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BEHAVIOUR POLICY
The Board of Governors regards the behaviour of pupils as the joint concern of pupils, parents, staff and Governors. 

Places are offered on the understanding that parents will co-operate with the School in ensuring that their daughter conforms to its standards and traditions. 

Mission Statement

The School aims to be a positive, purposeful and safe environment for its pupils; a place in which they are encouraged and supported to reach their potential. 

Central to this aim is the belief that each pupil is unique and of value. 

The School would consequently encourage pupils to have self-respect and respect for others and to demonstrate honesty, compassion and generosity at all times.

Aims

The aims of the Behaviour Policy are to:

· promote a positive atmosphere based on a sense of community within the School

· promote learning for all pupils by effective teaching where expectations are high, and work is differentiated according to pupils’ needs

· support pupils in ways which are appropriate to their needs

· enhance pupils’ self-esteem and foster self-respect and respect for others 

· help pupils to develop independence by taking responsibility for their own behaviour

· develop pupils’ interpersonal skills and their ability to work co-operatively with others

STRATEGIES TO PROMOTE AND ENCOURAGE 

POSITIVE BEHAVIOUR

The House System

This offers a very wide range of opportunities for pupils of all ages to contribute to the life of the School and to have a sense of community.

The six Houses have a most important role to play in helping pupils to develop vital skills for life through participation in the many Inter-House Competitions and fund raising activities for good causes.

Certificates will be awarded to those pupils who make a valuable contribution to their Houses. 

Pastoral Care System

The Pastoral Care Team together with the entire staff strive to ensure that all pupils are given the necessary support and care throughout their School career. 

Trained Peer Supporters assist staff by giving valuable additional support to younger pupils  (full details are in the School’s Pastoral Care policy).

Extra-Curricular Activities

These are numerous and varied.  Pupils are encouraged to participate in these and attention is paid to their suggestions for the introduction of additional activities. 

New interests, skills and friendships flourish supported by the enthusiastic involvement of staff.

School Council and Eco Council

Representatives from all year groups take part in both of the above organisations, which meet on a regular basis to contribute to whole school decision making.  They liaise with form captains in each section of the school to ensure that the student body has a voice in the decision making process.
Posts of Responsibility

Pupils in posts of responsibility make a most important contribution to the promotion of positive behaviour, particularly in their capacity as role models. 

All pupils in Year 14 are offered a post of responsibility

Head Girl

Deputy Head Girls

Games Captain

House Captains

Prefects

Assistant Prefects

Peer Supporters

House Officials

Form Captains’ Meetings

These are held on a regular basis within each School Section.  They provide opportunities for pupils to express their views and contribute to decision making in the School. 

Publication of pupils’ work and achievements

This can include the publication of creative work and acknowledgement of achievements in the School Newsletter and on the School Website.

Display of pupils’ work

Teachers are encouraged to acknowledge pupils’ effort by displaying current work in their classrooms.

Notice boards throughout the School are also used for this purpose. 

Assemblies and Year Group Meetings

These occasions provide opportunities to promote and recognise positive behaviour. 

Positive comments on reports and in letters to parents

This is a way for Staff to acknowledge and commend positive behaviour.

Effective Classroom management

Teachers are encouraged to:

· actively promote good relationships with their pupils

· address their pupils by their first name

· allow pupils to co-operate with one another on shared tasks

· provide pupils with opportunities to exercise choice, act responsibly 

      and show initiative

· mark pupils’ work positively and constructively

· show that each pupil’s contributions and opinions are valued by others

· use departmental reward schemes as appropriate

Pupils’ Code of Conduct

This will be displayed in classrooms and throughout the School. 

REWARD SYSTEM

Merit Awards 

On the occasion of a pupil behaving in a way which is significantly positive, her name should be entered into the Merit File.

Examples of such behaviour may include:

· making significant effort in academic or extra-curricular activities

· making significant progress in academic or extra-curricular activities

· demonstrating clear evidence of responsibility

· demonstrating clear evidence of co-operation with others

· demonstrating clear evidence of consideration towards others

· demonstrating clear evidence of overcoming difficult circumstances

The Merit Committee will review all entries on a regular basis and decide whether to award Merit badges/certificates. 

Where a pupil has already been awarded a bronze badge, she may be considered for a silver Merit badge in a later year, and finally, if appropriate a gold Merit badge. 

No more than one Merit badge or certificate may be awarded to a pupil in any one academic year. 

Prize Distribution

Achievements in sporting and other extra-curricular activities, as well as academic success, including progress and effort, will be recognised at this occasion. 

Presentation of GCSE certificates

These are distributed to Year 13 pupils at a special ceremony to which their parents are invited. 

Presentation of Progress Files

These are distributed to Year 14 pupils at a special ceremony to mark the end of their School career. 

Presentation of School Honours

These are awarded to pupils for outstanding achievement in academic or extra-curricular activities. 

DISCIPLINE

Where School rules are broken, it is appropriate for sanctions to be applied.  Sanctions are not seen solely as punishments but more importantly as corrective action leading to an individual’s personal development – and in consequence it may be appropriate to apply different sanctions in different year groups.  Disciplinary authority is the prerogative of the Headmaster. 

In this respect, it is the view of the Board of Governors that:-

· the Headmaster, in consultation with the staff, should operate, and from time to time review, a set of School Rules to establish and encourage an acceptable Code of Conduct and to promote the efficient operation of the School;

· this Code of Conduct shall be made available to all staff, parents and pupils and its enforcement regarded as a joint responsibility; 

· pupils should respond positively to an atmosphere throughout the School designed to promote self-discipline; all pupils should realise that the more they put into their life in School the more they will benefit from their years at Glenlola Collegiate; 

· parents should have the confidence that their family standards are being upheld by the School and in turn parents will support the School in the implementation of its disciplinary code; in support of the delivery of education, parents are requested NOT to make holiday arrangements during School terms; 

· in some cases it may be necessary to implement a ‘cooling off’ period to enable investigation, consultation and appropriate action to be taken.  Parents may be requested to withdraw their daughter from School premises for a short period of time. A record of the incident will be kept by the School.  Should the matter not be resolved or be of a nature requiring more serious action, the procedure for the suspension and expulsion of pupils from controlled schools would come into effect.  

· should parents wish to register a formal or informal complaint or criticism on any matter pertinent to the role of the School or its staff, it may be made through the appropriate line manager in the first instance.  The School will investigate and respond in as short a time as possible using either formal or informal lines of communication.  In the interests of fairness and even treatment, an appeals mechanism would also operate following established principles and Area Board recommendations.  

The Board of Governors requires that any serious breaches of the approved code be included as an item on the agenda of a meeting of the Board.

Your support and co-operation in ensuring that your daughter complies with these guidelines is greatly valued and appreciated by the School.  

SANCTIONS

All Staff have a responsibility to insist that pupils adhere to the School’s Code of Conduct.

Where a pupil does not do so, the member of Staff should deal with the matter in line with his/her department’s procedures and School policy.

Sanctions should:

· be applied as soon after the offence as possible

· be fair and consistent

· be proportionate to the offence

· be appropriate to meet individual needs

· keep self-esteem intact

Sanctions to deal with inappropriate behaviour include:

· a look or brief warning

· a reminder of what is expected

· a change of seating arrangements

· a discreet conversation with the pupil at the end of class

· withdrawal of privileges

· additional work to complement or reinforce current studies 

· referral to Head of Department

· referral to Section Staff

· contact with parents

In an emergency, for example where a pupil is disrupting the teaching and learning process, the member of Staff should send a reliable pupil with a message to the General Office so that the pupil can be escorted to the Headmaster’s Secretary’s Office or to the Vice Principal’s Office. 

Where appropriate the member of Staff should promptly complete brief details of the pupil’s behaviour using Behaviour Management within Sims.net.  

An entry into Behaviour Management might be made due to:

· repeated lateness to class

· failure on more than one occasion to submit homework on time

· failure to submit coursework on time

· failure on more than one occasion to bring correct books to class

· disrespect shown to any member of the School community

· anti-social behaviour e.g. the use of bad language

· absence from class without permission

· being placed on Uniform Report (by Form Teacher)

· failure to submit absence letter by 3rd day (by Form Teacher)

Normally a pupil should first receive a warning before an entry is made in Behaviour Management but for a more serious offence this may not be required.

When an entry has been made, or is about to be made, in Behaviour Management, the member of Staff should inform the pupil concerned. 

When there are 5 entries about a pupil (3 for pupils in Years 13 and 14), she will be placed in an after-School detention (see Procedures for Form Teachers and Year Heads).
If the pupil incurs 3 after-School detentions, she will be placed in either a Saturday morning or an Exceptional Closure Day detention, supervised by a member of Staff. 

If the pupil incurs 3 Saturday morning detentions she will attend School on the next Exceptional Closure Day.

Continued inappropriate behaviour may result in suspension or expulsion. 

Where a more serious breach of the Code of Conduct occurs, the pupil may be placed directly in after-School detention or Saturday morning detention, or she may be suspended or expelled as appropriate.  Each situation will be considered individually.  Repetition of offences will incur a more serious sanction.   

Behaviour leading to a serious disciplinary sanction include: 

· rudeness to a member of staff
· bullying behaviour towards another pupil (see Anti-Bullying policy)

· disrespect shown to someone else’s property or privacy
· inappropriate behaviour outside School when wearing School uniform

· smoking or possession of tobacco

· petty theft

· attack on a member of staff

· serious assault

· serious vandalism

· sexual misconduct

· drug related incident (see Drug Education policy)

Procedures for Form Teachers and Year Heads

The Form Teacher should review any entries about his/her pupils in Behaviour Management on a regular basis. 

When 5 entries (or 3 for Years 13 and 14) have been completed the Form Teacher should complete the details using Sims.net immediately and send a detention notification (using the pro-forma) to parents. 

The Year Head should place in detention any pupil who is late to registration 3 times in a month.   

When 3 detentions have been accrued the Year Head should place the pupil in Saturday morning or Exceptional Closure Day detention and notify parents.

Detentions will run on a yearly basis e.g. 3 detentions accrued over 2 terms will result in a Saturday morning detention. 
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APPENDIX 1
SCHOOL RULES


School Uniform and Behaviour
·  A high standard of personal appearance is expected at all times and pupils should behave in a manner   which enhances the reputation of the School and at no time bring it into disrepute.
· School uniform should be worn during school hours, on the journey to and from school and on other occasions as directed by the staff, such as school trips, and when representing the School in sporting or other events. 
· The uniform worn should comply with the requirements set out in the official uniform list, a copy of which is available from the School office and is on the School website (www.glenlolacollegiate.net). A neat appearance should be presented at all times.  Failure to comply with the uniform requirements may result in the pupil being placed on Uniform Report.  

Attendance and Punctuality
· Pupils should be in school at 8.45am in time for Registration at 8.50am. 
· Pupils arriving to registration after 8.50am will be marked ‘late’ by their Form Teacher. 

· Anyone arriving to school after registration has closed must report directly to Reception (Y8-10) and to Year Heads (Y11-12). Senior School pupils (Yrs 13 & 14) should sign the ‘Late Book’ located in the Senior School Office. 
· Pupils who are late 3 times in any calendar month without good reason will be placed in after-school detention. 

· Pupils are expected to be punctual to class at all times. 

Absence
· Parents will be given appropriate notice of the dates of the School terms.  Guidance from the Department of Education makes it clear that parents should not arrange holidays during term time. Consequently, approval will not be given for pupils to be absent from School during term time to go on holiday. Any such absence will be recorded on the attendance database as “unauthorised”.
· Other than in emergencies, medical, dental and similar appointments should be arranged outside the School day. 

· Pupils must bring in a dated note to explain any unplanned absence on the first day of return to school. 

· If a pupil is absent for more than three days, her parents should telephone the School to indicate the reason for absence. 

Personal Property
· Pupils must look after and take responsibility for their own belongings.  

· All personal property should be named and where possible, secured in pupils’ lockers. 

· Valuable personal property such as ipods should not be brought into school.  The School will not accept responsibility for any loss or damage to such items.

· All lost property found by pupils should be handed to a member of Staff. Please note that at the end of the academic year, any unclaimed items of lost property will be put into a ‘Lost Property’ sale.
Accidents
· Any accident occurring in School must be reported immediately to the nearest member of Staff.

All Pupils
· Pupils will show respect for teaching and non teaching staff.
· Pupils are expected to keep the School and its precincts tidy and free of litter. 

· Pupils should not enter any part of the School grounds or buildings which are designated “out of bounds”.

· Pupils (Yrs 8 - 12) are not permitted to leave the School grounds during the School day without permission from their Year Head.
· Pupils should not arrive in school before 8.15am.

· Pupils should only remain on the School premises after 3.45pm if they are participating in supervised activities e.g. hockey, library study, SU etc.
· Pupils should not use the School as an address for personal mail. 

· Mobile phones may only be used at break, lunchtime and after school and then only in designated areas (where this is not adhered to, the phone will be placed in Reception for collection by a parent/guardian). Please note that mobile phones should never be used to take photographs during the School day. 

· Pupils should abide by the School’s policy for the acceptable use of the Internet and email facility.(See ICT Policy)
· Pupils are required to keep all text-books, stationery and equipment provided by the School in good condition.  Text books remain the property of the School and should be returned as directed by the appropriate teacher.
· Pupils should not enter classrooms without the supervision of a member of staff, but should wait in single file outside the room.

· The School is a designated non-smoking area.  Smoking is strongly discouraged on health grounds and is forbidden at all times when girls are wearing school uniform. This includes when travelling to and from school.

· Pupils must not bring to school or use such items as tobacco, alcohol or illegal drugs.  Pupils are forbidden from using, possessing or appearing to be under the influence of intoxicants, stimulants or drugs at any time when in school uniform or participating in School organised activities. 

· Pupils must not bring to school or use dangerous or anti-social articles.

· Pupils should only eat and drink in the designated areas e.g. dining and snack rooms. 

· Chewing gum is banned on the School premises.

· Pupils will at all times follow the instructions of staff and observe safety precautions in practical work, activities and road safety.

· Parents should not bring cars into the School grounds when collecting or dropping off pupils. 

Senior School Pupils
· Senior school pupils are permitted to leave school during their designated lunchtime but must sign out and sign back in again at Reception.

· Senior School pupils are not permitted to drive into or park in the school grounds during school hours.  This applies to all forms of motorised vehicles, including motorbikes or scooters.
APPENDIX 2
PUPILS’ CODE OF CONDUCT

· I agree to treat everyone in the School community with the same respect and courtesy with which I want to be treated. 

· I agree to listen to my teachers and to other pupils whilst in class and to behave in such a way that I do not disrupt my own or other pupil’s learning.

· I agree to follow instructions given to me by teaching and ancillary staff.

· I agree to be punctual when coming to School and when going to every class. 

· I agree to bring the correct books and equipment to each class. 

· I agree to complete all homeworks, assignments and coursework within the time limits set for these. 

· I agree to be honest at all times and to respect the property belonging to any other member of the School community.

· I agree to take pride in wearing my School uniform correctly.

· I agree that I have a responsibility to help keep the School tidy and attractive by disposing of litter correctly.

· I agree to behave in a way which reflects well on myself and on the School when I am wearing my uniform outside School. 

I understand that any transgression of this Code of Conduct will result in disciplinary action as set out in the School’s Behaviour Policy. 

APPENDIX 3

PUPILS’ RIGHTS AND RESPONSIBILITIES

Pupils have a right to:

· be taught in a safe environment

· be valued as individuals and have their opinions considered and respected

· be treated fairly and consistently 

· get help when they need it, whether with their work or with personal concerns

· have access to an effective learning environment with a suitably differentiated curriculum which will help to ensure that their individual potential is realised

Pupils have a responsibility to:

· treat everyone in the School community with respect and courtesy

· take responsibility for their own behaviour and abide by the School rules

· listen to and follow instructions for their safety and well-being

· respect and value the views of all members of the School community

· behave in such a way that no one’s learning is disrupted

· be equipped and ready to learn throughout their School life and endeavour at 

      all times to work as best they can 

APPENDIX 4

TEACHERS’ RIGHTS AND RESPONSIBILITIES

Teachers have a right to:

· be treated with respect and courtesy at all times as professionals

· express their views and to contribute to policies which they are required to reflect in their work

· support of colleagues in implementing the School’s policies

· support of senior colleagues and external bodies

· a suitable career structure and opportunities for professional development

· adequate and appropriate resources, including time, in order to deliver effective lessons

· a well maintained, adequate and appropriate teaching environment

Teachers have a responsibility to:

· behave in a professional manner at all times

· show interest and enthusiasm in their work and in their pupils’ learning

· set and mark necessary work within an acceptable period of time

· listen to pupils, value their contributions and respect their views

· be sympathetic, approachable and alert to pupils in difficulty

· identify and seek to meet pupils’ specific individual needs through the SEN Code of Practice and SENDO Code of Practice

· share with parents any concerns they have about their child’s progress or development

· encourage independent thinking and learning

· set appropriate targets and commend effort and achievement

· insist on adherence to the School’s Code of Conduct and follow the agreed procedures when breaches of that code occur

APPENDIX 5

PARENTS’ RIGHTS AND RESPONSIBILITIES

Parents have a right to:

· a safe, well managed and stimulating environment for their child’s education

· reasonable access to the School, and to have their enquiries and concerns dealt with sympathetically and efficiently

· be informed promptly if their child is ill or has an accident, or if the School has concerns about their child

· be informed about their child’s progress and prospects

· be well informed about School rules and procedures

· a broad, balanced and appropriate curriculum for their child

· be involved in key decisions about their child’s education

· a suitably resourced School with adequate and well-maintained accommodation

Parents have a responsibility to:

· ensure that their child attends School regularly and arrives in good time, with homework completed, and suitably equipped for the lessons in the day ahead

· be aware of School rules and procedures, and seek to ensure that their child abides by them

· show interest in their child’s classwork and homework and where possible, provide suitable facilities for studying at home

· act as positive role models for their child in their relationship with the School 

· attend planned meetings with teachers, in particular where concern has been expressed about their child and, where possible, support School functions

· provide the School with all the necessary background information about their child, including telling the School promptly about any concerns they have about School, or any significant change in their child’s medical needs or home circumstances.
APPENDIX 6

MOBILE PHONE POLICY
Glenlola Collegiate recognises that many parents may wish their daughter to have a mobile phone for use in cases of emergency.  However, mobile phones can be used inappropriately and they are potential targets for theft and bullying.  The School reserves the right to ban all mobile phones on its premises should the pupils fail to co-operate with the following arrangements.

· The School operates its mobile phone policy for the safety and welfare of all concerned; girls are permitted to bring a mobile phone into School, but it is expressly for the purposes of emergency contact with home.  Incoming calls are not permitted and contact with home is restricted to outside the timetabled class hours and only then in designated areas; currently outside or in the lockers area at Break, lunchtime or after school.

· Mobile phones should be kept securely in lockers and the use of their camera facility is banned at all times.  

· A payphone is available for pupils’ use and, should you need to contact your daughter as a matter of urgency, it should be through the School office (tel no 028 9147 5340).

· Should your daughter ignore or contravene our policy and she is found using her mobile phone inappropriately she will be asked to turn the phone off; it will then be placed in Reception for safe keeping and you will be required to collect the phone in person (up to 4.30pm daily).  Since this would undoubtedly be a significant inconvenience for you, we ask that you strongly reinforce our policy with your daughter.

· In the case of repeat offences, additional sanctions may be applied.

Whilst we realise the great benefits mobile phones bring, it is necessary to restrict their use within the School environment. We trust that we will have your full support in the implementation of this policy.
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