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1.1 Throughout this protocol, the term “parent” should be taken to mean “parent/carer”.

Underlying Principles

2.1 The College seeks to maintain a safe and structured environment in which teachers can teach and students can learn.  The vast majority of young people appreciate a culture of good, respectful behaviour, both in and out of lessons, and this culture is central to the College’s philosophy.

2.2 It is the College’s belief that the best way to bring about good behaviour in lessons is for students to be engaged in their learning; set clear, firm boundaries; challenged at a level appropriate to their ability; and taught in such a way as to stimulate their interest.
2.3 It is the College’s aim that every teacher, and every other adult who comes into regular contact with students, will be good at managing and improving student behaviour.  Appropriate training and support will be provided towards this aim.

2.4 Central to creating good order is respect for the adults in the College.  The Principal and other senior leaders will help to create a culture of respect by supporting the staff’s authority to discipline students and ensuring that this happens consistently across the College.

2.5 The College is proud of its good reputation throughout the local community, and realises that good behaviour from its students, in and out of College, is instrumental in maintaining this.

2.6 Finally, the ability to manage one’s own behaviour is an important life skill, and it is one of the College’s main tasks, in partnership with parents, to promote this.

Expectations of behaviour
3.1 Broadly speaking, the College expects its students:

3.1.1 To act at all times with consideration towards other people, in other words, “to treat other people as they would like to be treated”.  This applies to all members of the College community, students and staff alike, and to members of the wider community.

3.1.2 To follow instructions whenever given to them by a responsible adult – “to do as you are asked when you are asked to do it”.
3.1.3 For lessons, to make sure they are in the right place, at the right time, with the right equipment, ready to learn.

3.1.4 To use their common-sense to make the right decisions on the right and safe way to behave.

3.2 In §3.1.2, the term “responsible adult” will usually mean a member of the teaching or associate staff, but it may also apply to another adult to whom the Principal has delegated authority.

3.3 These four general rules cover the majority of situations in which students are likely to find themselves.  However, there are other, more specific rules which do not follow directly from the above.  Examples include “out-of-bounds” areas and guidance on movement around the College.  A Code of Conduct, covering all of these, has therefore been agreed within the College community.  It is attached as Annex A to this protocol.

3.4 The College has separate policies on Bullying and Cyberbullying, which are available from the College or on the College website.

Praise and Reward
4.1 The College believes that praise and reward are effective in motivating students and encouraging good behaviour.  Positive behaviour and good work should therefore be recognised appropriately, whenever possible.

4.2 Informal praise for good work and behaviour, in and out of lessons, needs to be part of the culture of the College.

4.3 In addition, there are many occasions when such praise needs to be more formal:

4.3.1 Public celebration of achievement or conduct, on the part of an individual or group, for example in an assembly or formal award ceremony;

4.3.2 Achievement certificates and other recognition will be given and celebrated regularly.
4.3.3 Contact with home (for example, via merit or letter) which allows parents to share in success or excellence.

4.4 The College will act to ensure these take place on a regular basis.  In addition, individual faculties are encouraged to develop their own systems for promoting good work and behaviour.

4.5 Praise and reward can be particularly important for students who have previously had a poor behaviour record, but who have shown sustained improvement.  Reporting home in such instances can help strengthen the relationship between the College and the students concerned, and also with their families.
4.6 It is also important that students who consistently behave and work well, but who might not stand out or instantly spring to staff attention, also receive due acknowledgement for their contributions to College life.

Sanctions
5.1 Sanctions offer a further means of upholding behaviour in College.  Used appropriately, they can:

5.1.1 provide a clear message to the perpetrator that what he/she has done is unacceptable;

5.1.2 deter him/her from repeating that behaviour;

5.1.3 demonstrate to other students that the behaviour is unacceptable and deter them from copying it. ;  and

5.1.4 signal the College’s seriousness in upholding high standards.
5.2 The following sanctions may be used:
5.2.1 Verbal reprimand – for example, for minor breaches of the College’s Code of Conduct;
5.2.2 Carrying out a useful task in College appropriate to the offence committed;
5.2.3 Detention– for example, for breaches of the College’s Code of Conduct, or persistent lateness.
5.2.4 After College detention (of any duration up to and including one hour) – for example, for serious or repeated breaches of the College’s Code of Conduct;

5.2.5 Withholding participation in a College trip or activity – in consultation with the leader of the trip or activity, if the student’s previous behaviour does not give the College confidence he/she will behave well;

5.2.6 Withdrawal of access to College facilities – for example, the libraries or ICT, in the event of misbehaviour or misuse;

5.2.7 Confiscation of property – see §9 below;

5.2.8 Removal from lesson – see §5.4 below;

5.2.9 Isolation within College for a fixed term – for example, for serious misbehaviour, rudeness, aggression or refusal to comply;

5.2.10 Exclusion from College for a fixed term – for serious offences;
5.2.11 Removal from College via managed move or alternative provision.

5.3 Removal from a lesson (§5.2.7 above) is governed by the ‘On-Call Procedure’ (so called because students are removed by a member of staff who is ‘On Call’ for that purpose).  Students are made aware of this procedure, which is summarised in Annex B.

5.4 The examples of offences given in §5.2 are illustrative only.  The over-riding principle is that sanctions administered must be reasonable and proportionate to the circumstances.  As far as possible, they should be seen to be fair and consistent to any objective observer. For implementation see Appendix C.
Authority to apply sanctions

6.1 The following people are entitled to apply sanctions:

6.1.1 teaching staff;

6.1.2 cover supervisors;

6.1.3 teaching and pastoral support assistants;

6.1.4 library staff;

6.1.5 lunchtime supervisors;

6.1.6 trainee teachers, under the supervision of their subject mentors.

6.2 Staff, other than those listed above, who feel that a student deserves to be punished for misbehaviour, should report this to a member of the teaching staff.

6.3 Qualifications to the above are as follows.

6.3.1 After-College detentions may be used by all members of the staff.

6.3.2 Withdrawal from a particular lesson or peer group may only be applied by a member of the College’s Leadership Team.
6.3.3 Members of the ICT Technical Support Team may apply sanctions related to the misuse of ICT facilities, for example by withholding some or all access to ICT.

6.3.4 Withdrawal from a College trip or activity can only be authorised by a Vice Principal or the Principal, and only after consultation with the organiser of the trip or activity.

6.3.5 Fixed-term exclusions can only be applied by the Principal or, in his/her absence, by a Vice Principal (in which case the Principal is informed as soon as possible).

6.4 On the rare occasions when it might be necessary, College staff may use reasonable force to prevent students committing an offence, injuring themselves or others, or damaging property, and to maintain good order and discipline in the classroom.  The word “reasonable” in this context should be taken to mean “sufficient to compel the student to do as instructed, and/or to prevent injury or damage, and no more”.
Behaviour of students when off-site

7.1 In certain circumstances, the College has the right to regulate student behaviour and conduct when they are not on the College premises.  These circumstances are:

7.1.1 Visits or activities organised by the College (including sporting fixtures, work experience and college courses);

7.1.2 The journey to and from College, including on College and service buses;

7.1.3 Behaviour towards other members of the College community, at any time, which has repercussions for the orderly running of the College; and
7.1.4 Behaviour which affects the reputation of the College within the wider community, for example when wearing uniform in a public place.

7.2 Students are seen as ambassadors for the College and are expected to behave in a way which will promote its good name. Where behaviour and conduct reflect negatively on the College, staff will question, challenge and correct it straight away.  It may be appropriate to apply a sanction when the student is back in College.

Improving the behaviour of individual students

8.1 The College expects high standards of behaviour from its students and, for the majority, its systems of praise, rewards and sanctions will be sufficient.
8.2 For the few students for whom this is not true, extra steps are needed.  These may include:

8.2.1 Consultation with parents;

8.2.2 Involvement of staff from one or more external agencies (for example, the educational psychology service);

8.2.3 Intervention from the College’s Special Needs Department;

8.2.4 Use of report cards or report books;

8.2.5 Modification of the student’s curriculum, either temporarily or permanently, to support them in making a success of their time in College.
8.2.6 Education at an alternative setting.
8.3 Where a student’s behaviour is causing serious concern, to the extent that it is feared they are in danger of permanent exclusion, a programme of support will be put in place.  Such programmes will be drawn up by agreement with parents, may involve other agencies, and will identify precise, realistic and measurable targets for the student to achieve over a short period of time.
8.4 If, despite these efforts, there is no improvement in a student’s behaviour, they may be required to meet with members of the governing body.  The purpose of this meeting will be to see if there is any additional support which may help the student improve, and to give a clear warning that he/she is in danger of permanent exclusion.

Confiscation of Property, and Searching for Banned Items

9.1 The College reserves the right to confiscate students’ property under the following circumstances:

9.1.1 where an item poses a threat, or potential threat, to others;
9.1.2 where an item is disrupting learning (for example, a personal music player or mobile phone);

9.1.3 where an item contravenes rules on College uniform;
9.1.4 where an item poses a safety risk (for example, items of jewellery in PE);

9.1.5 where an item is contrary to the College’s ethos (for example, items which may cause offence to another student or another community);

9.1.6 where possession of an item is illegal (for example, racist or pornographic material).

9.2 The authority to confiscate is held by all teaching staff at the College, and by other staff who have the responsibility of care and control of students (for example, learning and pastoral support staff).

9.3 Usually it will be appropriate for items to be returned either at the end of the lesson, at the next break, or at the end of the College day.  In some circumstances the College will store a confiscated item until a responsible family adult can come in to collect it.

9.4 Other items should be stored safely until they are returned to the student.  Where items are of significant value, storage will be secure so as to prevent theft or damage.
Searching for banned and illegal items

9.5 Staff can search students with their consent for any item which is banned by the College rules.  Such items may be confiscated if found.
9.6 Staff may search students or their possessions, without consent, where they suspect the student has weapons, alcohol, illegal drugs and/or stolen items.  They will obtain the authorisation of the Principal (or, in his absence, a Vice Principal) before doing so, and ensure they are accompanied by another member of College staff when they conduct the search.  Students will be searched only by staff of the same gender.
9.7 Items of an unlawful or hazardous nature may be passed on to an external agency (for example, the police) for disposal or further action.  Where this happens, parents will be informed of the details.

9.8 For more guidance on specific items, please refer to the following documents, available from the College or on the College website:

9.8.1 Protocol on the Management of Incidents involving Drugs and Alcohol;

9.8.2 Guidance on the use of portable electronic devices.
Taking account of students’ needs when applying this Protocol
10.1 The College will take some account of the needs of individual students when managing their behaviour, for example:
10.1.1 Students with Special Educational Needs

10.1.2 Students with disabilities

10.1.3 Children looked after by the Local Authority

10.1.4 Young carers

10.1.5 Students under stress caused by circumstances outside the College
10.2 The College still requires high standards of behaviour and conduct from these students, but recognises that different approaches are sometimes needed to encourage this.  An appreciation of their needs and circumstances is also needed in order effectively to identify, confront and manage misbehaviour.

Partnership with parents
11.1 The College will try to work closely with parents in upholding high standards of behaviour on the part of their children.  Key staff (for example, Heads of house and house managers will be happy to discuss matters of concern and are readily contactable during College hours.
11.2 Parents are requested to encourage their children to show respect towards College staff, and to support the College’s authority to discipline its students.
11.3 The College has a Home-College Agreement that outlines the responsibilities of the parent and the College, including those around behaviour and attendance.  Parents are given a copy of the Agreement, when their child starts at the College, and asked to sign it.
11.4 Parents have a clear role in making sure their child is well behaved at College.  If they do not, the College may ask them to sign a parenting contract or may apply for a court-imposed parenting order.
Complaints

12.1 If parents feel that the Protocol has been unfairly or wrongly applied, they should contact the relevant member(s) of staff in the first instance.  Usually such complaints can be resolved at that stage.  However, where this is not the case, the complaint may be pursued further through the College’s General Complaints Procedure, available from the College offices or website.
12.2 If a student has a complaint about the way they feel this Protocol has been applied, it will usually be more appropriate for the complaint to be made on their behalf by their parents.

Annex A

Code of Conduct for Students                                         
Our College is an orderly and civilised community.  It is also, primarily, a place of learning.  For it to remain so, there are four main rules that you must always follow:

(1) Treat others as you would like them to treat you.

(2) Do as you are asked, when you are asked (by a teacher or responsible adult).
(3) In lessons, be ready for learning:  be in the right place, at the right time, with the right equipment.

(4) Use your common-sense to decide on the right and safe way to behave.

If you stick to these, you will never get into serious trouble at College, and you will help us by maintaining our standards of courtesy and decency.

However, like most College’s Witchford Village College is a busy and complex place.  We do need a few extra rules to help things run smoothly and safely.  Many of these follow on from the main four, but they are included to leave no room for doubt.

POSSESSIONS

· Mark all your possessions with your name.

· If you lose something important, report it to your House manager
· If you find someone else’s property, hand it in to your House manager.

· Do not bring valuable items or large amounts of money into College.
If you have no option, you can hand it in to your House manager for safe keeping.

MOBILE PHONES (and other electronic devices, including MP3 players)

· Mobile phones are not needed in College.  (If you need to contact someone in an emergency, you can use Office Services.)

· If you decide to bring a mobile phone, electronic communication device or music player into College, it must be kept switched off and out of sight during lessons or on corridors. They should be used in class only with a member of staff’s permission.
· Such devices are brought into College at your own risk.  The College will not investigate, and is not responsible for, any loss, theft or damage.

UNIFORM

· Wear full College uniform where required.  This includes on the way to and from College.

· Large items of jewellery are banned, jewellery should be restricted to a watch and single pair of stud earrings. Facial and other visible body piercings are not permitted.
LITTER

· Keep hold of litter until you pass a litter bin.
(This applies at all times, and especially when you are walking between sites.)

· There are special bins for paper in each classroom.  (Their contents get recycled.)
Help the environment by using them.

MOVEMENT AROUND THE COLLEGE
· Do not run indoors.  (It can be dangerous.)

· When corridors are crowded, walk on the left and keep moving.

· Hold doors open for people immediately behind them.

CLASSROOMS

· Do not enter a classroom unless there is a teacher present, or you have permission.

· When leaving a classroom, leave it tidy.  Place your chair neatly under the table or desk.

DINING HALL

· Wait sensibly for your turn in the dining queue.

· Clear up after you have finished your meal.  (This helps the Canteen staff.)

OUT OF BOUNDS

· Students in Years 7 to 11 should stay on the premises during normal school hours.
· Stay away from car parks, unless you have permission from a member of staff.

BALL GAMES

· Play ball games only on the hard-standing areas and, when dry, on the Playing Fields.

· Do not play ball games near anything which might be damaged (for example, cars, windows).

· Do not play ball games where a ball could go into the garden of a neighbour of the College.

DAMAGE

· Report any damage (accidental or otherwise) to a member of staff or Office services.

SMOKING

· Smoking is illegal on the College premises – for adults as well as students.

· Smoking creates a bad impression of the College and its students.  Do not smoke when travelling to and from College, or when involved in any College activity or trip.  Same day detentions will be given for smoking on the College grounds. Persistent offenders will be issued with a fixed-term exclusion 
VISITORS

· Be polite and considerate towards visitors.  This includes directing them if they are having difficulty finding their way.
· Visitors should be wearing badges.  If you are uneasy about the presence of someone you don’t recognise, report it to a member of staff, or Office services, immediately.
Annex B
Dealing with Serious Disruption in Lessons

B1 Where serious misbehaviour occurs in lessons, the College has a procedure which should be followed:
B1.1 A) Normal classroom management procedures
B1.2 B) A formal verbal warning will be issued WARN
B1.3 C)  If, despite this, the student’s behaviour fails to improve, the teacher will give the student a further warning, and indicate this by writing their name on the desk.  The student should be told at this stage that they will be removed from the lesson if the poor behaviour continues. CHOICE
B1.4 D) If the student’s behaviour does not improve, he/she will be removed from the lesson.  A member of the College staff (who is “On Call”) will be summoned for this purpose (by using the on-call button or by sending a message via another student). SANCTION
Staff will then complete an on-call form detailing the misbehaviour seen and the steps taken to counteract it. This account should be as objective and factual as possible.
B2 Examples of when it is appropriate to use this procedure include:

B2.1 bad language or abuse;

B2.2 persistent refusal to comply;

B2.3 where low-level disruption has persisted despite the teacher’s interventions;

B2.4 where a student is endangering health and safety (possibly including their own).

B3 Staff will aim to carry the procedure through firmly, fairly, calmly and assertively.

B4 In extreme cases, for example where abuse is directed at another member of the class, or at the teacher, or where the safety of other learners is at risk, the four-stage procedure may be fast-tracked according to the judgment of the teacher.

B5 When a student is removed from the lesson, staff will complete a pro forma detailing the misbehaviour and the steps taken to counteract it.  This account will attempt to be as objective and factual as possible.  Where possible, work will be provided for the student to complete.

B6 It is expected that the misbehaving student will attempt to make amends for his/her poor behaviour before returning to another lesson taught by the teacher concerned.
B7 After being removed from a lesson, the student will complete appropriate work under supervision.  He/she may work in isolation for the rest of the College day, depending on the circumstances and case history of the student in question.

B8 The Leader of the Faculty or subject in which the lesson took place will be informed, and will aim to ensure that the student is reintegrated satisfactorily when he/she next attends that class.  This may involve some apology or reparation on the part of the student.

B9 Where a student is removed from lessons on three separate occasions during one half-term, he/she will be isolated within College for one day.  If, after that, there are a further three instances in the same half-term, a one-day exclusion will result.

B10 Removal from lessons and exclusions are closely monitored by the College Governing body Persistent offenders may be required to attend a meeting, with their parents, to account for their behaviour.
Annex C
Behaviour Protocols
Level 1: Classroom Interventions

a) Normal classroom management procedures (at the door, formal registration, seating plan etc)

b) Formal warning - Warn
c) Formal warning – Choice and place Name on desk 

d) ‘On-call’ - Sanction. Button on Sims activated 

Level 2: ‘On-call’ used

a) 1 further hour in Isolation Room

Level 3 – After College SLT Detention

60 mins (Reasons):

a) Name on desk (x2)

b) Persistently late to school

c) Smoking on site or on buses 

d) Punctuality (more than 20 mins late in one week)

Level 4 – Isolation Room (possible IBP)

1 day (Reasons):

a) Failed 60 min Detention

b) Persistent refusal to follow procedures

c) 3 on calls equals one days Isolation Room

d) 6 on calls equals one day exclusion (reset every half term)

Level 5 – Fixed Term Exclusions (IBP)

a) Consistent poor behaviour

b) Violence or aggression towards another college member

c) Possession of illicit substances or items

d) Bringing the college into disrepute

Level 6 – Alternative Curriculum (p/t) Timetable, Managed Move etc (PSP)

a) Repeatedly poor behaviour

b) Repeatedly showing violence or aggression towards another college member

c) Repeatedly in the possession of illicit substances or items

d) Repeatedly bringing the college into disrepute

Level 7 – Governing Body Meeting

a) Continuing poor behaviour

b) Continuing to show violence or aggression towards another college member

c) Continuing to be in the possession of illicit substances or items

d) Continuing to bring the college into disrepute

Level 8 – Permanent Exclusion/Managed Move

a) Repeatedly poor behaviour

b) Serious physical violent and aggressive incident

c) Dealing of illicit substances in college or possession of offensive item

d) Serious incident of bringing the college into disrepute 

The above list is not exhaustive and the reasons for level intervention will be appropriate to the behaviours being exhibited.

Report cards Head of House/House Manager (Red) may be issued at any level subject to discussions between the House and subject teams.
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