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WHO HAS WRITTEN THE POLICY?

This policy has been written by the Deputy Principal and the Senior Pastoral Team, in consultation with teaching and non-teaching staff, parents, governors and students. 

POLICY STATEMENT:
There should be a calm, well-ordered environment in the College.  Students will be expected to work to the best of their ability and behave sensibly at all times, including when representing the College off-site.  Students, staff and visitors alike should treat others with courtesy and respect.

The pastoral system is dedicated to underpinning and supporting responsible behaviour, creating well ordered working conditions and enabling maximum student achievement. 

THE AIMS OF THE POLICY ARE:

· to actively promote and foster high standards of personal conduct.

· to create good working relationships, both in and out of the classroom.

· to provide students with the opportunities and encouragement to make the most of their abilities and aptitudes in order to develop a sense of self respect and a respect for others.

· to recognise student individuality, achievements, needs, opinions and feelings and to reward equally the effort and achievement of both boys and girls.

· to enable students to take increasing responsibility for their own work and progress.

· to monitor student progress and performance in all aspects of College life.

· to enable the tutor to take a central role and provide students with a personal point of contact 

· to treat parents/carers as partners in encouraging the personal and academic development of their children.

· to promote close links between pastoral and academic staff to ensure that care and support of students is a central concern of all aspects of College life.

· to develop productive links with external support agencies.

· to not use fixed term or permanent exclusion as a sanction except in the most extreme circumstance

REVIEW AND EVALUATION

The Deputy Principal, Senior House Tutors, Learning Mentors and Tutors will be responsible for promoting and monitoring the implementation of the policy.

All staff who teach or support students will be responsible for implementing the policy.

Recommended changes will be discussed with the Teaching & Learning committee of the Governors, following an annual meeting dedicated to pastoral matters.

How these aims will be fulfilled:

1. PASTORAL STRUCTURE

On their arrival at Hope Valley College students are allocated to one of three Houses:  Derwent, Howden and Ladybower.  Each House has a Senior House Tutor who has overall responsibility for the staff and students within it.  There are seven all ability, gender balanced and vertically structured tutor groups within each House.  The student remains with the same tutor for the whole of his/her school career, unless the tutor leaves or restructuring of the group is necessary.  The Senior House Tutors manage their teams through a series of meetings taking place during staff closure days and on other occasions timetabled throughout the school calendar.  Informal meetings concerning tutees also occur when the need arises.  Parents/carers are involved as early as possible when difficulties arise.

The Senior House Tutors are responsible to the Assistant Principal who has an oversight of the pastoral system.  The three Senior House Tutors, the Co-ordinator for Special Needs, the Learning Mentors and the Assistant Principal form the Senior Pastoral Team which meets weekly to consider Pastoral matters.  The Senior Pastoral Team meets with the Principal/Deputy Principal as necessary to discuss policy. 

The tutor is the key figure in home-school liaison, and is responsible for monitoring the planner and the normal cycle of reports. The tutor is a key figure in this policy as they will have a constant view of the behaviour of their tutees, providing information is recorded appropriately by teaching staff. Senior House Tutors may take a more prominent role where a student needs more support.

2. BEHAVIOUR MONITORING AND REPORTING

Behaviour is reported in the normal cycle alongside effort and achievement. HVC uses a four point scale, where b1 represents behaviour that is positively helpful to the teacher; b2 represents good behaviour; b3 indicates some lapses, and b4 suggests serious problems.

In addition teachers can use this scale in ordinary lessons to comment on the behaviour of students on report, or just as a way of reinforcing the need to guard against complacency.

Grades may be reported in the planner, so that tutors and parents can see them, alongside of any follow-up sanction.

Communication between staff and between home and staff is vital if we are to adequately monitor students’ behaviour. Events of note should be recorded in e-Portal/CMIS, and a print-out of ‘Events’ made available to parents for discussion.

3.  PROCEDURES FOR ENCOURAGING GOOD BEHAVIOUR, AND SANCTIONS           AVAILABLE

1. Positive encouragement/reinforcement of good behaviour – praise pupils who behave well. Use House Points and letters home as ways of confirming praise and to encourage students to behave well and work well. 

2. Use of body language – discourage minor misbehaviour calmly and authoritatively, without shouting. Class seating arrangements where applicable can help avoid problems.  Avoid conflict – have spare pens/paper ready, deal with lack of equipment privately at a later point. Use a quiet one to one verbal warning.

3. Tutor involvement – Note incidents in the student planner as a written record of incident.  Accumulation of such notes – student on report – parents/House Tutor involved.

4. a.  (Departmental) Detention at lunchtime/break (no homework/poor behaviour in class/out of bounds/smoking) tutor and/or parents and/or House Tutor may be informed.

b.  Principal’s detention at lunchtime, poor corridor behaviour/regular lateness to lesson.  Tutor/House Tutor informed.

5. Students reported via “back of door”; Principal’s evening detention given (poor behaviour in class) or Deputy Principal’s evening detention (no homework, work in class etc). 

6. Behaviour may warrant ‘School Action’ (See SEN policy) or referral to Learning Mentors.

7. Removal from lesson and isolation with senior member of staff. Tutor, parents, House Tutor, Learning Mentor ‘at risk of exclusion’, Deputy Principal informed/involved.  Departments must follow up incidents where students are removed from lessons.

8.  Contact with support agencies.  Tutor, parents, Learning Mentor and House Tutor involved.    

 Behaviour may warrant ‘School Action Plus’ (See SEN policy).

9.  Pre=Exclusion: Tutor, parents, House Tutor and Principal involved.

10. Fixed term exclusion.  Tutor, parents, House Tutor and Principal involved.

11.  Permanent exclusion.  Parents, House Tutor and Principal involved

One should not assume that these are a list of steps to work through every time something goes wrong.  (It will be necessary sometimes to begin a little way down them, or to cycle and repeat some of the steps a number of times before going on to the next stage).  Every effort will be made to avoid exclusion.  A professional judgement will be made as to where to begin and the appropriate steps to take.

In addition to the above: 

· Smoking will result in sanctions. See Dealing with Drug Related Incidents Policy.  

· Underachievement will be handled separately from behaviour.  See ARR Policy.

· Damaging/defacing College property will result in evening or early morning community service, usually with the cleaning and/or caretaking staff.  The College reserves the right to seek financial redress where this is deemed appropriate.
4.  EXCLUSION

As far as possible, the College Learning Mentors will work to avoid excluding students and will explore all other avenues possible to improve student behaviour.

However, when this has failed, exclusion may be appropriate where there has been, for example: 

· extreme physical violence

· firelighting

· use of offensive weapons

· severe and sustained disruption to lessons which cannot be contained by any other means

· illegal drugs sold on the premises  ** see Appendix A

Pre-exclusion 

Where possible, a student who is clearly heading for exclusion will be given a formal warning of exclusion by the Principal.  Parents/carers will have been consulted well before that point, and will be asked to attend the meeting and to lend their support.

In some cases this formal warning becomes a Pre-Exclusion, written up and notified to the LEA.  In such instances the student/parent will have a copy of the letter sent and will be made aware of the possible consequences of any further misdemeanours.

Peak 11 operates a Pastoral Panel to help support schools with managing persistent poor behaviour and to manage moves where Permanent Exclusions are possible.

** Exclusions are subject to clear LEA/National guidelines which are separate from this Policy.

5.  PROCEDURES FOR MID-DAY SUPERVISORS

Where necessary, the Supervisors will meet before the start of each session for a daily    

briefing from the Senior Supervisor. The mid-day supervisory team will meet the Deputy Principal once per term to review practice.

All supervisors should familiarise themselves with:  

· the Senior Manager on duty 

· the name of Tutors and Senior House Tutors

· College referral systems

· sanctions and rewards available

· any additional student information made available to the Senior Supervisor

      (this information may need to be treated as confidential)

Sanctions and rewards available to supervisory staff:

· student privately reprimanded

· removal of student from the dinner queue/made to go to the end of the queue for that day 

      and/or future days

· student to assist with the clearing/cleaning of the dining room

· removal of student from circulation for the rest of the session eg sent to Principal/Deputy Principal on duty on the day

· rewards – Housepoints (Lower School), Commendation Letter (Upper School)

Students should be allowed time to eat lunch after they have been dealt with.

Under no circumstances should physical contact be made with a student nor corporal punishment of any kind administered.
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HOPE VALLEY COLLEGE

POLICY FOR PROMOTING GOOD BEHAVIOUR

APPENDIX A: DEALING WITH DRUG RELATED INCIDENTS POLICY

Date of Review: March 2010

Date of Next Review: March 2012

This policy has evolved as a result of consultation between the Personal and Social Education Co-ordinator and the - Teaching & Learning Committee of the Governing Body. It has been presented to the staff, parents, health education professionals and the full governing body.

In dealing with drug use and possession incidents our response will differ according to the circumstances and to the nature of the substance involved. The response will balance the need to consider legal implications with a concern for the care and welfare of those involved and the rest of the College.

Our responsibilities are to parents/carers and to our students. We also have a clear responsibility to stay within the law. We shall therefore work consistently and closely with parents/carers, health professionals and with the schools police liaison officer as appropriate.

The use of illegal substances is not allowed within the College. Student use of tobacco, alcohol and substances open to abuse is not allowed.   Adult use of alcohol is acceptable during infrequent social occasions outside of the school day and adult use of tobacco is not allowed on-site.

Where a student has been involved in a drug related incident in College the College will inform his/her parents/carers. The College will reinforce positive health behaviour and offer referral to health professionals as necessary. Where the substance is illegal, the Principal will inform the police. 

Over the counter medicines

Unless absolutely necessary these should not be brought to College. There is always the danger that they may be shared, causing an unexpected adverse reaction in another student.

Prescribed medicines

Medications for self-administration should be kept by the student, but only in the original, labelled container. It is strongly advised that a spare inhaler is kept, along with all other medications securely at Reception.

It is illegal for a student to give prescribed medicine to another student.

Staff are not in a position to administer medication to students. There is a nominated member of staff who can do this with written parental consent being in place.

Smoking
Hope Valley College discourages the use of tobacco and actively discourages smoking by students. This includes the smoking of tobacco in the immediate vicinity of the College or travelling to or from College. The use of tobacco by students is not allowed and any tobacco products, or means of lighting cigarettes, will be confiscated and returned to parents/carers. The College site is a non-smoking site.

As smoking by students is not allowed, students in a group with smokers will be deemed to be condoning this, and so those students associating with smokers will be liable to the same sanctions as those caught smoking. This message will be made clear to students.

Any use of tobacco/associating with smokers will result in the parent being informed in writing, and an after-school detention will be given. Arrangements may be offered for counselling by a health professional (e.g; with the School Nurse running smoking cessation groups).

Students who are caught offending a second time will be placed in five lunchtime detentions, with parents notified of this.

Where students show no response to sanctions 3 - 4 an interview will be arranged between the student and the Principal, or Deputy Principal, where a pre-exclusion warning will be given.

A subsequent failure to observe the rules will result in a one day exclusion.

Sanctions for smoking will operate on a termly basis, for this purpose there being three terms per year.

Alcohol and other legal intoxicants

As a part of our care and concern for our students any incidents of the use of alcohol and other legal intoxicants in College or travelling to or from College brought to our attention will be shared with parents/carers.

If any student is found to be involved with alcohol and other legal intoxicants within the College parents/carers will be informed immediately and the student removed from the premises. A fixed term exclusion of up to five days will be given in order to fully investigate the circumstances, to ensure that there is a fair and reasoned response. Confidential medical counselling will be offered to both the student and their parent / carer.

Before the expiry of the exclusion the student, parents/carers, the Principal, Deputy Principal and a member of the Governing Body will meet to discuss the matter. Subsequent to this meeting students will be required to assure the Governors of their future behaviour via a written contract, which will require the support of parents/carers. Breach of this contract may lead to permanent exclusion. Should the matter be resolved before the expiry of the exclusion then the remaining period of exclusion will be revoked and expunged from school records.

Parents/carers have the right to appeal against a permanent exclusion to the appeals committee of the governing body and also to the LEA. These rights will be fully explained.

Illegal substances
The involvement with illegal substances on premises in terms of possession, using, sharing buying and/or selling may lead to permanent exclusion.

As a part of our care and concern for our students any incidents of the use of illegal substances brought to our attention in College or travelling to or from College will be shared with parents/carers.

Any illegal substances found on the premises will be placed in the College safe, and the police asked to collect them.

If any student is found to be involved with an illegal substance within the College parents/carers will be informed immediately, police advice sought and the student removed from the premises. A fixed term exclusion of up to five days will be given in order to fully investigate the circumstances, to ensure that there is a fair and reasoned response. Confidential medical counselling will be offered to both the student and their parent / carer. Should the matter be resolved before the expiry of the exclusion then the remaining period of exclusion will be revoked and expunged from school records.

Before the expiry of the exclusion the student, parents/carers, the Principal, Deputy Principal and a member of the Governing Body will meet to discuss the matter. Subsequent to this meeting students cannot be readmitted to the College unless they can assure the Governors of their future behaviour via a written contract, which will require the support of parents/carers. Breach of this contract may lead to permanent exclusion.

Parents/carers have the right to appeal against a permanent exclusion to the appeals committee of the governing body and also to the LEA. These rights will be fully explained.

Guidelines for staff in dealing with drug related incidents
The normal pastoral structure should be adhered to. The tutor has a vital role to play, supported by Senior House Tutors and the College Management Team. Any incidence of suspected illegal drug use in or out of College should be reported to the Principal. 

When talking to a student stress that confidentiality cannot be guaranteed by teachers. Confidential medical advice can be obtained from medical practitioners. 

If an illegal substance is considered to have been taken remain calm and unthreatening to the student and refer to the Principal.

Open ended questions are more likely to gain useful information from a student than questions requiring just a yes/no answer.

Any substance considered to be illegal and / or intoxicating should be collected by the member of staff finding it, given at once to the Principal or Deputy Principal, sealed in a suitable container and placed in the safe. It is important for you to gain a witness to this action.

Any cigarettes, lighters, matches or alcohol found on a student in College should be placed in the College safe prior to collection by parents/carers.

Contact with the media on any drug related incident should be the sole responsibility of the Principal.

Professional discretion should be exercised in talking about such incidents out of College.

STUDENTS SUFFERING ANY ADVERSE EFFECTS OF INTOXICATING SUBSTANCES MUST NOT BE LEFT ALONE.
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HOPE VALLEY COLLEGE

POLICY FOR PROMOTING GOOD BEHAVIOUR

APPENDIX B: ANTI BULLYING POLICY

Date of Review: March 2010

Date of Next Review: March 2012

Policy Statement

Any behaviour which results in any member of the college community being made to feel uncomfortable either physically, mentally or emotionally is potentially bullying behaviour. 

Sometimes this is conscious and deliberate, and it is clear that there is a ‘bully’ and a ‘victim’. At other times a ‘victim’ will feel bullied without there being the clear intention to hurt that victim from the ‘bully’. Such instances are common, and at Hope Valley College we believe the effect of such behaviour   is equally as important as the intention behind it.

Our approach is therefore centred around how the ’victim’ feels, with the intention always to improve college for them. It recognises that we are all different and that similar behaviours may impact on others in very different ways. It is underpinned by the need for everyone to show empathy for others in order to be able to avoid behaviour that makes others feel ‘bullied’.

We are committed to providing a caring, friendly and safe environment for all of our students so they can learn in a relaxed and secure atmosphere.  Behaviour of any kind that causes students to feel bullied is unacceptable at our school.  If such behaviour does occur we will investigate it  

All members of the College community should be able to tell and know that incidents will be dealt with promptly and effectively.  We aim to be a TELLING school by expecting anyone who knows that bullying is happening to tell someone who is in a position to deal with the situation. Bystanders have a responsibility for the emotional and physical welfare of the whole community. 

Aims of the Policy

We aim to:

· create an organisation and ethos at Hope Valley College which fosters a preventative approach to bullying

· address general issues around bullying, including emphasising our approach to bullying, within specific curriculum time (eg PHSE, Drama, English, Religious Studies and ICT) and pastoral slots (eg: assemblies)

· ensure that all staff  recognise that they have a role to play in preventing bullying behaviour and that everyone is aware that all bullying concerns will be dealt with sensitively and effectively

· encourage the importance of our “community” and highlight the responsibility we all have towards the welfare of each other. The bystander who keeps quiet condones inappropriate behaviour

· resolve incidents that occur through a range of approaches, recognising that few instances will present themselves in simple terms

· involve parents/carers as early as is appropriate in reaching positive solutions to any incidents

· use specific additional support such as the students’ peer group, Learning Mentors, Counsellors and School Nurse for students who are either deemed to be at risk or seen to be displaying bullying tendencies.


Practice

This policy will be shared with all parents, students and staff. It will be published in the College prospectus and on the College website. A summary of this policy will be placed in student planners. All new staff will receive induction training on the pastoral system, including the role of the tutor with regards to this policy, within a few weeks of starting their post. Regular communication with the whole staff via briefing, pastoral meetings etc will reinforce this policy

Primary visits usually throw up concerns about bullying so time will be spent on new intake day about the College’s approach to bullying. All tutors will speak with Y7 students early in the Autumn term about bullying behaviour and the aims of this policy. 

Y11 students will work with Y7 students in discussion groups, discussing issues around bullying.  Student Council have an anonymous suggestion box, where concerns can also be raised and passed on.  These areas should be shared with senior staff to follow up.

All Y7 students will complete an anonymous questionnaire before half term to highlight any areas of concern that can be dealt with quickly.  An analysis will be made against previous year’s concerns.

The College will join in with national initiatives such as Anti-Bullying week to promote the aims of this policy. Anti-bullying messages will be displayed around the College. 

Consistent messages will come across to students about the need to understand and respect other people through the planned curriculum, assemblies and more casual interaction with all College staff. 

Theatre in Education visits cover aspects of bullying and assertiveness in performance.

The Learning Mentors, the School Nurse, the Guidance Counsellor and Connexions staff can all be approached and are used to support students as well as tutors. 

Students are informed in the planner, on the website and on notice boards of the available support and telephone numbers of helplines.

When incidents are reported to staff they will be investigated and appropriate records kept. 

Where incidents involve racist behaviour we are required to record these and report on them to parents, the Governors and the Local Authority (see Appendix C). All such incidents will need to be discussed with the Headteacher.

Increasingly technology can be used to hurt other students.  The College provides a moderated and safe web-environment through think.com. Whilst we can try to help in cases that involve mobile phones or other web-based environments, such as MSN, we can not guarantee that we can investigate such incidents. The College ICT agreement addresses the issue of the misuse of College equipment for this purpose.

In such cases, as in any other where it is appropriate, we will advise parents as to whether they might involve the police.

In all cases the procedures followed in determining any disciplinary action will be the same as the College’s normal disciplinary procedures, with a scale of sanctions available.

Recording

A regular review of all incidents will be followed up by the appropriate person(s) within an appropriate time scale.  All incidents will be recorded on the students file within CMIS. Copies of any statements/teacher notes will be kept in student’s file.  Letters will be written to parents/carers where appropriate.

Where an incident is not resolved fully, where the appropriate person judges that there is potential for the bullying behaviour to continue (e.g: because there has been a pattern) or where there has been a deliberate and sustained intent to hurt another student, a record of the incident and the plan for future action will be kept in the College’s Anti-Bullying Commitment (ABC) file (Appendix A). This record will include details of parental involvement, sanctions, how the plan for future action will be monitored and by whom. It is important that this information is shared with the students and parents involved.

The ABC records will be checked on a weekly basis by the senior Pastoral team at their meeting  to ensure that incidents have been followed up appropriately and patterns of bullying will be investigated further

The reporting of incidents which involve racist behaviour will be completed on the appropriate forms  (see Appendix C). The Headteacher will monitor that this occurs.

Anti-Bullying file, blank record
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HOPE VALLEY COLLEGE
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Appendix C: DEALING WITH RACIST INCIDENTS
INTRODUCTION

Derbyshire Local Education Authority has, in recent years, issued guidance to schools and educational establishments on combating racist behaviour.  It has been revised in the context of various new legislative requirements and expectations and recommendations including the Race Relations (Amendment) Act (2000), the European Employment Directive and the Stephen Lawrence Inquiry report. 

The Stephen Lawrence Inquiry report included a number of references to education and some specific recommendations on education.  It concluded that “the evidence we had earlier heard about the racist attitudes of very young children was often confirmed during our public hearings”. 

The Inquiry report recommended:

· Codes of practice to create a comprehensive system of reporting and recording racist crimes and incidents to be adopted by the police, local authorities and others.  

· Steps to be taken to encourage the reporting of such incidents.  

In respect of education:


The Race Relations (Amendment) Act (2000) makes it unlawful to discriminate on racial grounds in relation to education and training.  

Section 7.1 of the Race Relations (Amendment) Act (2000) states that:


“It shall be the duty of every local authority to make appropriate arrangements with a view to securing that their various functions are carried out with due regard to the need;

a)
To eliminate unlawful racial discrimination;


and

b)
To promote equality of opportunity and good relations between persons of different racial groups”.  

Derbyshire County Council has adopted the definition of a racist incident as recommended by the Stephen Lawrence Inquiry report:

“A racist incident is any incident which is perceived to be racist by the victim or any other person”.  

That the term “racist incident” must be understood to include crimes and non-crimes in policing terms.  Both must be reported, recorded and investigated with equal commitment”.  

This definition is designed to ensure that not only is a full account taken of what a person attacked may say, but also account is taken of the perception of those who may have witnessed the incident or reported it on behalf of another person.  

It is also be helpful to consider that racist behaviour has two elements as defined by the Commission for Racial Equality:

· “Violence which may be verbal or physical, and which includes attacks on persons well as on property, suffered by individuals or groups because of their race, nationality, colour or ethnicity, when a victim believes that the perpetuator was acting on racial grounds and/or there is evidence of racism”.  

· “Interference with the peace or comfort or safety of any person on the grounds of their race, nationality, colour or ethnicity.  This includes incidents of racist graffiti and the use of offensive gestures”.  

This was formulated before the Crime and Disorder Act was amended as a consequence of the Anti-Terrorism, Crime and Security Act (December 2001) and it is therefore, necessary to include religion as well as race, nationality, colour or ethnicity.  

GUIDANCE

Derbyshire County Council is committed to combating racism and acts of racial harassment and seeks to encourage a positive ethos that promotes racial justice and harmony.  

This guidance is intended to complement Derbyshire LEAs document:  ‘Race, Equality & Diversity’ and should be read in conjunction with it.  

Schools and educational establishments will need to have procedures in place for being alert to, and dealing with racially motivated incidents.  These updated guidelines are intended to offer schools/educational establishments, governors and staff advice on developing an effective recording and reporting system as part of their policy on combating racism.  Further 

guidance of writing a policy is contained in Race, Equality & Diversity.  In summary, schools and educational establishments should consider adopting the essential philosophical principle of prioritising a realistic approach to equality, diversity and difference within their schools and educational establishments.  

Recognising Incidents and Suggested Actions
Schools and educational establishments should make reporting easy so that staff pupils/learners know the systems and feel encouraged to use them.  Clear procedures should be in place to ensure that racist incidents, racial discrimination and racial harassment are dealt with promptly, firmly and consistently.  Basic principles should ensure that:

· All staff report racist incidents whenever they occur.  

· Pupils/learners are encouraged to report all racist incidents and feel confident in doing so.  

· A named teacher/education staff has overall responsibility for dealing with such incidents and this person’s role is widely publicised.  

· All racist incidents and complaints against staff and pupils/learners are formally recorded.  

· All reported incidents and complaints are investigated within a specified time period.  

When investigating a reported racist incident, the person to whom the incident is reported should consider the following questions:

1.
Do any of the participants perceive this as being racist?

2.
Do any of the witnesses perceive this as being racist?

3.
Is there any reason for considering this to be a racist incident?

4.
Was the incident intentional or unintentional?

In the case of serious incidents, schools and educational establishments will need to assess:

· Whether the incident is of such importance that the whole school community/establishment needs to be informed.  

· Whether teachers/education staff should explain the circumstances to pupils/ learners so as to reduce the danger of distortion and backlash through rumour.  

· Whether all parents/carers should be informed. 

Where the allegation is against a member of staff, headteachers and heads of establishments will need to consider the above and the appropriateness of the timing and content of information to be given.  

It is recognised that on occasions non-racial incidents can develop into having a racist element.  Such incidents should be recorded.  

Supporting pupils/learners who are attacked

	Pupils/learners who are attacked may well need immediate help from a member of staff.  It may also be appropriate for the school and educational establishment to approach outside agencies for help and advice and/or to refer the individual attacked for further support or counselling to, for example, Victim Support, the Race Equality Council.  Additionally, in the case of members of staff who have been attacked, to the staff counselling scheme through Personnel or their Trade Union representative.  It may also be appropriate to make a referral to the police.  


· The designated member of staff or Headteacher/Service Manager needs to explain the action taken and to express the attitude of the school and educational establishment towards such behaviour, giving the opportunity to the pupils to express their own concerns and feelings.  The action taken may differ if the attack appears to have taken place off establishment or school site.   

· In serious cases, the Headteacher, deputy head or service manager should meet the parents/carers of the pupil/learner attacked to explain the action taken, discuss the matter with them and the appropriateness of any action to be taken.  

When the allegation is against a member of staff the Headteacher/service manager, Governors will need to follow anti-harassment and bullying or disciplinary procedures as appropriate.   Details of any action to be taken against a member of staff cannot be shared with parents/carers.  For further advice refer to Derbyshire County Council guidelines.  

Dealing with Offenders

	The school and educational establishment should have clear procedures for dealing with offenders and such procedures should be set out in any home – school agreement or published establishment guidelines.  It is, however, a matter for the individual school and educational establishment to determine its response to the offenders.  


Schools and educational establishments will need to consider:

· Whether the parents/carers of the offender should be informed of action taken within the school’s or establishment’s behaviour/disciplinary code. 

· Whether the offender should be sent to the appropriate senior member of staff to record the incident formally and to respond to the gravity of the incident.  

· Whether the incident warrants reporting to police. 

If the incident is of particularly serious nature which could have repercussions outside the school or educational establishment and within the local community it should be reported to the police. 

Schools and educational establishments may decide in the case of minor incidents that a ‘light touch’ response is appropriate.  If, for example, a very young child uses an unacceptable word, but clearly does not have a full grasp of its meaning, the school and educational establishment may determine that it would be inappropriate for parents to be informed.  However, the incident should be recorded and at an appropriate time and place within the classroom setting, a whole class/school discussion might be planned.  See the Authority ‘Race, Equality and  Diversity’ document for further advice and support.  

Schools and educational establishments will need to carefully consider what information, if any, needs to be placed on the child’s file.  Consideration should include the seriousness of the behaviour and the age and awareness of the child.  

Where the offender is a parent or carer and the incident has taken place away from school or establishment premises, it is recognised that this is likely to present the school and educational establishment with a potentially sensitive issue.  They will need to consider whether the matter can be discussed with the parent/carer or whether it is more appropriate to refer the matter to the Police.  Schools and educational establishments can contact the Authority’s Personnel Section to discuss such issues if that is considered helpful.  

Reporting and Monitoring

The following checklist of incidents may be helpful to schools and educational establishments in completing the reporting form (Appendix D).  

· Use of weapons (this may include, for example, laser pens or other articles capable of causing injury)

· Actual or threatened physical assault, jostling, punching, hitting

· Verbal abuse – insults, racist jokes, derogatory name-calling, racist comments in the course of discussion, ridicule

· Bringing racist materials into schools/wearing racist badges or insignia

· Refusal to co-operate with other people because of their race, religion, ethnicity, colour, nationality

· Offensive gestures

· Written derogatory remarks, including graffiti

· Abuse of personal property

· Attempts to recruit for racist organisations or groups

· Incitement of others to behave in a racist way.  

This list is not exhaustive and schools and educational establishments will need to use their own judgement in determining whether an incident was racially motivated and how to record it.

A recording form for school and educational establishment use is attached as Appendix D.  This form is to be used when the investigation into a reported racist incident has determined that such an incident did take place.  (A copy of the form must be returned to Student Services, County Hall, Matlock and should be signed by the Headteacher, Service Manager or other appropriate member of the Senior Management Team).
NOTES FOR COMPLETING EDUCATION MULTI-AGENCY REPORTING FORM FOR RACIST INCIDENTS
1. Any racist incident as defined by the McPherson Report which occurs on or around an educational setting should be recorded on the Education Multi-Agency Reporting Form below.

2. One copy should be retained for your own recording purposes.  A second copy should be photocopied and returned to Student Services, Education Department, County Hall, Matlock, Derbyshire, DE4 3AG.

On completing this form, please refer to the following points:

1. Keep the description of what happened brief, noting relevant points.

2. Describe where it happened, giving the exact location if possible.

3. Ask whether the victim had any previous contact or knowledge of the offender

4. If another agency has been told of the incident, include when and to whom (if known) the report was made.

5. Agree and note the next steps with the victim including any continued contact.  How the outcome will be agreed/communicated.  Whether the incident requires referral to another agency. eg formal police referral

6. Advise the victim that a record of all incidents is forwarded to the local community safety partnership but that no personal details will be disclosed.

7. Census categories for determining ethnic origin are:

White British



Indian

White Irish



Bangladeshi

Other White background

other Asian background

White & Black Caribbean

Caribbean

White & Black African

African

White & Black Asian

other Black background

Any other mixes background
Any other ethnic group

Travellers   

EDUCATION REPORTING FORM FOR RACIST INCIDENTS

Section A: To be completed by a person at the scene of the incident (or person to whom the incident was reported)

School/Education Centre

Date of Incident





Time of Incident

Victim’s Name





Offender’s Name

Year Group


Age


Year Group  


Age

*Ethnic Origin





*Ethnic Origin

(Including Traveller or refugee)


(Including Traveller or refugee)

Other Persons Involved/Witnessed Incident

Outside person(s) including parents/carers

Teaching staff

Support staff


Unknown

Nature of Incident (tick any that apply)


Racist comments & language

Ridicule/ostracism 
          
Provocative behaviour

Verbal abuse & threats


Racist graffiti


Physical assault

Possession/distribution of 


Written abuse

Damage to property

Racist material

Other

Details of incident (including location)

(continue on separate sheet if necessary)

Section B: To be completed by the designated member of staff

Summary of Action Taken

(complete Section C over)


Have the parent(s)/carer(s) of the victim been informed?

Yes

No  


Have the parent(s)/carer(s) of the offender been informed?

Yes

No

Outcome recorded in whose files?


Record completed by 

Signature of designated member of SMT........................................ Date.....................

___________________________________________________________________________

LEA Ref:

Receiving Officer..........................................................................................

Date received.....................................  Date logged.....................................

Section C

	The course of action taken should be indicated in the empty boxes. 
	Discussion with pupil/learners
	Incident sheet to form teacher
	Referral to HOD (or HOY if outside lesson)
	Detention/isolation
	Formal discussion – pupil/learner and relevant staff
	Referral to HOY
	Letter to Parent/Carers
	Parent/carer interview to be arranged
	Pupil/learner to head with recommendation
	Pupil/learner to be sent home – (fixed term exclusion from school)
	Pupil to be sent home – (permanent exclusion from school)

	1. Verbal abuse
	
	
	
	
	
	
	
	
	
	
	

	Incidental, no offence intended or taken
	
	
	
	
	
	
	
	
	
	
	

	Persistent, intended to be offensive
	
	
	
	
	
	
	
	
	
	
	

	Inciting others
	
	
	
	
	
	
	
	
	
	
	

	Vicious/threatening
	
	
	
	
	
	
	
	
	
	
	

	Other
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	2. Refusal to co-operate with others on grounds of race
	
	
	
	
	
	
	
	
	
	
	

	Sit next to/talk to/work with/help
	
	
	
	
	
	
	
	
	
	
	

	Persistent
	
	
	
	
	
	
	
	
	
	
	

	Other
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	3. Violence
	
	
	
	
	
	
	
	
	
	
	

	Jostling
	
	
	
	
	
	
	
	
	
	
	

	Indimidating
	
	
	
	
	
	
	
	
	
	
	

	Punching/Kicking
	
	
	
	
	
	
	
	
	
	
	

	Serious fighting
	
	
	
	
	
	
	
	
	
	
	

	Use of weapons
	
	
	
	
	
	
	
	
	
	
	

	Other
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	4. Abuse of personal property
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	5. Graffiti
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	6. Racist propaganda
	
	
	
	
	
	
	
	
	
	
	


Additional notes on Actions
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HOPE VALLEY COLLEGE

POLICY FOR PROMOTING GOOD BEHAVIOUR

Appendix D: APPLYING THE POLICY
STUDENT CODE OF CONDUCT

The College should be at all times a welcoming place for people to work and to visit.  As staff and students we should also look tidy and smart.  To help ensure that this is so the following framework will be kept to.

Dress code:

You should wear the College sweatshirt and polo shirt at all times.  If you are wearing a sweatshirt, a polo shirt should be underneath.  Once inside the building, your outside wear must be removed and placed in your locker or bag.  Coats should not be worn for lessons or assembly, and bags should be placed at the edges of the Hall.

Ear-rings are not allowed.  Studs are allowed in ears only.  All jewellery should be removed for PE.

Around the College:

You should move around the College in a quiet, orderly manner.  This will ensure the safety of all College users.

Please:

· follow the one way system
· open doors and let people through

· keep over to the right on stairways and on corridors

· keep away from areas which are out of bounds – the front of school, car parks and the bottom of the field

· wait outside a laboratory, computer area, workshop or the gym until a member of staff arrives

· keep mobile phones out of sight and switched off in the building

Please do not:
· run or push

· shout

· attack, intimidate or bully people in any way

· sit on tables – it causes damage and we cannot afford new ones

· interfere with equipment or write on whiteboards

Keeping the College clean and tidy:

Please:

· put litter in the bins provided
· do not write on walls or furniture

· leave chewing gum at home
· do not take food out of the dining room
· do not take non-water drinks into classrooms or upstairs
Student Planner:
Fill this in each day so that you are clear about homework deadlines.  Don’t scribble on the cover, and make sure you have signed the home/school agreement.  Please also ask your parents/carer to do so too.

Work habits
The classrooms, laboratories, workshops and Learning Centre are places of work.  In order for you to learn in a safe and enjoyable way, please follow the guidelines below.

At the start of lessons:
· be on time, and if you are not, expect the time to be made up in the lunch hour

· enter the room sensibly and go straight to your place

· take off and put away outdoor clothes

· take out equipment required for that lesson – pen, pencil, ruler, rubber, calculator, 

coloured pencils, mathematical equipment

· place bags under tables and leave gangways clear
· keep quiet when the register is called except when answering your name
· follow the ICT agreement in your planner

During lessons:

· when the teacher is talking listen carefully

· resist the temptation to shout out answers – put your hand up

· do not distract others or disturb the lesson in any other way

· show respect for the property of others

· do not take your mobile phone out of your bag

· you should only use an MP3 player if given permission to do so by the class teacher

· do not eat : you may drink water from a sealed container, except in Science and ICT rooms 

· use your Student Planner to improve your personal organisation

· do not leave without the permission of a member of staff

At the end of a lesson:

· do not pack away until the teacher tells you that you may

· leave the furniture in a tidy state

· leave the room in a safe and orderly manner

At lunchtime:
Keep to the code of conduct

· leave classrooms as you find them

· line up in an orderly way in the dinner queue – expect to be removed from it if you do not

· clear tables as asked by the supervisors

· treat the lunchtime supervisors and the catering staff respectfully
Out of College:

Remember that the reputation of the College and the people that work in it depends on the way you behave.  Behave considerately:

· on your way to and from College

· when representing the College at sport or on visits

· do not leave litter on buses or coaches

Respecting others:

Finally, but most importantly, remember the staff have full responsibility for you whilst in College.  Students and staff should treat each other with respect, making every effort to behave in a way which does not hurt, upset or irritate other people.

REWARDS – STUDENT/STAFF VERSION

The staff are keen to recognise all student achievement both in and out of the classroom.  The staff expect high standards of work and behaviour and reward high standards wherever possible.  The reward system that the College operates is based on staff giving praise both by way of House Points and Commendation Certificates, and by talking to students personally.

House points

House points will be awarded to Years 7, 8 and 9.  They will be given if students have:

· produced an excellent piece of work

· worked consistently well over a period of time

· made a good effort

· made a voluntary contribution towards College life

Letters home

Letters of praise will be sent home to parents of Years 10 and 11 for academic work or whole school contribution, and additionally to Years 7, 8 and 9 for whole school activities.  They will be of two kinds:

· Recognising academic work of high quality

· Recognising exceptional effort or contribution to the College

These will be sent by the Principal/Deputy Principal on recommendation from subject teachers or tutors.  They will be entered into the student Events log.

Prize giving

There will be a formal prize giving towards the end of each academic year.

Special Commendation Certificates will be awarded to students who have worked outstandingly well throughout the year and also to students who have made a high level of effort throughout the year.  These will be given for each subject.  Care will be taken to reward both boys and girls equally. There will not be a set number to be given out.

There will be a prize for the girl and boy in each year who has achieved most highly across all the subjects, and for the girl and boy in each year who has made most effort.  There will also be a prize for the student who has made the greatest contribution to the Community.  Additionally there are College cups, shields and trophies which will be awarded.

Lastly a ‘Perfect Term’ letter will go to all students whose behaviour has been without blemish all term.  The names of these students will be published end entered into a Prize Draw for each house.

In addition:
Assemblies will be used to recognise success of different kinds and thus to celebrate achievements on a regular basis.

Work of high quality will be displayed in the classrooms.

Access to the College at breaktimes and lunchtimes will be given in return for responsible student behaviour.

SANCTIONS – STUDENT VERSION

If you do not keep to the Code of Conduct the staff will apply one of the following sanctions:

Write in your Planner
This will be done by a member of staff if:

· your behaviour in a lesson consistently falls below the required standard

· you have become involved in an incident around the College.

A record may also be made in your file as a way of monitoring your behaviour.  At the end of a year reports of minor incidents may be shredded if there has been no repetition.  Your tutor may well wish to discuss the list of incidents with parents/carers over the phone, or by letter.  If appropriate, the tutor will also involve the Senior House Tutor and your parents/carer may be invited into the College.

Put you ‘on report’

You may be placed ‘on report’ as a way of monitoring your work or behaviour or punctuality.  Your parents/carer will be informed.

Put you in a detention

There are various kinds of detention.

Departmental/Pastoral (Lunchtime/break time) with teaching staff or House Tutor

These will be given:

· for not working to the required standard 

· for disruption to a lesson

· for smoking or being out of bounds – five lunchtime detentions in the first instance

· to complete late homework

College (with the Principal/Deputy Principal) – normally in the evening

· for being late to lesson or tutor period without good reason – lunchtime

· for serious disruption to a lesson that has necessitated removal from the classroom

· for other misbehaviour of a serious nature, including dangerous corridor behaviour

· for deliberate damage to property eg writing on desks – evening or early morning community service and part payment may be sought

· to complete late homework/coursework or work in lessons if you have not attended a lunchtime detention for this purpose.

Parents will be informed if you are to stay after 3.45 pm and 24 hours notice will always be given.  Lunchtime detentions will allow you time to eat lunch, and breaktime detentions will allow time to use the toilet.

If you ignore a Departmental/Pastoral detention, then an evening detention will be given.

Place you in ‘Isolation’

If your behaviour seriously disrupts the learning of others you may be:

· isolated within the department

· isolated under the care of the Learning Mentor

· isolated under the care of the Principal/Deputy Principal

If you accumulate 3 evening detentions in a term then each further detention will result in you  working in isolation for a day.

Exclusion

This is a last resort, and means that the College feels that other students cannot learn because of your behaviour, or that other students do not feel safe.  Either way, it is a very serious matter and could result in you having to move to another school.

SANCTIONS – STAFF VERSION

Force should never be used to control students.  Only if a student is about to injure you or someone else may you use minimum force to restrain them.  Any such incident must then be reported to the Principal, parents informed and statements from witnesses obtained.  You should not, in any other circumstances, make physical contact with students in order to control their behaviour.

If students do not keep to the Code of Conduct you should use your professional judgement and impose a sanction appropriate to the offence.

Writing in Planners

This will allow staff to communicate with a student’s tutor on matters of discipline.  You should write a note for a student where:

· their behaviour in a lesson consistently falls below the required standard, especially if a detention is given

· they have become involved in an incident around the College and, in your opinion, this needs formally reporting back to the tutor, such as accruing a detention - 

Tutors will follow up such notes with students and may record them as a way of monitoring behaviour.  At the end of a year reports of minor incidents may be shredded.  The tutor may well wish to discuss these matters with parents/carers over the phone, or by letter.  If appropriate the tutor will also involve the Senior House Tutor and/or the Deputy Principal.

Where the student is a cause for concern parents/carers will be contacted and invited to College to discuss future progress/behaviour.

Events in ePortal/CMIS 

Recording incidents in e-Portal will be helpful to all concerned: the record is there for the tutor to see and can be seen by other staff. Ultimately the record is a public document and will be shared with parents, so appropriate language is important.

Report

A student may be placed on report as a way of monitoring their work or behaviour.  If you place a student on report, either as a tutor or as a matter of departmental policy, you will be expected to make arrangements to monitor progress.  Parents/carers must be informed and be asked to support the system.

Detentions

Departmental/Pastoral (lunch/break/with Teaching Staff or House Tutor)

To be given:

· for not working to the required standard – break/lunchtime

· for disruption to a lesson

· for smoking or being out of bounds – five lunchtime detentions in the first instance

· to complete late homework

College (with the Principal/Deputy Principal)

· for students who are late to lesson or tutor period without good reason 

· for serious disruption to a lesson that has necessitated removal from the classroom 

· for other misbehaviour of a serious nature – evening

· for deliberate damage to property eg defacing desks – evening or early morning community service and part payment towards the damage

· to complete late homework/coursework if unfinished on request of department, or if work is repeatedly not done in class – evening 

Parents must be informed if a student is to stay after 3.45pm and 24 hours notice has to be given by the Principal to the parents.

Lunchtime detentions should always allow a student time to eat lunch, and breaktime detentions should allow time to use the toilet.

If a student refuses a Departmental/Pastoral detention, then a College detention will normally be given.  Refusal to comply with this is a very serious matter and will lead to isolation until the issue can be resolved with parents.

 Isolation

Students whose behaviour seriously disrupts the learning of others may be:

· isolated within the department

· isolated under the care of the Learning Mentor

· isolated under the care of the Principal/Deputy Principal.

Three detentions in the same term will also result in isolation for one day.

If you wish a student to be removed from your lesson because other students are unable to learn, do not leave the lesson but send a reliable student to the office to fetch help from either the College Management Team, or, failing that, the Senior House Tutor.

You must follow up any such removals – with support if needed.

Exclusion

This is a last resort, and the Learning Mentor/Senior House Tutor should always have been involved where it has been obvious there has been a problem building up.  Only the Principal has the authority to exclude.




Recommendation 68:	That LEAs and school Governors have the duty to create and implement strategies in their schools to prevent and address racism.  Such strategies to include:


	that schools record all racist incidents;


*	that all recorded incidents are reported to the pupil’s parents’, guardians, school governors and LEAs.  


**	that the numbers of racist incidents are published annually, on a school by school basis; and


	that the numbers and self-defined ethnic identity of excluded pupils are published annually on a school by school basis 





*It is recognised that schools may determine that it is not necessary to report what it considers to be very minor incidents to parents. 





**The Home Office subsequently confirmed that there is no longer a duty on schools or LEAs to publish the numbers of racist incidents.   





Recommendation 69:	OFSTED inspections include examination of the implementation of such strategies.  
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