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Introduction
Purpose

The purpose of this policy is fo produce a working document which reflects the
current needs of the Academy. The policy is intended to build upon previous
practice and has been the result of review, evaluation and consultation within the -
forum of a working party.

Aims

The policy aims to put strategies in place which help develop a positive culture of
praise and reward within the Academy, where students feel empowered and are
able to successfully manage their own behaviour.

Rationale

The rationale behind the policy is that behaviour is a choice: students learn that
positive and negative behaviour leads to positive and negative consequences
respectively.

Equally important is that the policy is rooted in respect - where staff speak and act
courteously to students and so educate students to show similar respect towards
staff and each other. ‘

It is important that all stakeholders, that is, staff, students and parents understand
that when a student behaves unacceptably, it is the behaviour that is seen as
unacceptable, not the child.

The policy aims to instill a sense of ‘ownership’ and responsibility for behaviour
from all: staff, students and parents; the Academy aims to communicate and work
with parents in order that parents may have a true picture of their child’s behaviour
and can contribute to their success as much as possible.

It is important that staff understand the importance of using a wide range of
preventative and intervention strategies when dealing with behaviour. It is
important to remember that teaching and learning go hand in hand with behaviour,
and that it is often the well planned, correctly pitched, and engaging lessons which
promote positive behaviour : ‘Behaviour for Learning’ and attitudes to learning.

At UAW, we aim to keep parents/ carers as informed and up to date as possible
with regards to their son/daughter's behaviour. We recognise that working in
partnership with home can facilitate improvements in behaviour in the Academy.
Relevant personnel should communicate with parents/ carers at every point.

Our responsibility to safeguard and promote the welfare of young people is
of paramount importance and we believe that safer students make more
successful learners
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Appendix 2

Homework Strategies

Please check your department's homework policy as per Departmental
Handbook.

Some strategies that can help you to manage the prompt completion and
handing in of homework.

NN N N N N N NN NN

Set relevant tasks

Use homework for preparation for next lesson / consolidation
Research tasks ‘

Differentiated tasks

Set tasks with time limits

Ensure students record homework in planner with deadline.
Make homework the focus at start of lessan

Keep a homework register °

Set clear deadline for completion.

Establish policy of notes from parents for any excuses
Ensure all understand :

Clear explanations

Set before end of lesson

Prepare writing frame

After school homework club

14



Appendix 3

Removal tb Head of Department

1. A student should be sent to HOD in the first instance if he/she is causing
persistent disruption which prevents the learning of others
(this is a Level 2 referral).

2. A student should only be removed if the class teacher has attempted to
stop the inappropriate behaviour.

3. The student should be sent by the class teacher with a pass, and the HOD

notified of the removal by way of note, for safeguarding reasons, via TA or
another student.

4. Should the removed student fail to arrive, HOD should contact SLT on-call
on email. ’

5. Should SLT fihd the student, the student will be placed with HOD. Refusal

to co-operate with SLT will result in a Level 3 referral and placement in the
Inclusion Centre.

The department needs to know where the HOD is at ali times. The HOD
should be available to accommodate the removal of students. -

Responsibility for dealing with the students lies with the HOD, not SLT.
in the case of large departments where there is a Key Stage Co-ordinator/ 2"
in Department, should the HOD be unavailable for a particular reason,

departmental staff should be notified and arrangements made for removal to
the KS Co-ordinator/ 2™ in Department.

15



Appendix 4

Contacting Parents

(Level 2 and 3 only)

Level 1 concerns by phone or planner

Classroom Teacher
Form Tutor

Level 2 concerns by phone, planner or Iétter

Head of Department
Assistant Principal
Head of Learning

Level 3 concerns by phone or letter

SLT

At each level Line Management should be informed if not involved for overview
purposes.

Key staff above who wish to contact parents by letter should use the standard
letter template as shown in this document.

Parental meetings

These should only be held by HODs, HOL and SLT.

Itis important that HODs, HOLs and SLT try and involve the member of staff who
initiated the referral whenever possible.

In all cases the above procedures must be adhered to by all staff.

Letters should be checked as per the line management model for letters home to
parents in the Staff Handbook page 20.

16



Sample Level 2 letter from HOD /f HOL
Information letter (available electronically)

Cesr Sarenial Splizbion

I am Wwriting to inform you that has been refierred to ma by his class teacher for -

This matkar is being taken sarously, as the department hes high standards and is parsicularky keen
for &0 doowell,

I the problem persists T shall invit= you to come in & the Academy to discuss this matber further
with me, zlong with his dass tezcher | form teachear,

Hawraver, I trust you will discass cur concams with =nd that from new on we will s=e a
positive differenca,

In the mezntima, please do not hesitste to contact me iF you wish bo discuss the matter further.

Yours sinceraly

Sigratuna

Miss e
Hezd af

L




Appendix 7

SLT Emergency Call-Out

It is important that SLT Emergency call-out is only used in an

emergency.

HOD must be aware of the callout and ideally make the call when
_ possible. - '

For example:

Out-of control behaviour.

« Dangerous behaviour

Walking out of lesson

Collect a phone/ electronic device

HOD shouid email Emergency on-call when possible (if a fight takes place in a
classroom then the subject teacher would make the call, informing HOD when
possible) and give specific details of the request for SLT assistance.

A senjor colleague will attend to the request as soon as s/he is available.

22



Appendix 8
Inclusion Centre

The decision and authorisation to place students in the inclusion Centre lies with
the Vice Principal only.

Procedure:

1. Students should be taken to the Inclusion Centre with an explanation.

2. Alevel 3 referral (pink form) MUST be completed and given to the
Pastoral Secretary AS A MATTER OF URGENCY which includes reason
and length of stay. This must be discussed with Assistant Principal KS 3/4
so that they are aware of ALL referrals (inc those from other Assistant
Principals).

3. The office inform the inclusion Centre manager immediately of referral.

4. The HOL contacts parents by phone to inform them of placement. If the
inclusion Centre day is ‘planried’ in advance as a sanction HOL/HOD will
be asked by ASSISTANT PRINCIPAL to contact parents

5. The Pastora[ Secretary completes the standard letter to parents informing
of the sanction. Letter signed by ASSISTANT PRINCIPAL KS3/4

Holding Students for investigation — Students can be held in the Inclusion
Centre whilst an investigation into an incident takes place. Whilst it is
essential for this to take place quickly, it is imperative for it be thorough.
Holding and investigation can be used to avoid the period in the Inclusion
Centre becoming a sanction.

Some Students may be immediately removed to the Inclusion Centre if a member
of SLT (usually emergency on-call) decides it is necessary. In all cases this
should be followed up by prompt investigation. A fevel 3 (pink form) should be

completed by the HOD / HOL and passed to their ASSISTANT PRINCIPAL Line
Manager.

23



Appendix 9

Exclusion

Fixed term Exclusion
Exclusion is at the discretion of the Head of School only.

Parents are contacted within 24 hours of the Head of School's decision to
exclude by telephone and by registered letter.

UCAT follow the DFE guidelines on exclusions.

A post exclusion meeting with the Head of School/Vice Principal, the parent and
the student must take place before the student returns to mainstream lessons.
HOL and/ or LC to attend this meeting at the discretion of the Head of School.

Permanent Exclusion

The decision to exclude a child permanently is a serious one. It will usually be the
final step in a process for dealing with disciplinary offences following a wide
range of other strategies, which have been tried without success. It is an
acknowledgement by the Academy that it has exhausted ali available strategies
for dealing with the child and should normally be used as a last resort.

There will, however, be exceptional circumstances where, in the Head of

School’s judgement, it is appropriate to permanently exclude a child for a first
‘one-off’ offence. : :

24



Appendix 10

Reporting and recording incidents
Level 1: Behaviour should be recorded straight onto SIMS by classroom teacher.

Level 2: Responsibility for action —- HOD / HOL

The green level 2 form should be completed by the Reporter who may be:
Class Teacher, Form Tutor.or HOD /HOL.

If you are a CT or a FT it is good practice to first discuss the issue with your
HOD /HOL.

The incident will then be placed onto SIMS by HOD/HOL

Level 3: Responsibility for action - SLT

A pink leve!l 3 ferm is to be completed by the member of staff reporting -
HOD or HOL.

The incident should first be discussed with HOD /HOL prior to SLT referrai.
HOD /HOL should discuss the issue with SLT line manager (exceptional cases
may require immediate referral to SLT).

Should the Assistant Principal decide an appropriate sanction is necessary the
Assistant Principal will complete the remainder of the form and place in the office

for entry onto SIMs. A summary incident report will be completed by the Assistant
Principal and stored centrally.

25



MCIDENT REPCGRT FORM

LEVEL 3
Puptl: Form:  [nchdemt T E0bfect . Locaton: | Stam:
e e | Datereoo o Rlessonst o
incident

1. Refusal to co-dDperats with
HODHOLISMNT
3. Healll & Sataty RIsk
fine E Safedy)

2 Uniarm & Appesrancs

% ApgPesaive BenEvIoEr;
Physleal Aszpulf

&. TrusRcy

€ Smeking

7. Balylng

8. Raclet Remarke

3. Other (agacity Delow]

Parentat Contact Copyto HORMOL
e
tnclusion Cenre EACLTSION
e of days Data No. of days Liate

Reason Tor Inclusich Centre TExclusion: (25 included i letter and on SIS
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Actions

By Reporter

By HOD/HOL

By 5ET]

For Ofice wee Onbv:  Letber

= Sent s aate;

Srilerad on 34§ O Tata,
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Summary of Incident

Mo ... . - S+ 41 TR

Date of incident: e Approx tme of Incidents e

where did the Incident happen?

Sioned: e Date: .,

Countersigned{Staff Signature}
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Details of Incident {continued)
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| INCIDENT REPORT FORM
LEVEL 2

Referral to Head of Department f Head of Leaming

Lesson:

1. Persistent arguing ’ 2. Persisient lateness
4. Qut of bounds .| & Heatth & Safefy Risk
7. Repeated lack of 8. Refusal to follows Class

coursework / homeviork Teacher Instrucfions

3. Repested truancy

. Off-site

8. Persistent Disruplion

Ctirer {specifyl:

Action taken by

Parental contact Detention

Comminity Service Class Report (HOL onby

Dep't report card

BiP report
Cther (please specifin
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Actions

By reporter

BY HOD/HOL

BY SLT
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Appendix 6

Standard Letter: Appearance (available electronically)

,bafa

Psrenial Adcressse

Dear fzrentsf Salidaton

I wish to raise 3 concem with you ragarding sppearance to the Acadermy.

is centinuing to wesr make—up {specify). despite having already been speken to on &
number of sccasions,

I trust you will ensure that veur childs appearance is in sccordance with Acadenwy palicy inn the
future. .

Plaase complete and return the slip below to acknowiladge that you have recsived this letter.

Yours sincaraly,

Sigraiure
Ay
Head of Lesrning

I acknpwiledge recaapt of the letter regarding uniformn and wilf ersure that -]
Sfppearanca is n accordance with Academy policy.

Sigried

These letter templates are available in the Staff Folder-on the T DRIVE.

Only Heads of Learning may send this letter. Please alert your HOL should you
request a letter to be sent.
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Level 2 letter from HOD / HOL. Parental meeting (available electronically)

Sate

Parental Addrezaee

Diear Perental Salwtation,

I contacted you recenthy about the referral that was mads by class teacher for
r=pestadly failing 1o complete homework, .

L am concemned that there are stll problems and I would now like vou o mvite you into tha
seadamy to discuss the matter further.

I would be grateful if vou could attend = meating on at

¥ this is incenveniant, please contact the Academy tn make an altarmative appointrrent.
Yaurs sincershy, |

Sipnaturs

Mzzs/Mr,
Headof
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Level 3 letter from Assistant Principal - Parental meeting (available
electronically)

Y o A e
e RN LY EARA

Date

Parental Addresses

Dear Sarents! Salvieion,
I have trhied to contact you by telephone but have besn unsuccessful,
Therefore, I am writing to inform you that has baen refarred to me by

« Head of Learning Yesr | ez of far
repeaiadly truanting from the Acdemy. .

As this is & serious matter and T would like to invite you ints the Acadarmy to discuss this matéer
further at .

If this time is inconveniant please Sael fime to contact the Acadermy to rearsange the appoimiment.

Yours sinceraly,

Signaturs

Mrs M Bale
Assistant Principal
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