· Faculty badges



Challenging negative behaviour for learning.
All staff have a responsibility to challenge poor behaviour and support students in correcting any poor behaviour. 

As stated above poor behaviour in class is recorded on SIMs using the codes 8 and 9. 

8 = little or no work has been completed, student has been rude or impolite or student has been warned more than twice about their behaviour. Staff should indicate the reason for the student being awarded an 8 by right clicking the register cell and adding a brief comment in the ‘enter comments’ box. 
9 = Student has been parked or sent out of the lesson or there is a serious incident that will be referred to the phase team. When a student is awarded a 9 then a behaviour report on SIMs must be completed.
Poor behaviour out of class should be entered in SIMs as a behaviour report.

Students who receive any 8s or 9s in a day are required to attend a ½ hr campus detention at the end of the school day. The teacher is expected to go down to the detention during this time and speak to the pupil about their behaviour in the lesson; ring the parent to discuss the behaviour issue and record on SIM’s by right clicking the register cell, clicking on the ‘enter comments’ tab and recording a brief comment. If a teacher awards an 8 during lesson 5 they should escort the student to the daily detention.
Three 8s or more in consecutive weeks will result in the student being placed on tutor report with appropriate targets set.
If an incident is judged serious, Heads of Phase are required to carry out an investigation in line with the school standard operating procedure for investigating serious incidents (see appendix 7)

In applying sanctions, regard will be taken of the seriousness of the incident and will target the behaviour of the student. When unacceptable behaviour is detected sanctions will be applied consistently and fairly. For more serious breaches, parents/carers will be informed. 


A list of the range of sanctions includes:

	
Sanction

	
When used
	
How it is recorded
	
Next steps

	Talking with students at the end of lesson.

	Disruption or inappropriate behaviour in class
	No formal record required, teacher may record in personal planner.
	n/a

	Sending a student out of class for 2 minutes.
	Repeated disruption or inappropriate behaviour in class
	Student is awarded an 8 on SIMs.
	Talking with students at the end of lesson.

	Parking a student in another class.

	Repeated disruption or inappropriate behaviour in class and failure to respond to earlier intervention.
	Student is awarded a 9 on SIMs and behaviour report is written up.
	Faculty detention set which also result is discussion with student about behaviour.

	Letter, phone call to parents.


	Incorrect uniform, had item confiscated, received a detention and unauthorised absence. 
	Recorded by SM on SIMs.
	n/a

	Student report 
green – tutor/teacher
 amber- HOP/HOF
 Red – DHT
	See appendix 9 for further guidance
	On SIMs
	Review at the end of report period

	Withdrawal from lessons on a temporary basis.


	Repeated disruption in class over a series of lessons, Health and safety concern.
	Report written by teacher in conjunction with HOF, HOP informed and recorded on SIMs
	Parental meeting with class teacher and HOF or HOP and re-integration strategy produced.

	Confiscation of items.

	(see preparation for learning)
	Recorded by Student Manager
	(see Preparation for Learning) 


	Community service.

	Anti-social behaviour around the school
	Behaviour note on SIMs
	Discussion with student afterwards about being a cooperative member of the school community.


	Teacher, Faculty, Phase, Daily, break and School detentions
	See appendix 10 and 11 for further guidance
	Faculty, Phase and School detentions all recorded on SIMs
	The member of staff who is holding the detention has a discussion with student about behaviour that led to the detention.

	Seclusion



	Violence towards others, verbal abuse, anti -social behaviour in school.
	Record on SIMs and letter sent home.
	Re-integration meeting with HOP/SM

	Internal exclusion.

	Violence towards others, verbal abuse, anti -social behaviour in school.
	Recorded on SIMs and an exclusion pack produced
(see exclusions  SOP)


	Re-admission meeting with DHT/AHT or AHT/HOP, Parent and Student.

	
Sanction

	
When used
	
How it is recorded
	
Next steps

	External exclusion.

	Considered for violence towards others, verbal abuse, anti -social behaviour in school and local community
	Recorded on SIMs and an exclusion pack produced
(see exclusions  SOP)
	Re-admission meeting with DHT/AHT or AHT/HOP, Parent and Student.

	Permanent exclusion.

	Considered for extreme and repeated violence towards others, verbal abuse, anti -social behaviour in school and local community
	
	




Where exclusion is being considered as a sanction the school standard operating procedure for exclusions needs to be followed (appendix 12). All students returning from fixed term exclusion will have a re-admission meeting at school. The student, parents/carers, head of phase, AHT and deputy head are required to attend as outlined in the standard operating procedure. The student will only be readmitted once the school is of the view that the student understands the seriousness of their behaviour that led to exclusion and that there will not be a re-occurrence of the behaviour. Violence towards others, verbal abuse, anti -social behaviour in school and local community will all result in exclusion being considered.

Students who are identified as having number of fixed-term exclusions accrued and at risk of permanent exclusion will be referred to the Schools Behaviour Panel.


Appendix 1 – Code of conduct (extract from student planner)
Every member of the school community has the right to feel that they are in a safe and secure environment.  
Teachers have the right to teach and students have the right to learn.
Our expectations:
 Arrive on time to school and lessons
 Be in correct uniform
 Participate as fully as possible in the lesson and try your best
 Complete homework and coursework
 A well-ordered environment
 Calm orderly behaviour
 Stairs kept clear
 Exit building quickly, quietly and calmly when fire alarm sounds and go to assembling area
 Follow instructions from adults and behave responsibly at all times
 Never behave in a violent or abusive manner to any person
 Respect all members of the school community

This code of conduct will be reviewed in the autumn term 2015 with the student body.
 


Appendix 2 – Corridor Code
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Appendix 3 – The 7 Good Behaviours
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Appendix 4 – The Year 7 Procedures for Lining Up (example only – updated annually)
Procedures for Year 7 lining up at the start of lessons  
CAMBRIDGE 

The aim of these procedures is to ensure year 7 understand and are able to follow the behaviour expectations when travelling around the campus between lessons.

 It is important that students arrive in calm and ordered manner so learning can begin immediately without any disruption.
· Teachers are required to meet their class in the playground and ensure they are lined up in alphabetical order on the correct line in silence (see table below). 
· A paper register will be given to teachers to complete outside. On this staff can also indicate latecomers and any students failing to follow expectations.
· The teacher in charge will dismiss students class by class and they should then be escorted by the class teacher to the classroom. Students are expected to remain in line and quiet for the duration. The teacher should nominate a student to lead the class from the front and then they should follow on from the end of the line so they are able to observe all the students.
· When students arrive at the classroom they should be ready to enter and then settle to an activity seamlessly.
· The paper register should then be transferred onto SIMS ensuring all latecomers are recorded as these students will be sanctioned at a school level.
· Names of students that fail to follow expectations either lining up or on the way to class should be emailed to the year 7 lead for that campus ASAP as these students will also be sanctioned at a school level.

Table to show lining up position for year 7 classes:
	
	LINE
	1
	2
	3
	4
	5
	6
	STAFF MEMBER IN CHARGE

	Mon 1
	class
	7x/Pe1
	7x/Pe2 
	7x/Pe3 
	7CD/Mu
	7CE/Rl
	
	
HRM

	
	staff
	WFD
	KSF
	PMD
	HRM
	QCF
	
	

	
	room
	CF1
	CF2
	CG
	53
	114
	
	

	Mon 3
	class
	7x/Sc1
	7x/Sc2
	7x/Sc3 
	7CD/Gg
	7CE/Hi
	7CT/Fl
	
QRJ

	
	staff
	SBM
	JNM
	MNM
	LRB
	QRJ
	HSJ
	

	
	room
	94
	92
	95
	126
	123
	73
	

	Mon 4
	class
	7x/En1
	7x/En2
	7x/En3
	7CD/Ar
	7CE/Ar
	
	
YRN

	
	staff
	KMR
	BSB
	KNN
	OME
	SCD 
	
	

	
	room
	62
	61
	54
	101
	50
	
	

	Tues 1
	class
	7x/Pe1
	7x/Pe2 
	7x/Pe3 
	7CD/It
	7CE/Rl
	
	
MRA

	
	staff
	MLK
	KSF
	PMD
	KMN
	QCF
	
	

	
	room
	CF1
	CF2
	CG
	71
	114
	
	

	Tues 3
	class
	7CA/Rl
	7CB/It
	7CC/Ar
	7CD/Rl
	7CE/It
	
	
BDM

	
	staff
	DVA
	KMN
	SCD
	QCF
	CTJ
	
	

	
	room
	112
	71
	101
	114
	72
	
	

	Tues 4
	class
	7CA/Fr
	7CB/Fr
	7CC/Hi
	7y/Sc1
	7y/Sc2
	7CT/Fl
	
KNS




	
	staff
	THI
	VZM
	LRB
	FRM
	OZC
	HSJ
	

	
	room
	65
	64
	126
	91
	93
	73
	

	
	LINE
	1
	2
	3
	4
	5
	6
	STAFF MEMBER IN CHARGE

	Wed 1
	class
	7x/Sc1
	7x/Sc2
	7x/Sc3
	7yt/Tf1
	7yt/Dt2
	7yt/Tf3
	
KNS

	
	staff
	SYJ
	JNM
	OZC
	CNA
	LPC
	CMS
	

	
	room
	96
	55
	93
	56
	50
	81
	

	Wed 3
	class
	7CA/Hi
	7CB/Fr
	7CC/Mu
	7yt/Pe1
	7yt/Pe2
	
	
HRM

	
	staff
	GRJ
	VZM
	HRM
	KSF
	WFD
	
	

	
	room
	124
	64
	53
	CF1
	CF2
	
	

	
	
	
	
	
	
	
	
	

	Wed 4
	class
	7x/Ma1
	7x/Ma2
	7x/Ma3
	7CD/Fr
	7CE/Gg
	7CT/Fl
	
HRA

	
	staff
	HRA
	CHA
	PLI
	THI
	LRB
	RGB
	

	
	room
	76
	79
	77
	65
	126
	73
	

	Thu 1
	class
	7CA/It
	7CB/Rl
	7CC/Fr
	7y/En1
	7y/En2
	7CT/Fl
	
ATA

	
	staff
	CTJ
	DVA
	THI
	ATA
	MKS
	HSJ
	

	
	room
	72
	112
	65
	60
	59
	73
	

	Thu 3
	class
	7CA/Mu
	7CB/Ar
	7CC/It
	7y/Ma1
	7y/Ma2
	7CT/Fl
	
HRM

	
	staff
	HRM
	SCD
	DWJ
	CHA
	PLI
	?
	

	
	room
	53
	101
	115
	79
	77
	73
	

	Thu 4
	class
	7x/En1
	7x/En2
	7x/En3
	7CD/Fr
	7CE/Gg
	7CT/Fl
	
YRN

	
	staff
	KMR
	BSB
	KNN
	THI
	LRB
	CHA
	

	
	room
	62
	61
	54
	65
	126
	73
	

	Fri 1
	class
	7x/Sc1
	7x/Sc2
	7x/Sc3 
	7yt/Pe1
	7yt/Pe2
	
	
RCL

	
	staff
	SBM
	JNM
	MNM
	KSF
	WFD
	
	

	
	room
	94
	92
	95
	CF1
	CF2
	
	

	Fri 3
	class
	7CA/Dr
	7CB/Gg
	7CC/Dr
	7y/En1
	7y/En2
	7CT/Fl
	
ATA

	
	staff
	OSS
	YNJ
	BRV
	ATA
	MKS
	RGB
	

	
	room
	66
	122
	CH
	60
	59
	73
	

	Fri 4
	class
	7x/En1
	7x/En2
	7x/En3
	7y/Ma1
	7y/Ma2
	7CT/Fl
	
BDM


	
	staff
	KMR
	BSB
	KNN
	CHA
	PLI
	HSJ
	

	
	room
	62
	61
	54
	79
	77
	73
	



Review

These procedures will be reviewed on a half termly basis by the ‘Staff member in Charge’ for each session, year 7 lead and the AHTs who oversee the Transition phase. It may be decided that classes who have consistently lined up and walked to their classroom in an orderly fashion can cease lining up for that lesson and proceed straight to the lesson. Poor behaviour will result in an immediate reversal in any decision.


Appendix 5 - Uniform Details – 
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Appendix 6 – awarding  Vivos
Achievement point categories on SIMS
	School category
	Type
	Points Defined (equivalent to number of VIVOS awarded
	Staff member responsible for allocating achievement on SIMS
	Timing of the award

	Class points
	50 to 59 weekly class points
	3
	Student manager
	By the Wed of the following week

	
	60 to 74 weekly class points
	6
	
	

	
	75+ weekly class points
	9
	
	

	
	Tutor group top point scorer
	10 (plus school certificate)
	
	

	
	Top point scorer 3+ times per half term
	20 (plus school certificate)
	
	By the Wed after the half term

	Fantastic profiles
	No red in core predicted grades
	TBC
	Student manager
	By the Fri of the mentoring week for each year group

	
	No red in any predicted grades
	TBC
	
	

	
	Only green and blue in predicted grades
	TBC
	
	

	
	All good or excellent effort grades
	TBC
	
	

	
	6th form category
	TBC
	
	

	Faculty and phase badges
	Faculty badge awarded
	10
	HOF or HOF can inform relevant student manager
	Within 1 week of award of badge

	
	Phase badge awarded
	10
	HOF or HOF can inform relevant student manager
	Within 1 week of award of badge

	Representing the school (for example a sporting or faculty event, school performance, school event, student voice activity)
	Representing the school
	3
	Staff member or they can  inform student manager
	Within 1 week of event

	Student of the week (nominated by class teacher)
	Class student of the week
	5
	Class teacher 
	Last lesson of the week 

	Perfect uniform and equipment
	Perfect uniform and equipment
	3
	Student manager
	By the Wed of the following week

	Community spirit (for example when a student is spotted doing something helpful, an act of kindness, going above and beyond etc.)
	Community spirit
	3
	Staff member or they can  inform student manager
	At any time


VIVO will also read SIMS attendance data and award 2 points for 100% weekly attendance, 1point for 100% weekly punctuality and 25 points for half-termly 100% attendance.

Appendix 7 - Standard operating procedure for investigating serious incidents
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	Investigating an incident that may result in a serious sanction

	Owner

	S Kinson

	Effective Date

	September 2013, reviewed July 2015



Aim: the aim of this standard operating procedure is to ensure that there is a robust and verifiable evidence base following all incidents that may result in a serious sanction.
Rationale: Investigating incidents can be time-consuming and there is usually some tension and stress for those involved. Investigators need to have a process that enables them to ‘get to the heart’ of the incident, explain what happened and present evidence. The investigation should be carried out in a neutral manner; however, students may need to be presented with alternative evidence in order to expedite a confession.
Implementation:
1. A member of staff witnesses a serious incident such as a child swearing at an adult, an outbreak of student violence or an incident is reported to a member of staff.
2. The member of staff should write a full account on an Incident Form or in an Email. This account should be dated/time/signed.  The statement should not include the member of staff’s view on any sanction.  The statement may be shown to parents and governors in future and therefore should be factual not emotive.  The matter needs to be reported to the Student Manager who will, if necessary, remove the student from circulation in order to carry out an investigation.
3. The person investigating needs to take statements from all those who are involved either as participants or as witnesses. A statement must be taken from the student who has misbehaved. The pro forma to be used is the ‘Pupil Account’.
4. Once there is little or no doubt about what happened, the investigator should write a short report setting out what happened and referring to each of the supporting documents. This should be done on an ‘Incident Report’ sheet and include all the other details requested on the form. A report might read like this:
Mr Folds has reported that Duncan kept on interrupting him when he was trying to speak to the class. He warned him that his behaviour was rude and that he should stop calling out. He ignored me and continued to disrupt the lesson by shouting out. He kept on shouting out things like ‘This is boring’ and ‘I hate Origami’. He also kept on kicking the seat of the student in front. Mr Folds warned Duncan that if he continued to shout out, he would have to kept behind and think about placing him in detention for his rude and disruptive behaviour. However, within a minute of this warning, he was calling out again whilst Mr Folds was trying to explain the work to the class. Mr F explained to him that he was being rude and disruptive and he would see him at the end of the lesson. He then shouted ‘Fuck off. I’m not fucking well staying behind – you can’t make me!’ and threw his pencil case across the room. His pencil case hit another student. Duncan then left the room, slamming the door. Mr Folds got the class going with some work and then went to look for Duncan but could not see him. He phoned the Student Manager to let her know what happened. 
Duncan has written a statement about this incident. He denies saying ‘Fuck Off’ but the statements from three other students in the group confirm that this was what was said to Mr Folds
5. The bundle is passed to the Head of Phase who then applies the Standard Operating Procedure on Exclusions. A decision is made on the sanction and the above paragraph is used in the letter to parents informing them of what their child has done.
Evaluation:
This SoP will be reviewed annually and in the event of a serious case review following a permanent exclusion.

INCIDENT REPORT
	Name of student

	Group

	Member of staff dealing with the incident:

	Date

	Time
	Location

	Summary of the incident

	List of names that have provided statements including staff (state if they are Aggressor, Victim, Witness or other).

	Previous exclusion history

	Date 
	Reason
	No. of days
	Int/FT/Home

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Seen by
	Decision
	Initial
	Outcome:

Reason (for letter)

	HoP
Up to      1 day sec
	
	
	

	AHT    up to 1 day int
	
	
	

	DHT    up to 3 dayint/ext
	
	
	

	HT
	
	
	


(All staff involved in the incident should be informed of the outcome by email). 

Appendix 8 - Reports guidance 

	
	Reason for report
	Completed by
	Instigated by
	Supervised by

	Tutor
	
Persistent low level disruption across lessons (8’s on SIMs)
	
Class teachers in all subjects
	
Tutor/HOP
SM/LT
	
Tutor

	Phase
	
Persistent low level disruption (8’s on SIMs), serious disruption to learning (9 on SIMs) or a combination of the above, post exclusion support or failure to complete tutor/subject report successfully

	
Class teachers in all subjects
	

HOP/SM/LT
	

HOP/SM

	Subject
	
Persistent disruption to learning in a subject or lack of progress
	
Subject teacher
	
Subject teacher,  HOF, faculty point holder
	
Subject teacher

	Faculty
	
Persistent disruption to learning in a subject or faculty, or lack of progress in a faculty area or failure to complete subject report successfully

	
Subject teacher
	
HOF/faculty point holder
	
HOF/faculty point holder

	LT
	
Persistent serious disruption to learning (9 on SIMs), post exclusion support or failure to complete phase report successfully

	
Class teachers in all subjects

	
Assistant  and Deputy Heads
	
Assistant  and Deputy Heads 









Appendix 9 – Detention guidance (This document is for guidance purposes)
	
	Offence
	Length
	Sanctioned by
	Supervised by
	Action

	Break time
	Lack of equipment.
Incorrect uniform.
No ID.

	10 mins at break time
	Tutor
	Member of staff on break time detention rota
	Taken to detention room by form tutor

	Supervised lunch
	
Inappropriate behaviour at break or lunch time
	
Lunch time
	
Staff on duty inform phase team
	
Duty team leader
	
Student may be given community service in the school canteen.


	Late detention
	Late to school 
	½ hr on day of lateness
	SM
	Campus team
	Text home to inform parent

	Daily after school detention
	Student receives at least one  8 or 9 in class
	Up to 45 mins depending on number of 8s
	Head of Phase
Student Manager
	Campus team
	Teacher to inform student at end of lesson.
Class teacher expected to attend the daily detention to resolve with student and call home


	Phase
	Truancy
Failure to comply in Tutor detention.
Poor behaviour around the school.

	30 mins
	Head of Phase
Student Manager
	Head of Phase
	Letter sent home.
Reminder slip is issued the lesson before detention by a member of staff.
Failure to attend after a second chance results in a school detention 


	Class Teacher
	Poor attitude to learning in class.
Disruption to others’ learning in class.
Failure to complete work including homework.
	
Time based on offence or amount of work to complete.
	
Class Teacher
	
Class Teacher
	
If over 10 mins parents to be informed in advance

	Faculty
	Repeated poor attitude to learning in class.
Repeated disruption to others learning in class.
Failure to comply or attend a Class Teacher detention.

	30 mins
	Head of Faculty
	Teacher in Faculty
	Letter sent home.
Failure to attend after a second chance results in a school detention.

	School
	Failure to comply with earlier sanction.
Other serious incidents of defiance. For example refusal to hand over a confiscation.
	60 mins
	Deputy Heads
	Deputy Heads
	Letter sent home.
Students are collected by HOP/SM.
Refusal to attend results in a 1 day seclusion plus the original detention 


	Extended School Detention
	Repeated serious incidents including repeated school detentions
	2 hours
	Deputy Heads
	Deputy Heads
	Letter sent home.
Students are collected by HOP/SM.
Refusal to attend results in a 1 day seclusion plus the original detention




In the event of a student receiving more than one detention at the same time staff may decide to combine them or the detention set first takes precedent with the additional detentions being rescheduled.


Appendix 10 - Setting and Admin of Faculty detentions
HOF confirms faculty detention is to be issued and teacher informs student they have a detention including when, why and the consequences of failing to attend. 

Student is entered for detention on SIMs either by class teacher of person leading the detention. SIMs will identify if there is a clash with another detention in this event the student will do the first set.

Admin issues detention via report ran on SIMs. All detentions for the following week need to be entered by 2pm on Thursday. Standard letter is sent home informing parent of detention including when, why and the consequences of failing to attend.

During the detention the lead person marks in whether the student has attended or not. Students who failed to attend should be moved to the following week and ‘2nd issuing due to failure to attend first' added to the staff comment. Any student who fails to attend twice is forwarded to school detention.




















Appendix 11 - Standard operating procedure for exclusions
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Exclusions 

	Owner

	S Kinson

	Effective Date

	3rd September 2013, updated July 2015


Aim: the aim of this standard operating procedure is to ensure that there is a consistent approach to exclusion from school.
Rationale: Managing student exclusion is important because it is a serious sanction that should be used sparingly. In law, only the Executive Headteacher has the power to exclude and the Executive Headteacher is accountable to the governors for all exclusions. The Executive Headteacher delegates authority to the deputy headteacher to exclude for up to 3 days and the assistant head teachers for up to 1 day. No other member of staff may exclude.
As a two campus school we also need to ensure that the decision to exclude, the length of any exclusion, procedures for managing exclusion and readmission are the same.
The principles of justice apply to all members of the school. It is important that students are presented with the facts of what they are accused of doing, have the opportunity to give their account of the incident and that the decision to exclude is taken calmly and in full possession of the evidence. 
Implementation:
1. There is a reported serious incident. The incident is reported to the Head of Phase who arranges for the incident to be investigated. Heads of Phase may choose to isolate a student. 
2. The investigation will be led by the Head of Phase but may be carried out by the student manager.
3. The investigation is concluded when all statements have been taken and collated; the incident report form is completed in full and  the investigation pack is given to the HOP
4. At first the Head of Phase will consider the evidence and decide the sanction up to 1 day seclusion. If they want a more serious sanction to be considered it is passed on to the AHT in charge of the Phase and carries on along the chain below until a decision is decided upon. The final decision needs to be inputted on SIMs by Student Manager.
Head of Phase   			- 1 day seclusion
AHT for Phase	 			- up to 1 day internal exclusion
Deputy Head Teacher  		- up to 3 days internal or external exclusion
Head Teacher  			- 4 or more days external exclusion
	
	Sanction
	Action
	Notes

	Seclusion

	Letter is sent to parents/carers informing them of the incident and the sanction.
On the first occasion a meeting is held with student only and conducted by Head of Phase and Student Manager.
On subsequent occasions a follow up meeting needs to be held with the student’s parents.
HoP decides if further action (i.e. report card) is required. 
Head of Phase or student manager arranges Restorative Justice, Inclusion intervention or other arrangements.
	Student manager ‘phones parents to inform them of the incident and sanction.
Normally this seclusion will take place the following day in the seclusion room and ends at 3pm.

	1 day internal exclusion
	Assistant Headteacher receives the bundle and determines the sanction and provides the paragraph for the letter detailing the exclusion. Letter is sent to parents/carers informing them of the incident and the sanction by the campus administrator.
Readmission meeting with student and parents is conducted by AHT and HOP
AHT decides if further action (i.e. report card) is required. 
Head of Phase arranges Restorative Justice, Inclusion intervention or other arrangements.
Letter is sent to parents/carers following the meeting, summarising the outcomes. Copy to file.
	Student manager ‘phones parents to inform them of the incident and sanction.
This exclusion normally will take place the following day in the seclusion room and will end at 4pm.


	Internal or external exclusion (2 or 3 days)
	Deputy Headteacher receives the bundle and determines the sanction and provides the paragraph for the letter detailing the exclusion. Letter is sent to parents/carers informing them of the incident and the sanction by the campus administrator.
Readmission meeting (student and parent/carer) is conducted by Deputy Head and AHT/Head of Phase.
DHT decides if further action (i.e. report card) is required.
AHT/Head of Phase arranges Restorative Justice, Inclusion intervention or other arrangements.
Letter is sent to parents/carers following the meeting, summarising the outcomes. Copy to file.
	HoP ‘phones parents to inform them of the incident and sanction.
An internal exclusion normally will take place the following day in the seclusion room and will end at 4pm.
An external exclusion will normally be served at home.


	External exclusion (4 or 5 days)
	Executive Headteacher receives the bundle and determines the sanction. Deputy Head provides the paragraph for the letter detailing the exclusion. Letter is sent to parents/carers informing them of the incident and the sanction.
Readmission meeting (student and parent/carer) is conducted by Executive Headteacher and Deputy Head and/or AHT/ Head of Phase.
DHT arranges Restorative Justice, Inclusion intervention or other arrangements.
All students who return to school after being excluded by the Executive Headteacher are on a report for 2 weeks to the Head of Phase.
Letter is sent to parents/carers following the meeting, summarising the outcomes. Copy to file.


	DH ‘phones parents to inform them of the incident and sanction.




5. Readmission meeting  should take the following format:
a. Seating is arranged by chair of the meeting
b. Chair of the meeting explains that exclusion from lessons or school is a serious sanction and returning back to lessons/school is not automatic and depends on what the student has to say.
c. Student manager/HoP/AHT/DHT (dependent on the meeting) is invited by the chair to outline what happened.
d. Student is asked to say how they feel about the incident and what they have learnt from the period of exclusion.
e. Chair states that the behaviour is unacceptable, will not be tolerated and any repeat will result in other sanctions.
Evaluation:
All exclusions are reported to the relevant Governors Committee. The exclusions profile is reviewed as part of the self-evaluation and quality assurance processes for the Head of Phase and Pastoral system.



image10.jpeg




image2.png
®

v'x
LR

®

VoY

=E

Be punctual to
lessons.

Walk - don’t run — and
keep to the feft

No caps or hoods.

Keep your hands and
feet to yourself.

Move around the
school guietly.

No eating/drinking
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Edmonton County School
The 7 Good Behaviours
1. Show me that you are ready to come
into the classroom.
Show me that you are ready for learning.
Show me that you are listening (once the
lesson starts and teacher instructs)
4. Show me that you are following
instructions the first time, every time.
Show me that

your turn to speak.
(For group work) Show me that you are
listening to each other.

7. (Atthe end of the lesson) Show me that

You are ready toleave the room.
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UNIFORM
Uniform is an important part of our school We believe it promotes a sense of identity and establishes good working habits. All
students are required to present themselves to sthool wearing the correct uniform correctly. The Headteacher reserves the right to
send any student home to correct their uniform or appearance where necessary.

Allstudents:
Navy Blazer with the school badge

Plain, smart, black shoes. High heeled shoes and boots, trainers and sports shoes are not permitted

Student lanyard with ID. This s provided by the school and must be worn at al times

An outdoor coat isin adition to the blazer and outdoor costs should be plain navy blue or black and should not be worn in
class or without ablazer

Boys:

©  Plainwhite collared shirt, buttoned to the neck

o Schooltie
o Blacktallored trousers
o Black orwhite socks

©  Plainwhite revere collar blouse
©  Tartankilt This should be knee length. & langer skirt can be purchased by special order If required for religious reasans
©  ORBlack tailored loose fitting trousers

©  Plain navy blue or black hijsb or headscarf [white is allowed when surnmer uniform isin place), if required for religious

reasons. The face must be clearly visible at al times
o Black orwhite calf length socks OR black tights

For PE:

©  GoldPE Polo shirt

©  Black School PE Shorts/Black Shorts

©  Black School PE Sweatshirt

o Black PE TracksuitTrousers

o White Ankle Socks

o GoldFootball Socks if required)

o Trainerswith non-marking soles

Shinpads/mouth guards (are recommended but optional]

Allstudents:

© A plainnav blue v-neck jumper is optional and is worn underneath the blazer, jumpers should not be warn without a blazer

o Inthe Sumrmer term during hot we ather students may walk around the school with their blazer in their bag and no jumper on

©  Ifabeltiswornit should be plain black, navy blue or leather with a plain buckle

©  Longhair should be tied back using black or navy hair accessories

©  Hair should be of one natural colour with no extreme styles e.g. high Mohican and shaven styles.

©  Boys should be clean shaven exceptwhere there are religious reasons

o Students may wear awatch and one earring n the lobe of each ear. No other jewellery s permitted. This includes nose studs
and facial piercings

©  Sweatshirts, T-shirts, Hoodies etc, are not part of school uniform and may not be worn for school. Such ite ms will be
confiscated

o Girlsinvears 10 and 11 may wear light make-up but otherwise itis not permitted

©  Long/False nails, including coloured nail varnish are not permitted because of Health and Safety concerns

o Jeans leggings and tracksuits [except for PE] are not permitted

©  Mobile phones, electronic equipment (iPhones, MP3players), are not permitted in school and will be confiscated. The school

accepts na responsibility o liablity for any loss unless the article is purchased at the school office and areceipt abtained
o Ifsports equipment e ¢ football, baske thall]is brought into school it must be carried in 3 suitable bag
Allitems of dress may be obtained from either of the following suppliers:
Lyons School Shop, 242 Hertford Road, Enfield EN35BL  Tel: 02088043627
JSmith &Sons, 155-157 Lancaster Road, Enfield EN20JN  Tel: 020 83632424
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