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INTRODUCTION  

 

The School’s behaviour procedure adheres to DfE guidance as published in the document entitled 

‘Behaviour and Discipline in Schools January 2016’. 

 

Legislation relates to the following Acts:  

Education Act 1996  

School Standards and Framework Act 1998  

Education Act 2002  

Education and Inspections Act 2006  

Education Act 2011 

 

The Nottingham Emmanuel School’s behaviour management procedure acknowledges our legal 

duties under the Equality Act 2010, in respect of safeguarding and in respect of students with Special 

Educational Needs. Staff should refer to these policies in the staff handbook and staff planner.  

 

BACKGROUND 

 

The Government has endorsed expectations that: 

 All students show respect and courtesy towards teachers and other staff and towards each 

other 

 Parents encourage their children to show respect and support the school’s authority to 

discipline its students 

 Principals  help to create that culture of respect by supporting their staff's authority to 

discipline students and ensuring that this happens consistently across the school 

 Governing Bodies and Principals  deal with allegations against teachers and other school 

staff quickly, fairly and consistently in a way that protects the student and at the same time 

supports the person who is the subject of the allegation 

 Every teacher will be good at managing and improving children’s behaviour. 

 

SCHOOL CONTEXT  

 

Our Christian ethos is firmly grounded in core biblical principles of service, compassion, justice and 

respect for all, where every student is valued as an individual. This means that as the school 

community works together to: 

 

 promote good behaviour, self-discipline and respect; 

 prevent harassment; 

 ensure that students complete their assigned work  

 regulate the conduct of students 

 

We do this in the context of the Christian values we promote as a Church of England School. Every 

member of staff is expected to have high expectations in relation to behaviour ensuring that all 

members of the school community will respect others and the environment, enjoy a safe, happy and 

stimulating environment and have their voice heard. Each student should be nurtured through praise, 

encouragement, and a celebration of achievement.  

 

 

 



SANCTIONS AND THE LAW 

Teachers and support staff have a statutory authority to discipline students whose behaviour is 

unacceptable, who break the school rules or who fail to follow a reasonable instruction. This may 

take place at any time the student is under the charge of the teacher, including school visits and 

misbehaviour travelling to and from school. A sanction must be reasonable and proportionate in the 

circumstances and account must be taken of the student’s age, any special educational needs or 

disability they may have, and any religious requirements affecting them. Corporal punishment is 

illegal in all circumstances. 

Where the behaviour gives reason to suspect that a child is suffering, or is likely to suffer significant 

harm, staff are expected to follow the school’s safeguarding procedure. They should also consider 

whether continuing disruptive behaviour might be the result of unmet educational or other needs. At 

this point, staff must consider whether a multi-agency assessment is necessary. 

 

Disciplinary action will be taken against any student who is found to have made a malicious 

accusation against a member of staff; the nature of action taken will be proportionate to the severity 

of the incident, in line with the school’s range of sanctions. 

  

The Power to discipline beyond the school gate  

 

The Nottingham Emmanuel School will regulate student behaviour in circumstances “to such extent 

as is reasonable”, when a student behaves in such a way that contravenes the school codes of 

conduct off the school premises and which is witnessed by a staff member or reported to the school 

by a parent or member of the public. Therefore a student may be disciplined for any misbehaviour 

when the child is: 

 

 taking part in any school-organised or school-related activity or 

 travelling to or from school or 

 wearing school uniform or 

 in some other way identifiable as a student at the school. 

or misbehaviour at any time, whether or not the conditions above apply, that:    

 could have repercussions for the orderly running of the school or 

 poses a threat to another student or member of the public or 

 could adversely affect the reputation of the school. 

 

The fact that any poor behaviour has taken place outside of school is likely to be regarded as 

an aggravating factor when deciding an appropriate sanction. The Principal will also consider 

whether it is appropriate to notify the police of the actions taken against a student. In cases where 

the behaviour is criminal or poses a serious threat to a member of the public the police will be 

informed.  

 

Conducting a Search of Inappropriate Items 

 

Principals and staff authorised by them have a statutory power to search students or their 

possessions, without consent, where they suspect the student has certain prohibited items. The 

items that can be searched for under this power are knives or weapons, alcohol, illegal drugs and 

stolen items. 



School staff can seize any banned or prohibited item found as a result of a search or which they 
consider harmful or detrimental to school discipline. 

 

At Emmanuel, designated school staff (SLT and Year Leaders) will search a student in cases where 

we suspect that the student has certain prohibited items such as knives or weapons, alcohol, illegal 

drugs and stolen items. We will seize any banned item found as a result of a search or any item 

which we consider harmful or detrimental to school discipline.  Staff conducting the search will be of 

the same gender as the student being searched and there will be a witness, where possible also of 

the same gender as the student being searched. Staff will only undertake a search if they have 

reasonable grounds for suspecting a student may have in his or her possession a prohibited item, 

e.g. staff have heard other students talking about the item or the student is behaving in a way that 

causes them to be suspicious. Staff may view CCTV footage. 

 

The person conducting the search may not require the student to remove any clothing other than 
outer clothing. ‘Outer clothing’ means clothing that is not worn next to the skin or immediately over 
a garment that is being worn as underwear. Therefore, ‘outer clothing’ includes blazers, hats, shoes, 
boots, gloves and scarves. ‘Possessions’ means any goods over which the student has or appears 
to have control – this includes desks, lockers and bags.  
 
SCHOOL LEADERSHIP 
 

Our distributed leadership model ensures that all middle and senior leaders have responsibility for 

quality assurance and this includes ensuring the school’s Behaviour Management procedure is 

applied consistently.  This will be achieved through regular classroom drop ins, classroom 

observations, student feedback and data reports downloaded from the school’s behaviour 

management on line system.  

 

During any teaching and learning activity, whether it be in school or beyond the school gates, the 

subject teacher and support staff are responsible for the safety and welfare of every student in their 

care. This means securing a knowledge and understanding of any relevant background information 

including SEND information, care plans, EAL needs, AMA requirements etc. and then using this 

information to inform teaching and learning strategies and pastoral care and guidance needs.  

 

Team leaders (HOD/DLC) are responsible for supporting individual staff in their teams and should 

work collaboratively to discuss any potential areas of inconsistency and to share good practice as 

we continue to enhance the skills and expertise of staff. They may also consult with the Senior Year 

Leader (Greg Jackson) for additional support. In cases where students have escalated through the 

behaviour management system DLCs should liaise with Year Leaders to agree the plan for that 

student.  

 

Year Leaders are also responsible for supporting the tutors in their respective year teams during 

tutor periods and acts of worship. This includes supporting staff in their liaison with parents, 

remembering that the tutor is the first point of contact for parents 

 

Senior staff are responsible for supporting the Year Leaders  

Year 7 - Sarah Anderson (Assistant Principal) 

Year 8 – Greg Jackson (Senior Year Leader)  

Year 9 – Laura Woffindin-Taylor (Assistant Principal) 

Year 10 –Jonathan Saunders (Assistant Principal) 

Year 11 – Matt Irons (Director of Achievement) 

Sixth Form – Lucy Tickle (Head of Sixth Form) 



 

Claire Maclean, Assistant Principal, is the Line Manager for all Year Leaders. 

 
GUIDANCE FOR IMPLEMENTING SANCTIONS CONSISTENTLY 
 
Being clear about the importance of good student behaviour and engagement is key to the success 
of the procedure. Relating high expectations back to the school’s core values reinforces the ideals 
that lie behind this behaviour procedure. Referring explicitly to these core values, based on the 
school motto ‘Together to learn, to grow, to serve’, can be a powerful way of reinforcing expectations. 
 
Using the ‘Character for Learning’ descriptors to encourage the behaviours that teachers want to 
develop in their students is a powerful tool for managing behaviour. It is displayed in every classroom. 
Students should be aware of their latest CFL interim assessment grades and what they need to do 
to improve on this grade in each subject. 
 
The purpose of the behaviour management procedure and system is to ensure that learning can 
take place without disruption. The categories within on G4S system deliberately focus on learning; 
when dealing with cases of disruption, teachers should emphasise the importance of learning and 
allowing others to learn. 
 
A key principle in the management of behaviour is the certainty of the implementation of a consistent 
sanction, rather than simply its severity. 
 
Sanctions must be decided upon and seen to be implemented by the student’s class teacher, so 
that a clear connection is made between the learning in the lesson and the sanction. This ensures 
that class teachers not disempowered by taking the management of behaviour out of their hands too 
readily. 
 
However, teachers should be free to plan, teach and mark. Therefore, the school has a 
responsibility to ensure that clear structure and systems for supporting them in the management of 
behaviour are in place. 
 
Staff should aim to achieve a ratio of at least 5 house points for every 1 negative event logged on 
G4S. These ratios will be reported back to staff on a regular basis, so that individuals and team 
leaders can ensure that praise rather than sanctions is being used as the prime motivator. 
 
Praise should be used in a targeted way to recognise effort and application rather than intrinsic ability 
or aptitude. This fosters a ‘growth mindset’ in students, rather than an intrinsic sense of being able 
or unable to succeed in a subject. 
 
Misbehaviour should be handled quickly, calmly and effectively so that the pace of the lesson is not 
lost and further disruption is minimised.  This shows high status, reduces tension and models desired 
behaviour. 
 
Staff should use the techniques published in the tool box before they give a ‘C1’ warning. Only one 
such warning should be given and, if this does not change the behaviour, then staff should carry out 
the C2 without confrontation or argument. 
 
Staff need to deal with the individual, not the class. There should be no whole class detentions. 
 
Delivering high-quality, engaging lessons consistently is a key aspect of managing behaviour. The 
‘7 essentials’ are the fundamental aspects of high-quality teaching which should be present in every 
lesson and these support positive engagement in learning. For example, embedded routines such 
as standing in the doorway, welcoming students, checking that they are smartly dressed and 
engaging them in a ‘learning starter’ from the outset help to prevent disruptive behaviour and set the 
scene for a positive learning environment. 
 



BEHAVIOUR STRATEGIES AND THE TEACHING OF GOOD BEHAVIOUR  
 
High standards of behaviour, expectations of student progress and respect, depend upon the example 
of us all. Each member of staff has a positive contribution to make. Good order has to be worked for: it 
does not simply happen.  
 
All staff are expected to consistently endorse by their actions and words in line with the following policies: 
 

a) Home School Agreement   Appendix 2 
b) Anti-Harassment Procedure   Appendix 3 
c) Codes: Travel, Lunchtime, Security Appendix 4 

 
All rules must be applied firmly and fairly, with the expectation that respect is a two way process and is 
both given and received. Relationships are paramount and at times, for various reasons, staff will need 
to work hard to build the trust of students.  Staff must deal with all misbehaviour in the manner which is 
most appropriate to the situation. To ignore is to condone and consistency across the whole staff is 
absolutely essential. When walking along corridors staff must work together, living out our Christian 
values to support each other in getting alongside students in a non-confrontational manner who are 
dawdling between lessons, shouting, pushing, not holding the door open for others and so forth. Our 
success will be based not by the absence of problems but by the way we deal with them.  
 
Sanctions employed at the Nottingham Emmanuel School 
 
When poor behaviour is identified, the school will use a range of disciplinary measures including: 
 

 Verbal reprimand 

 Moving of seat in a classroom setting 

 2 minute ‘Time out’ of the classroom 

 Removal to a buddy room 

 Removal to the Independent Learning Room* (see Appendix 7) 

 Time to make amends (TTMA) – in line with the C1-3 procedures (see 8.7.8) 

 After school detention - in line with the C1-3 procedures (see 8.7.8)** 

 Saturday detentions*** 

 School based community service  

 Regular reporting to monitor behaviour in and out of lessons 

 Fixed term exclusion 

 Permanent exclusion  
 

*DfE Guidance 2016 states that schools can adopt a procedure which allows disruptive students to 
be placed in an area away from other students for a limited period. 
** DfE Guidance 2016 states that parental consent is not required for detentions. School should 
consider whether suitable travel arrangements can be made by the parent for the student. It does 
not matter if making these arrangements is inconvenient for the parent. 
***except the weekend preceding or following half term break (DfE Guidance 2016) 
 
The Practice Guidance for Safeguarding and Promoting Children’s Welfare (June 2009) states 
that:  

 All children have the right to be treated with respect and dignity even in those 
circumstances where they display difficult or challenging behaviour. 

 Adults should not use any form of degrading treatment to punish a child. It is not 
acceptable under any circumstance to use sarcastic, demeaning or insensitive 
comments towards children and young people or to use corporal punishment.  

 
This means adults should: 

 Not use force as a form of punishment; (further guidance under procedure on use of 
reasonable force, Appendix 5) 



 Be ever watchful of students in and around the school, in order to defuse situations before 
they escalate; 

 Consistently adhere to the Behaviour Management procedure     

 Work in partnership with line managers and parents to keep them fully informed of any issues 
relating to repeated low level behavioural concerns or serious one off  incidents at the earliest 
opportunity; 

 Be mindful of other factors that may impact upon a child or young person’s behaviour, such 
as harassment or abuse, following school procedure as necessary. 

 
Exclusion (Appendix 8) 
 
The decision to exclude and the type and length of the exclusion is the responsibility of the Principal. 
The Year Leader will liaise with senior staff and share the outcomes of the investigation, together with 
the behaviour record, with the Principal so that an informed decision can be made in line with school 
procedure. 
 
Exclusion will be used after due consideration of the factors described below: 
 

 age and health of student 

 whether the student is a Child Looked After  or has a confidential file 

 student's behaviour log at the school 

 any particular circumstances unique to the student, e.g. traumatic domestic 
situation 

 extent to which parental, peer or other pressure has contributed to the behaviour 

 degree of the severity of the behaviour, frequency of its occurrence/recurring 

 whether the behaviour will impair the normal functioning of the student or other 
students in the school 

 the extent to which behaviour away from the school had a serious impact on the 
life / reputation of the school 

 whether there are any aggravating or mitigating circumstances, as judged by the 
member of staff investigating and ultimately the Principal 

 
Investigating a Serious Incident  
 
There are occasions when it is necessary to take formal statements from staff and students to collect 
accurate evidence about the nature of an incident. The school statement form, (available in the staff 
room) as a paper form or on line, on the leadership and management drive: master templates/school 
forms/statement form) must be used and it is important that ALL sections of this form are completed 
fully and signed by both the student and the member of staff supervising the taking of the statement. 

 
In the first instance the form should be filled in by the student individually on their own, in the presence 
of a teacher.  Staff should be aware that if students are left with others to complete statements, 
collaboration often takes place and the statement does not then provide an accurate account.  Students 
need guidance and support in the interviewing process if these statements are to be effective and helpful 
in an investigation. It is recognised that in investigating an incident it may be necessary for students to 
be interviewed on more than one occasion.  

 
The member of staff should then read through the statement with the student. It may be necessary to 
clarify sections, in which case they should be recorded by the member of staff in order that a full and 
concise description is recorded.  In some cases it is more appropriate for the teacher to write down a 
child’s spoken statement. This should be verified by the child before they sign at the bottom of the page. 
 
In undertaking the most serious of investigations students should be interviewed by Year Leaders and 
senior staff together.   
 
 



THE CHOICES SYSTEM  

The choices system is designed to increase consistency across the school in the management of 
behaviour after techniques from the tool box (Appendix 1) have been implemented. However, 
it is recognised that many students at Emmanuel will go through the whole of their school career 
without moving through the choices system. 
 
Summary 
 

Choice ‘C’ 
category 

Sanction Accompanied by Reporting 

Behaviour Management Tools used – See Appendix 1 

C1  - first warning -  Verbal warning 

 Possible change of seat 

 Name recorded on the board 

Not logged on G4S 

C2  - second 
warning 

TTMA  Verbal warning 

 Normally a change of seat 

 Possibly time out (max.3 
mins) 

 Name recorded on the board 
 

Logged on G4S 

C3  - removal 
from the 
classroom 

One hour 
detention after 
school the next 

day 
 

 Removal to buddy room or 
ILR* (see clarification below) 

Email to walkabout 
Logged on G4S 
 

 
 

 Own Learning (Categories on G4S) Others’ Learning (Categories on G4S) 
 

C2  Failure to start work promptly 

 Insufficient work 

 Failure to follow instructions 

 Failure to stay on task 

 Late to lesson 

 Inappropriate language or tone 

 Disrupting others 

 **Use/visibility of mobile phone 

 Answering back 

 Talking over the teacher 

 Out of seat without permission 

 Shouting out 

C3  

 Insufficient work throughout the 
whole lesson despite several 
reminders 

 Repeated failure to follow 
instructions 

 Repeated failure to stay on task 

 Repeated inappropriate language or tone 

 Repeatedly disrupting others 

 Repeatedly answering back 

 Repeatedly talking over the teacher 

 Repeatedly out of seat without 
permission 

 Repeatedly shouting out 

 **Refusal to hand in a mobile phone 

 *Abusive to peers 

 *Abusive to staff 

 *Fighting 

 
The teacher makes the judgment about whether the behaviour warrants a C1, a C2 or a C3.  
 
A member of staff will email (see Appendix 9 for Walkabout guidance) to ask for support from 
walkabout if a student’s behaviour warrants a C3. The member of staff is therefore supported in the 
removal of the student from the classroom. Staff can remove a student to a buddy room and then 
email walkabout, if that is easier. Walkabout must be informed however, so that the list of next day 



detentions is accurate (staff must log a C3 on G4S but may not be able do it until the evening, or the 
next day, in which case the student’s parents would not receive the text in time.) Where possible, 
students will be placed with an adjacent member of staff in accordance with the published 
departmental buddy rota. However, in cases of the most severe disruption, students will be removed 
to the ILR.  
 
*The bullet points in bold above (under C3) will result in removal to the ILR. In addition, if colleagues 
believe that removal to a buddy room will impede the learning of others in that class then again, the 
ILR will be used. The end result is the same; disruption to learning that is severe enough to warrant 
the removal of a student so that learning can continue will be sanctioned with an after school 
detention the following day and in some cases may warrant a 2 hour SLT detention or a fixed term 
exclusion. 
 
** Please remember that the handing in of a mobile phone once seen or heard is NON-
NEGOTIABLE –it must be handed to Main Reception and kept until a parent comes to get it or until 
the last day of each half term 
 
Summary Guidance: 
 
Before the use of a ‘C’ - All staff use a range of behaviour management techniques to begin the 
lesson promptly and keep students on track throughout the course of the lesson. See Appendix 1 
 
C1 – Interruption to Learning  
A C1 may be given to several students during the course of a lesson; this is still part of managing a 
class, keeping students focused and on task and giving them reminders as needed.  
However, it is a warning, and one warning should suffice. Once noted on the board, the 
student must be clear that a repeat warning becomes a C2 
 
C2 – Repeated Interruption to Learning  
A C2 must be issued when the behaviour is causing a disruption to the lesson and a verbal warning 
and change of seat has not modified the behaviour 
 
C3 - Severe interruption to Learning 
A C3 is warranted when the behaviour exhibited is impeding the learning of others and the ability of 
the teacher to continue teaching. All strategies have been exhausted to no effect 
 
 
Choice 1 ‘C1’ warning 
 
C1 warnings are not reported on G4S, are not accompanied by a sanction and are dealt with during 
the course of the lesson itself. 
 
Clear, neutral, consistent language must be used when issuing a C1 warning - “I’m giving you a C1 
warning”. Be equally neutral in the manner in which the reprimand is issued: Speak to the student 
directly in close proximity. Once it has been given, give the student space by backing off, breaking 
eye contact and diverting the focus by giving your attention to another student for a minute may be 
helpful. This avoids an audience and allows the student to “save face” in front of peers, which can 
help the student to move on and amend their behaviour. 
 
The name of the student must be recorded on the board to remind staff and student that any 
further disruption or low level behaviour will result in being given a C2 reprimand which will then 
receive a sanction and be recorded on the behaviour log on G4S. Staff will need to develop their 
own system for recording the escalation of events. For example, by using a grid on the learning wall 
to record them, or writing C1s on the board and then circling them if this escalates to a C2 for 
example. Student in each class simply need to see that every staff member is using the same 
language and the same rigour in issuing warnings and escalating the sanctions as needed.  
 



Students must be clear that a C1 warning cannot be “worked off” or cancelled during the course of 
the lesson through good conduct. Rather students should be focused on working to avoid an 
escalation to a C2 reprimand. 
 
In order to avoid further escalation, a C1 warning may be accompanied by: 
 
Change of seat 
 
Staff should talk through quietly with the student the reasons why a change of seat would be better. 
Agree with the student at the end of the lesson the seating plan for the next lesson. Where possible 
it is good practice prior to the lesson to organise the room so there is an empty desk located where 
appropriate for that class.  
 

Choice 2 ‘C2’ second warning 
 
C2 second warnings are reported on G4S and are always followed by a TTMA sanction from the 
class teacher. This could be at break time, at lunch or after school at the teacher’s convenience. 
 
Clear, neutral, consistent language must be used when issuing a C2 second warning- “I’m giving 
you a C2 warning –this will be the last one before a C3 is issued and you will be removed form the 
classroom”. Be equally neutral in the manner in which the warning is issued: Speak to the student 
directly in close proximity. Once it has been given, give the student space by backing off, breaking 
eye contact and diverting the focus by giving your attention to another student for a minute may be 
helpful. This avoids an audience and allows the student to “save face” in front of peers, which can 
help the student to move on and amend their behaviour. 
 
The name of the student must be recorded on the board to remind staff and student that any further 
disruption or low level behaviour will result in being given a C3 and removal form the classroom. 
 
Students must be clear that a C2 warning cannot be “worked off” or cancelled during the course of 
the lesson through good conduct. Rather students should be focused on working to avoid an 
escalation to a C3 reprimand. 
 
A C2 second warning should normally be accompanied by: 
 

a) Change of seat 
Staff should talk through quietly with the student the reasons why a change of seat would be 
better. Agree with the student at the end of the lesson the seating plan for the next lesson. 
Where possible it is good practice prior to the lesson to organise the room so there is an 
empty desk located where appropriate for that class.  
 

 
b) Time Out  

This tactic should be used for only a single student for a very short time, no more than 2 -3 
minutes e.g. to allow time for the teacher to give instructions to the rest of the class without 
interruption. Where possible, support staff may be used to support. Staff should never send 
more than one student out at a time and they should always check first that there isn’t already 
a student in the corridor sent out from another class. Remember that the subject teacher 
remains responsible for that student when they are outside of the classroom. 

 
A C2 second warning must always be followed up by: 
 

a) Time to Make Amends (TTMA) 
The teacher should agree with the student when they are expected to report to the member of staff 
– break time, lunch time or immediately after school – and the student should record the time and 
location in their planner. This time should be used to discuss the issues – staff should listen to the 
student’s account (sometimes more comes to light that requires further investigation) discuss 



strategies with the student to help them improve their behaviour – establish any triggers, support 
them in any work missed directly related to the lesson plan and appropriate to the student's ability. 
The student must be supervised by the member of staff who imposed the sanction. There is no set 
time limit – it will be different for each situation. This could be at break time, at lunch or after school 
at the teacher’s convenience. 

 
b) Logging the incident on G4S under the appropriate heading (appendix 6) 

 
Choice 3 ‘C3’  
 
C3 are reported on G4S and are always followed by a next day after school detention. 
 
Clear, neutral, consistent language must be used when issuing a C3 - “I’m giving you a C3”. Be 
equally neutral in the manner in which the C3 is issued: Speak to the student directly in close 
proximity. Once it has been given, give the student space by backing off, breaking eye contact and 
diverting the focus by giving your attention to another student for a minute may be helpful. This 
avoids an audience and allows the student to “save face” in front of peers, which can help the student 
to move on and amend their behaviour. 
 
A C3 must always be accompanied by: 
 

a) Logging the incident on G4S under the appropriate heading (appendix 6) 
 

b) An email to walkabout and removal of the student to the ‘buddy’ classroom or to the 
ILR, depending on the seriousness of the disruption 
 

When a C3 is issued, an email must be sent to request support from the member of staff on 
walkabout. The member of staff on walkabout will make a note of the fact that the student has been 
removed from the lesson and will inform him/her that this will be followed by an after-school 
detention. The member of staff on walkabout will remove the student either to the ‘buddy’ classroom 
(in most cases) or to the ILR (in the case of serious disruption). The member of staff may already 
have removed the student to the buddy room but must still log this with walkabout by email as 
detailed in Appendix 9. 

 
There may be occasional instances where the request for walkabout does not warrant a C3, for 

example if the teacher requires some support with the whole class, or if they are reporting a missing 

student. The message sent back to the walkabout group by the person on duty would therefore read 

‘Helped to settle the class, X and X disrupting the start’ –not a C3’ or ‘Found X in the toilet not 

feeling well –had been reported missing. Taken to her Year Leader for a decision about next 

step –not a C3’ 

 
The Student Services Team will ensure that parents are informed about their child’s one-hour 
detention the following day. Normally 24 hours’ notice should be given, although this may not always 
be possible.  

 
DLCs are responsible for ensuring that there is a ‘buddy’ classroom designated for every period of 
the week. A copy of this should be displayed on the back of every classroom door for 
reference. 
 
Detentions are staffed by a minimum of 2 staff from all areas of the school on a rota basis. 
 

Failure to attend a detention will result in the detention being reset the following day. Failure to attend 
this second detention will result in a day in the ILR the next day (followed by a one or two-hour 
detention at the end of the same day). 

    



Repeated C2s 
Year Leaders will rigorously monitor the data to keep track of any student who receives multiple C2s; 
this will result in the student receiving further sanctions. This could include one or more of the 
following: 

 A lunchtime detention  

 If more than 1 C2 in a week - joining the C3  detention after school on a Friday 

 Isolation from lessons 

 Meetings with parents 

 Being placed on a monitoring report to Tutor, Year Leader or SLT link 
 
Other concerns outside of the lesson 
 
Concerns from outside the lesson are reported on G4S and are followed up by Year Leaders. Staff 
reporting such incidents can record them under ‘other’ on G4S.  
 
Repeated or on-going concerns in a subject 
 
Year Leaders will monitor the use of G4S through a weekly report for their year group and will use 
this as the basis of meetings with their line manager. 
 
In the case of individual students or classes where G4S records reveal that there are repeated or 
ongoing concerns, the relevant DLC will be asked by the Year Leader to take a lead in ensuring that 
sufficient support and intervention is put in place by the Learning Community itself. 
 
In the case of students about whom there are concerns in multiple subject areas, the Year Leaders 
will take the lead in coordinating appropriate response and intervention. 
 
PRAISE AND CELEBRATING ACHIEVEMENT 

In our school’s ethos statement we share our commitment to     

 “strive to ensure that self-confidence, ambition and purpose are consistently nurtured 

through praise, encouragement, and celebration of achievement” 

“develop a culture in which every member of the School Community is valued, creating 
personal pride and respect for all” 
 
At Emmanuel we emphasise praise, encouragement and rewards in promoting the most effective 

response from students to ensure high levels of attendance, academic progress and behaviour.  We 

know that effective rewards give recognition to all groups of students and are a very powerful tool in 

helping them to grow in self-esteem, confidence and maturity. Staff are expected to use praise and 

recognition in many different ways, as an essential element of our good practice.   

 We all respond positively to praise but it is most effective when it is;  

 spontaneous and credible 

 clearly linked to achievement or accomplishment 

 personalised to the individual  

The ratio of praise/rewards to reprimands should be 3:1 (minimum). It is often easy to criticise 

students but in many situations we can get a better response, by being astute with our observations 

and catching students when they are performing well and encouraging them with positive language 

and praise.  



The Recording and Celebrating Achievement Procedure should be read in conjunction with the 

Behaviour Management procedure as it sets out the procedures for rewarding students and 

recording these achievements on G4S.  

EMMANUEL SUPPORT SYSTEMS TO HELP STUDENTS TAKE RESPONSIBILITY FOR 

IMPROVING THEIR BEHAVIOUR   

Report Cards/Diaries   

Report Systems are chiefly to assist students who 
a) are underachieving  
b) are not consistent in upholding the school codes of conduct in relation to their behaviour or 

are seriously failing in their daily routines 
c) have been referred due to poor levels of attendance and punctuality 
d) have a particular problem in one subject area 

 
A student is placed on any of the report systems described below after consultation with the Tutor, Year 
Leader/HOD/DLC and, where necessary, Senior Staff. A student must not be placed on Report without 
consultation with the Year Leader and in all cases parents must be informed if their son/daughter is 
placed on Report, usually by telephone or a meeting with parents.  The report system requires parents 
to be part of the monitoring process and therefore it is vital that parents have a shared role in the 
ownership of the strategy in order to achieve a successful outcome for the student.     
 

a) Support for Underachievement 
Some students will be placed on an Achievement Card.  This is to support the student in 
monitoring their progress towards specific targets or to allow the teacher to provide constructive 
feedback on specific areas of the student’s work, attitude and effort in order to help raise 
achievement levels. Students and parents may request being put on the Achievement Card. 
 
NOTE: This is not a Report Card and should not be seen as a sanction.  
 

b) Monitoring behaviour   
In order to monitor students’ behaviour a system of placing students on report is used, where 
specific targets are published on the front of the card and monitored on a daily basis. This report 
is called a Target Diary. At the end of every lesson the teacher is required to give marks against 
the targets and/or comment on areas for development .At the end of the school day the student 
meets with the Tutor, Year Leader or member of the SLT for a review and evaluation of the day. 
The student is then expected to show the target card to parents in the evening and the monitoring 
member of staff is expected to check that this has occurred on a daily basis. Engaging parents 
in this process is essential in achieving success for the student. 
 
There are three different colours of Target Diaries in use depending on the seriousness of the 
concern: 

BLUE  - reviewed and signed by the Tutor at the end of the school day 
YELLOW - reviewed and signed by the Year Leader at the end of the school day 
RED  - reviewed and signed by the SLT Link at the end of the school day 

   
 

Students will move from Blue to Yellow if they fail to respond satisfactorily and then if necessary on to 
Red Card.  Students must move from Red Card downwards to Yellow or Blue as they come off the card 
in order to ensure the improvements are regularly monitored. Normally a student will be on report for a 
minimum of a month as this ensures that any changes to behaviour are sustained.  

 
When the student has completed the weekly report, the report card must be collected in by the 
monitoring member of staff, passed to the Year Leader and filed in the student file.  

 



In order to achieve consistency it is vital that all staff report accurately on the targets set, in line with the 
guidelines published on the front of the card.  Other comments may be written in order to help inform 
the setting of new targets. Further information may be reported on G4S in the comments box.   

 
c) Monitoring Attendance and Punctuality 

 
To monitor attendance and punctuality a WHITE Attendance and Punctuality Report Card is used and 
this is usually monitored by the tutor. The tutor at registration and the class teachers at each lesson 
during the day should note the time of arrival and whether or not the student was late relative to the rest 
of the class. Normally a student will be monitored for a minimum of a month as this ensures that 
improved attendance and punctuality is sustained.  
 
At the end of each day the student must meet with the Tutor for a review and evaluation of the day. 

d) Monitoring of behaviour or progress in a subject area 

HOD/DLC may introduce a unique reporting card specifically for their subject area to monitor specific 
areas of improvement.  This is best agreed with the Year Leader who has an overview of the progress 
across other subjects.  

 
A Change of Tutor Group 
This is used in exceptional circumstances when most other sanctions have been tried. Any possibility 

of a move is discussed with the parent and student in consultation with the Tutor, Year Leader and SLT 

line manager. Recommendations should then be discussed with the Assistant Principal (LWO) to 

consider the impact on setting/MFL arrangements. If it is agreed, Student Services and the data 

manager will implement the changes on the school information management system.   

Restorative Justice 
Our Behaviour Management is based on a desire to resolve conflict through sustainable restorative 
justice approaches. Restorative approaches require an offender to acknowledge the consequences 
of their actions and to make good the harm that has been caused. It is accepted that these 
approaches are not appropriate to all situations and individuals. By using restorative justice 
approaches we seek to increase the likelihood of:  

 emotional issues being resolved in a sustainable manner. Individuals become more confident 
in making the ‘right’ decisions in future instances – a solution focussed approach 

 young people being empowered with the personal and social skills that they will need to be 
success in life 

Referral to Student Support: 
The school has staff who work with students who need extra support to make positive progress in 
timetabled lessons and/or around the school in unstructured time. Year Leaders will liaise with this 
area of the school and a bespoke support package will be drawn up to address individual need. 
 
Referral to Alternative Provision:  
The school uses a range of alternative providers located in the city and county. There is a robust 
quality assurance process managed through the secondary heads partnership to ensure that there 
is good value for money and that students are progressing in terms of their learning. Placements are 
agreed through the senior team. The academic achievement of these students remains with the 
school and they count towards the performance tables. 

Referral to Home Tuition:  Co-ordinator, Claire Maclean  

In exceptional circumstances students are unable to attend school for medical reasons and home 
tuition may be granted on a short term basis in the first instance. This is financed by the school. All 
initial requests must be discussed with the co-ordinator in the first instance before any agreements 
are made with outside agencies or parents. Each application is considered by the Principal through 
the Assistant Principal because of the budget implications. Upon referral students have to be 



carefully monitored through Directors of the Learning Communities and Year Leaders in 
collaboration with the Home Tutor.  
 
Referral to other student support Services: 
 
School Chaplaincy:   
Members of the School Chaplaincy Team are available to provide counselling support for students, staff 
and families. The Chaplaincy team work in partnership with all pastoral services within the school.  The 
support may be accessed through referrals to the Inclusion Team or directly through the Chaplaincy 
Team based in school.  
 
The School Nurse:    
The School Nurse provides support not only to students, but also parents or carers of students and 
school staff.  If the Nurse feels that a referral to another professional is required she is often able to 
arrange this herself as she works closely with other health professionals. Routinely the Nurses carry out 
health checks on students and they also maintain the immunisation programme.  Any young person is 
able to approach the Nurse with any matter that concerns them and all are encouraged to see the Nurse 
as somebody with whom they could discuss a problem.  Students may arrange an appointment through 
their Tutor or Year leader or directly with the Assistant Principal with oversight of Pastoral Care. The 
school Paediatrician liaises with the School Nurse and Assistant Principal in the provision of support for 
individual students. 
 
EAL 
Approximately 40% of our students come from ethnic minority backgrounds and 18% of students have 
a first language other than English.  These staff work together with subject teachers and the Year 
Leaders to provide in-class partnership teaching support and small group withdrawal work. Home visits 
and seeing parents in school, the development of suitable teaching resources, contact with outside 
support agencies, translation, counselling and monitoring of progress are also a regular part of their 
work. Timetables are published through the weekly bulletin. They are able to provide additional support 
with any reported Racist Incidents and should be kept informed of support that is required especially for 
EAL students underachieving. 
 
Educational Psychologist 

The Local Authority has a statutory duty to provide specialist support for students with exceptional 

needs and in particular is involved with the procedures associated with gaining an EHCP for individual 

students with special educational needs. 

 
Education for Pregnant Girls and Young Mothers 
Pregnant girls are educated in mainstream school up until their delivery date unless for health and 

well-being reasons a home tutor or home education needs to be arranged. School must inform the 

Teenage Pregnancy officer at the local authority who will support the student up to the birth and 

twelve months after. Students are given 8 weeks maternity and phased return to school after the 

birth. A risk assessment is completed jointly involving student, parents, school nurse, midwife, school 

and Teenage Pregnancy Officer and this is reviewed on a four week basis.  

 
Education Welfare Officer (EWO) : Elaine Parker – central team  
Achievement and Attendance Officer: Rochelle Ricketts 
The Attendance and Achievement Officer, Rochelle Ricketts, liaises with the PDBA team to implement 
the Attendance Procedures Procedure  
  
Other Agencies 
The PDBA Committee has developed links with other outside agencies in the provision of support for 
students and their families. These include: 
 
ADHD Solutions 
Base 51 



MALT – divided in to different regions by the city and county  
Lifeline 
Child and Family Therapy 
Clinical Psychology Team 
Family/ Social Care 
Young Carers 
Youth Offending Team 
Youth Inclusion Project 
IMARA 

  
Staff - Parent links 
Our procedure at Emmanuel is to encourage parental contact at an early stage of any behavioural 
difficulty.   A letter/email home may outline briefly the nature of the concern and then it should be followed 
up by speaking to the parents directly either on the phone or at a meeting in school.  The formality will 
depend on the seriousness of the concern. Home visits may be deemed appropriate in certain situations. 
All parents are encouraged to attend the parent consultation meetings held on annual basis, enabling 
staff to share with parents the progress of students including their behaviour and attitude to learning. 
However, there should be no surprises in relation to matters relating to behaviour and 
underachievement, as such information, in line with this procedure, should have been previously shared.  
 
Parents sign up to the Home School Agreement as published in Appendix 2 

 
Parents are invited to contribute to school procedure and procedures through the Parent Partnership. 
Meetings are held on a termly basis and chaired by a Parent Governor. Notes of the meetings are 
published on the school website.  
 

ORGANISATION OF THE SCHOOL DAY AND DESIGN OF FACILITIES  

The building was designed to support staff in the effective management of students during transition 
time. Although special arrangements are in place for wet breaks and lunchtimes, generally students 
are encouraged to spend some of their time in the fresh air.  

All students are invited to pay a one off payment for the hire of a locker which is accessed with a 
personalised access card. The lockers are positioned on the cloister on both floors enabling students 
to access this provision between lessons. Toilets are open plan, for boys and girls, which means 
they may be used between lessons. 

Students move between the blocks using the stairways closest to the cloister and the back stairwells. 
Those positioned at the back of the school are on a magnetic lock and therefore restricted in their 
use. Students and staff must stay to the left on the stairs and there are signs around the building to 
indicate this. 

The key principle in allocating Tutor Rooms is to ensure that year groups are positioned in the same 
corridor/block to enable the Year Leader to provide effective support to Tutors at registration and in 
tutor times. 

Each block represents a different learning community and future plans include distinctive décor 
representing the subject specialisms. Overall, we aim to ensure that new staff have their own 
teaching room to provide greater stability as they build relationships with students. 

The Student Reception in C block accommodates specialist student support away from the Main 
Reception. This allows the Main Reception to focus on providing parents, members of the local 
community and visitors with a warm welcome and dedicated service.    

At the beginning of the school day all students must enter the site through the cloister gates by 
8.30am when a bell will sound to mark the start of the school day. A second bell will sound at 8.35am 
to signify the start of the Tutor session. The Cloister gates are locked at 8.35am and students arriving 



late or leaving school before the end of the school day are required to sign in and out at the 
Community Reception in A Block  

The dining hall accommodates all students through a lunch time rota system. The different stations 
provide a range of menus and students are permitted to eat their cold lunch outside. There are no 
designated areas for year groups and ball games are played on the courts and at the back of the 
school between the blocks. There are a range of extra-curricular activities organised during the lunch 
period and students have lunch passes to access the building, otherwise the blocks are out of bounds 
to students at lunch and break.    

All staff are involved in duties before school, at break and after school. Duty areas are strategically 
placed to ensure students are fully supervised in their free time and as they enter the blocks for 
lessons. At the end of the day, duty points beyond the school gates provide adequate supervision 
for students at the end of Gresham Park road as they queue for buses.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



APPENDIX 1 

 
BEHAVIOUR FOR LEARNING – TOOL BOX OF STRATEGIES FOR MAINTAINING STUDENT 
ENGAGEMENT AND FOCUS BEFORE MOVING TO A C1 
 
The following techniques and strategies are an essential part of the teacher’s tool box and should 
be used in the first instance to respond to low level disruption as staff build positive relationships and 
before implementing the choices table. 

a) Choice Gives students some control over a situation which is less likely 
to lead to a point blank refusal.  E.g.  Please can you put that 
away now or put it on my desk until the end of the lesson. 

b) Non-verbal sign of 
disapproval to 
individuals 

Enables a teacher to continue with their lesson without 
disruption.  E.g.  Eye contact, shaking your head to indicate 
disapproval, finger on the lips for quiet, pointing to work to 
redirect attention. 

c) Stand closer to the 
student 

Move close to the disruptive student, making eye contact or 
using verbal cues such as naming the student, pointing out in 
general that the class should be engaged with the lesson. 

d) Take up time This allows students not to lose face.  If we watch and wait this 
can be setting up a challenge - if we follow an instruction with a 
pause this allows students to comply.  E.g. Please can you 
open your folder and get started on the task now.  I am going 
over to John who needs some help and then I’ll come back in a 
minute to see if you need any help. 

e) Partial agreement Deflects confrontation with students by acknowledging 
concerns, feelings and actions.  E.g. Yes you may have been 
talking about your work but I would like you to…Yes it may not 
seem fair but… 

f) When and then talk Avoids the negative by expressing the situation positively.  E.g.  
It is better to say ‘when you have finished your work, then you 
can go to break than ‘No you cannot go out because you have 
not finished your work’. 

g) Tactical ignoring May be appropriate for attention seeking behaviour.  E.g. 
teacher may say to a nearby student ‘well done you have 
remembered to put your hand up to answer the question (this 
must not be used as a sarcastic comment). 

h) Divert misbehaviour E.g.  Removing certain tempting materials with which students 
fiddle. 

i) Redirect behaviour Reminds students what they should be doing and avoids 
getting involved in discussion about what the students are 
doing wrong.  E.g.  Okay Mark and James, we’re looking at the 
extract from Tennyson on page 23 of your books. 

j) Deferred consequences Deals with a student who is misbehaving later and thereby 
removes the ‘audience’ that is the rest of the class who are 
watching the drama unfold and also avoids a possible 
confrontation.  E.g. I’d like to sort this out Tina, but we can’t do 
it now.  I will talk to you at 10am.  Also, I‘d like to talk to you at 
the end of the lesson. 

k) Avoid public 
confrontation 

Select an opportune moment during the lesson to speak quietly 
to the student, avoiding a public confrontation. 

l) Class dynamics To be aware of the class dynamics and interaction between 
students. Re-engage specific students by issuing instructions 
related to the learning task.   

m) Indirect questioning Use indirect questioning- select a student to question who is 
located next to the offending student. 



n) Use of pauses  When talking to the class and individuals begin to talk use a 
pause to indicate that you are waiting for silence. 

o) Positive framing Frame everything you say in a positive light. React to 
misbehaviour by giving a positive alternative. Use rewards in 
preference to sanctions as far as possible 

p) Use of movement 
around the classroom 

Ensure that you address all students you are teaching and try 
to move around the whole class, observing the work they are 
completing and using praise/rewards to encourage them. 

q) Reasoning Be reasonable in your expectations and if you feel it is required 
explain your reasoning at a time which does not disrupt the flow 
of the lesson.  

r) Use statements, not 
questions 

Use statements of what is required from the student, rather than 
what is not. It gives a clear signal to the student and 
demonstrates a confidence that the child will comply. E.g. ‘Why 
aren’t you listening?’ becomes ‘Everyone look this way and 
listening in silence, thank you.’ 

s) Use time limits Ensure good lesson pace in your delivery and give specific time 
limits for students to complete set tasks. Use visual prompts to 
support e.g. alarm clock/ countdown. Language is also 
important and can be used to enhance motivation, use words 
such as ‘challenge’ or ‘competition.’ 

t) Be consistent Be consistent in your approach towards managing behaviour. 
Try to communicate before taking any action, clearly and 
effectively your intentions to the student. Always try to ‘act’ 
rather than ‘react’. 

u) Be fair Impose appropriate strategies which are relevant to the 
misdemeanour and address the specific behaviour. In no way 
should staff make it personal towards the student. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



APPENDIX 2  

Home School Agreement - “Together to learn, to grow, to serve” 

The School 

We agree to: 

 be polite and respectful to all 

 ensure that your child feels safe, secure and valued in school 

 be understanding and responsive to your child’s needs and concerns 

 promote high standards of work and behaviour in school 

 provide a broad and balanced curriculum 

 provide effective teaching and appropriate facilities and resources 

 help your child to achieve his/her full potential and to share their targets 

 communicate and consult regularly with home 

 promote your child’s spiritual development within a Christian ethos 
 

The Student 

I agree to: 

 be polite and respectful to all 

 attend regularly and be punctual 

 be properly prepared and equipped for school 

 complete classwork and assignments on time and to the best of my ability 

 make progress towards my agreed targets 

 wear school uniform with pride and be tidy in appearance 

 look after school equipment and the school environment 

 represent the school positively within the local community and beyond 

 respect the school’s Christian ethos 

 use social media in an appropriate and responsible manner 
 

The Parent 

I agree to: 

 be polite and respectful to all 

 work with the school in promoting the best interests of my child 

 support the school’s high expectations in relation to learning, behaviour and uniform 

 ensure regular and punctual attendance 

 make the school aware of any problems or concerns 

 share with the school the achievements of my child outside of school 

 attend meetings concerning my child’s progress 

 encourage and support my child’s assignments at home 

 respect the school’s Christian ethos 

 take responsibility for monitoring my child’s use of social media 
 

 

 

 



APPENDIX 3  

ANTI-HARASSMENT PROCEDURE 
 
At The Nottingham Emmanuel School we are committed to every student fulfilling their God-given 
potential within a safe and highly supportive culture. All students are valued for their positive 
contribution to school life and encouraged to be aspirational in terms of their achievements and 
personal endeavours without fear of bullying or harassment. 
 
Being harassed means being on the receiving end of behaviour that is unwanted. Its purpose is 
usually to embarrass or to taunt someone. Any form of harassment is WRONG and we are all, staff 
and students, responsible for ensuring that it will not be allowed to continue. 
 
The following are examples of types of harassment that will not be tolerated at our school: 
 
Physical:   
 

 Fighting, pushing, shoving, intimidation, gestures or invasion of personal space, either as 
actual physical contact or as a direct threat 

 Theft of or damage to another’s property, belongings or school work 
 
Verbal:   
 

 Name-calling which identifies ethnicity, sex, gender, ability, disability, health, sexual 
orientation, religion, economic circumstances, family background or appearance as the 
cause for discrimination 

 The use of language related to the above to implicate it as negative, for example  “those 
trainers are gay”  

 Rumour spreading 
 
Visual: 
 

 Offensive notes, material, graffiti 

 Offensive  e-mails, text messaging, posting messages or any other material on social 
networking and internet sites, such as Facebook 

 
Victimisation:  
 

 Bullying, defined as purposefully directed regular and frequent victimisation of an individual, 
including any of the following: threats to the individual or their family, extortions of money or 
material possessions, physical or emotional intimidation, social exclusion or ostracising 

 
Sexual: 
 

 Touching or brushing against another in a sexual manner 

 Sexually orientated jokes, drawings and literature 

 Invitations of a sexual nature that the recipient does not want 

 Asking uninvited questions about another’s private life  
 
There are many other types of harassment, but we want our students to be clear that these types of 
behaviour become harassment when a student has made it known that it is unwelcome or unwanted 
and it does not stop immediately. In some cases another student or member of staff may report 
something that they have witnessed or heard which also warrants action to be taken. All staff at the 
school are trained in dealing with disclosures regarding harassment and will take immediate steps 
to support the young person and resolve the issues raised.  
Responding to and Reporting instances of Harassment 



 
It is important that all adults dealing with instances of harassment show a consistent front: 
 

 The situation must be taken seriously when reported, even if the incident seems relatively trivial, 
and the adult concerned should be seen by the child as fair and someone who will listen. 
 

 Incidents should be dealt with as soon as possible, and gathering the facts should, where 
possible, be started on the same day as it has been reported.  

 

 Serious incidents must be reported and discussed with the Year Leader and senior staff. 
 

 Parental involvement should normally be sought on behalf of both parties from the recognition of 
the problem as genuine bullying rather than an isolated incident. 

 

 Staff being harassed can choose to report to their Line Manager, a member of SLT or a member 
of the Chaplaincy Team. 

 

 The victim should be interviewed by a member of staff with whom the student has a good rapport 
and the discussion should glean the pertinent facts, whilst reassuring the victim and offering 
appropriate support. Following this the alleged perpetrator must be interviewed and every effort 
must be made to pre-empt any feeling that the victim has ‘snitched’ or ‘grassed’.  This will take 
sensitive handling, but often the victim has requested that the perpetrator is not told. 
 

 It is a good idea to say to the bully that a member of staff has overheard or observed a situation 
that we are concerned about and therefore we would like to take this opportunity to talk to you 
first rather than the other student(s) concerned (e.g. victim).  If the perpetrator agrees to the 
various incidents and makes a promise that he/she will stop immediately, the member of staff 
should take this into account when deciding an appropriate sanction and involving parents..  

 

 The victim can be seen without the perpetrator knowing to explain the outcome and to reiterate 
the need to report any further instances. The incident should be recorded on the Behaviour 
Management System and the box ticked to confirm that it is an harassment incident. This will 
then be reported to the Behaviour and Safety committee / senior staff and periodically reviewed. 
 

 Other reliable students aware of the harassment need to be interviewed.  
 

 In cases of serious incidents such as extortion, physical assault or prolonged harassment, the 
perpetrator may be excluded from school as part of the Behaviour Management procedure.  The 
parents will be fully involved in a return to school and liaison with outside agencies may well be 
initiated.  

 

 Individual counselling of the perpetrator and victim are important and arrangements can be made 
to set up regular meetings with a teacher/school nurse/counsellor to report and monitor progress.  
Group counselling with all parties concerned can also be successful. 

 

 Following any investigation it is important that staff monitor the student’s wellbeing and arrange 
to see the victim and the perpetrator separately to check on the situation and the effectiveness 
of prior action.  

 

 It is also imperative that the outcome of the investigation is reported back and the victim 
understands what action has been taken. 

 
Strategies for preventing harassment 
 



 The implementation of our School mission statement underpinned by the aims and values, to 
which we all subscribe, helps us to embed our distinctive Christian ethos and establish that 
bullying is not an accepted form of behaviour. 

 We aim to create a caring and supportive culture where all students have someone to trust.  Staff 
must be continually alert for signs that may indicate harassment – change in personality, change 
in attendance, arriving late, tending to remain close to the teacher, and so on. 

 This is discussed primarily through our PSHE programme, English and Drama curriculum and 
reinforced through tutor periods and school Acts of Worship. 

 Every subject teacher is encouraged to promote the messages published through our anti-
harassment code across all lessons.  

 All staff, teaching and non-teaching, must recognise that all forms of harassment must be taken 
seriously with incidents or allegations being effectively investigated, reported and followed up. 

 Staff need to be particularly aware at the most vulnerable times of the day – before and after 
school, beginning and end of lessons, lunchtime, break time, transition time, lunch queues, PE 
changing rooms and toilets. 

 
Recording harassment and evaluating the procedure 
 

 All incidents of harassment are logged by the Year Leader on the logs kept on the Staffshare 
under Inclusions. This enables us to monitor that the action taken is reasonable, appropriate and 
consistent. It is important to fully investigate, what may initially appear as, a minor incident; 
students must be able to trust staff to be consistent and to respond at once to all forms of 
harassment. 

 Vigilant supervision will prevent problems and therefore it is vital that all staff are prompt in 
arriving and remaining with students at registration, lessons, PE changing rooms and duties. 
Staff must not leave a classroom with students unsupervised on any occasion 

 The implementation of this procedure will be monitored by the PDBW committee as an on-going 
process. 

 The effectiveness of the procedure together with the number of reported incidents will be reported 
to the Governors. 

 This procedure should be read and interpreted in conjunction with the Equal Opportunities 
procedure and the Race Equality. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



APPENDIX 4 
 
SCHOOL CODES: TRAVEL; LUNCHTIME; SECURITY   
 
TRAVEL CODE 
 
Students walking to school  
Students walking from Wilford Lane should walk along the foot/cycle paths to the roundabout at the 
school end of Gresham Park Road and then enter school through the main student entrance. 
Students walking along Gresham Park Road must use the pathway, on the Gresham Park Pavilion 
(left hand) side only; walk clockwise around the roundabout and in through the main entrance, 
leading to the Cloister gates.   
Students entering from the embankment should use either the toll bridge or the suspension bridge 
over the river and follow the designated footpath adjacent to the school car park, entering through 
the main entrance and Cloister gates. 
 
Students cycling to school 
As a school we actively encourage students to cycle to school using the system of cycle routes available. 
Emmanuel has an excellent reputation for its provision and school procedure which encourages all 
students to cycle to school. To meet the increased demand we have extended our facilities to support 
both students and staff.  
  
Students should cycle along the cycle paths or along Gresham Park Road, on the left hand side of 
the road, clockwise around the roundabout, dismount at the school gate and walk to the four bicycle 
sheds which are assigned by year group. Students should secure their cycles and then access the 
school via the Cloister gates. 
 
The rear bicycle shed are designated for use by students attending after school enrichment activities, 
revision activities, revision clubs, sports fixtures, etc. and will remain locked at the end of the school 
day, not being unlocked until 4.30pm. 
 
The remaining three bicycles sheds will be operating with the following year group allocations: 
 
First bicycle shed – year groups 7 and Sixth Form 
Second bicycle shed – year groups 8 and 9 
Third bicycle shed –year 10 and 11 
  
There is no provision for students to secure their bicycles in a lockable shed if students are late to 
school. Arrangements are being made for a few bicycle stands to be installed so that students can 
secure their bicycles. 
 
Students are responsible for the security of their own bicycles and are encouraged to ensure their cycles 
are locked within our bicycle sheds. These do remain locked throughout the day but your child must 
lock their bicycle each day with a good quality lock.  The School cannot accept responsibility for the 
security of bicycles and therefore families are encouraged to insure bicycles and any other property 
under their own insurance policies. In line with health and safety guidance, students are encouraged to 
wear a cycling helmet and a luminous jacket as recommended in the uniform regulations.   
 
Students arriving by Bus 
The school buses will drop off and pick up from the car park in Gresham Park Pavilion. They should 
then access the school grounds via the Cloister gates. The buses are as follows: 
  
681 (Silverdale Coaches) to Radcliffe on Trent  

This service is shared with The Becket School and is organised by Nottinghamshire County Council 
Transport Team. 



For Travel Assistance: 

a) For students living in the City, apply to the Transport Team - Web address:  
nottinghamcity.gov.uk/school_transport,email:  
transport.team@nottinghamcity.gov.uk,Tel:01158765049 
 

b) For students living in the County, apply to the Transport Team – Web address: 
Nottinghamshire.gov.uk/education/travel-to-schools,email: 
travel.assistance@nottscc.gov.uk, Tel: 0115 977 4577 

 
Students arriving by Car 
Parents who transport students to the school in cars should drop students off along Gresham Park 
Road or in the Gresham Park Sports Pavilion car park opposite the school entrance.  We have 
negotiated this arrangement with Gresham Park Sports and ask parents to only use the facility to drop 
students off or to pick up at the beginning and end of the day. For health and safety reasons please 
do not drop students off on the mini roundabout outside the school or stop on the yellow lines. 
Unfortunately there cannot be any access to the school car park for dropping off or picking up, 
although the school car park can be used by parents when visiting staff in school.  
 
Students arriving by Taxi 
Special arrangements have been made for students to be dropped off in the disabled bays of the 
main car park. They should then access the school grounds via the Cloister gates. 
 
Additional information  
Parents should not drive onto the School site unless they have an appointment with a member of 
staff in which case they may park in the car park.  Staff are on duty outside at the beginning and end 
of the school day to ensure that students behave in a responsible manner.  
   
Further information on home to school transport is available from: 
 
 a) Students living in the City should apply to the Education Transport Team,  Resources 

Division, Sandfield Centre, Sandfield Road, Nottingham NG7 1QH. Tel:  9150692 
 
 b) Students living in the County should apply to the Department of Planning and Economic 
 Development, Trent Bridge House, Fox Road, West Bridgford. Tel:9340728 
 
 c) Derbyshire residents should apply to the Public Transport Office, Derbyshire County 
 Council, Matlock. DE4 3FW.  Tel:08456058058 or 01629533190 

  
  

TRAVEL CODE 
 
Students are requested to follow this code   
When: 
 a)    Leaving school: 
 -  wear correct school uniform, no jewellery/make up 
 -  if walking, keep to the paths on the way out of school 
 -  if cycling, walk with your cycle to the entrance gate and then mount your cycle 

 taking care as you join the road adjacent to the roundabout.   
 -  students are not permitted to carry anyone else on their bicycle 
 
 b)     In the bus/tram queue: 
 -  show respect to members of the community using the public highway, waiting  
  quietly and behaving sensibly 
 - do not go near the bus/tram until it has completely stopped  
 -  queue up to enter the bus/tram without pushing  

mailto:transport.team@nottinghamcity.gov.uk
mailto:travel.assistance@nottscc.gov.uk


 -  board the bus/tram in an orderly fashion   
 
 c)    On the bus/tram: 

 - behave sensibly and responsibly showing consideration and respect for other      
 passengers. This means not distracting the driver or moving around 
 unnecessarily, to ensure safety. You are reminded that smoking is not permitted  and 
if you see any form of harassment you should report it to a member of staff as soon as 
 possible. 

 - If students misbehave in the queue or on the bus/tram they may lose their right to 
 travel on the bus/tram as well as be liable to disciplinary sanctions. 

 
If students experience any problems with: 
  a)  bus/trams drivers, bus passes, payment 
  b)  lateness of buses/trams 
  c)  students from other schools 
 they are asked to report the incident to Senior Staff, the Achievement and Pastoral Manager or staff on 
bus duty. 
  
The school codes of conduct should be upheld on all school trips, outings, and on the 
journeys to and from school. 
 
BREAK AND LUNCHTIME ARRANGEMENTS 
 
We are fortunate to be able to provide drinks and snacks at morning break and students are required 

to queue up sensibly.  At lunchtime all students are required to remain on the school site and they may 

choose to purchase either the set meal or snacks which are individually priced. No food or drink is 

allowed to be taken through the zone gates and can only be eaten in the dining room or the Cloister 

area. If attending an enrichment club, students are permitted to take cold food and eat it during the club, 

but not whilst on the corridors. Students must be responsible for disposing of their litter in the bins 

provided so that the classroom is ready for learning to take place in period 4. 

 
NES Access Card  
The School operates a cashless card system. At the beginning of term all students are issued with a 
‘credit’ type card which also serves as a library and locker pass.  Money can be put onto the card either 
by inserting notes or coins into a machine located in the dining hall or by using ParentPay, the on line 
payment system which allows parents to top up cards on line. Students will be required to pay £1 for a 
replacement card if they lose the original card given to them by the School.   
   
Please note that the School is unable to provide a lunch to a student if they do not present their access 
card. Students must report to Student Reception at 12.50pm for a lunch slip. 
 
Free Meals (FSM) 
Children of families who receive Income Support are entitled to receive free school meals.  It is essential 
that all parents who are eligible complete the on line application form and register their eligibility – even 
if they choose to provide their children with packed lunches.  This is because the school funding is now 
determined on free school meal numbers.  
 
Parents who are entitled to claim for FSM must either complete the on line registration form or request 
an application form, available from Student Services. In this case, the Student Services team will 
complete the on line registration on behalf of the parent.    
 
Lunchtime Activities 
During the lunch break, staff and students organise a wide range of Clubs and Activities for all year 
groups.   The school is always keen to promote new clubs and students should talk to their Tutors or 
Heads of House if they have any ideas.  Further information is described under the Enrichment Section.  
Lunch passes, which enable students to have access to the dining hall at an earlier time than their 



designated year group, are available for students attending clubs which commence at 12.20pm. 
Students are permitted to take cold food in their bags into the school building to eat at the club, and 
must use the litter bins provided. 
 
Lunchtime Code of Conduct 

The aim of the Lunchtime Code of Conduct is to give every member of the school community clear 

guidelines about how to use the lunch break.  It is designed to ensure that everyone enjoys a relaxed 

and pleasant break with proper care for the school environment. 

 Year 7 - 11 students may not leave the school site at lunchtimes 

 Involvement in lunchtime activities is strongly encouraged.  Everyone is expected to take part in at 
least two activities per week in the designated rooms under the supervision of staff responsible for 
the activity.   

 If students are not taking part in an activity or using the Library then they are expected to remain 
outside in the zones. All other areas of the school will be closed. 

 Students are expected to line up for entry into the dining hall in an orderly manner.  

 They may choose to sit at any of the tables but must take responsibility for returning their trays and 
leaving the table clean and free from litter for the next “sitting”. 

 Students are permitted to take food out of the dining room to eat outside but only in the Cloister 
area. No food or drink is allowed through the zone gates or around the back of blocks. 

 The Cloister is a designated area for students across the year groups to sit quietly - no ball games 
are allowed in this area. 

Arrangements for extreme weather conditions at break and lunch time 

In cases of extreme weather the decision may be taken to keep students inside the school building at 

break time. If this happens the bell will ring at 10.50am (or 10:15 on a Thursday) to indicate that students 

will remain with their period 1 teacher throughout break. Students will be permitted to go to the toilets 

in pairs and will be allowed to eat and drink in the classrooms on the understanding that all litter is 

placed in the bins and the classroom is left tidy for the next lesson.  

Year 11 students will go to the Dining Hall supervised by their class teachers and Sixth Form students 

to their common room.  

At lunchtime the main hall will be made available for students and the dining hall will also be a place of 

shelter in adverse weather conditions.   

In the event of potential school closure in extreme weather, all parents will receive a text message 

directing them to the school website, where further information will be available. 

 
Security 
In order to ensure security at the school and effective use of the school premises, students should 
follow the School guidelines.  
 
 (a) Students  

 
 For health and safety reasons the car park car park is out of bounds to all 

students.   
  
  (b) Visitors 
 



 All visitors, including parents, should report to the main entrance for registration  
 All visitors will be given a badge so they can be easily identified. 
 All staff are asked to challenge visitors or strangers who are not wearing official 

identification.  Students are asked to inform a member of staff if they see any visitor 
or stranger without identification. 

   
(c) CCTV 
 
There are CCTV cameras installed across the school for the security of students, staff and 
visitors as well as providing school with recorded data to monitor movement and activity.  

 
 (d)  LOCKERS  
 

Lockers are located in the corridors across all 3 floors and are electronically operated. Students 
use their access card to gain entry. In order that students may keep the same locker throughout 
years 7 to 11 and to avoid collecting an annual payment there is a one off charge of £30. 
Students eligible for FSM contribute £15.  The school cannot take any responsibility for student 
property kept in lockers 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
APPENDIX 5 
 
USE OF REASONABLE FORCE 
 
Introduction 
 
The school follows the guidance provided by the DFE in the document ‘Use of reasonable force in 
schools: Advice for Principals, staff and governing bodies (July 2013)’. It is intended to provide 
clarification on the use of force to help school staff. It has been written in accordance with the 
Education Act 1996 and the Education and Inspections Act 2006. 
 
The use of physical intervention should be viewed as the final option when managing student 
behaviour. It is important to ensure that every possible preventative steps have been taken to 
ensure that physical intervention is used as a last resort. 
 
The following is taken from the above mentioned document. 
 
What is reasonable force?  
The term ‘reasonable force’ covers the broad range of actions used by most teachers at some 
point in their career that involve a degree of physical contact with pupils.  
 
Force is usually used either to control or restrain. This can range from guiding a pupil to safety by 
the arm through to more extreme circumstances such as breaking up a fight or where a student 
needs to be restrained to prevent violence or injury.  
 
‘Reasonable in the circumstances’ means using no more force than is needed.  
 
As mentioned above, schools generally use force to control pupils and to restrain them. Control 
means either passive physical contact, such as standing between pupils or blocking a pupil's path, 
or active physical contact such as leading a pupil by the arm out of a classroom.  
 
Restraint means to hold back physically or to bring a pupil under control. It is typically used in more 
extreme circumstances, for example when two pupils are fighting and refuse to separate without 
physical intervention.  
 
School staff should always try to avoid acting in a way that might cause injury, but in extreme 
cases it may not always be possible to avoid injuring the student.  
 
It is recommended that staff do not attempt to physically prevent a student attempting to 
leave an area or ‘bar’ across a corridor as this may escalate the situation. The student 
should be followed and then the Walkabout/ SLT line manager informed to agree the most 
appropriate action. 
 
 Any incident which has required physical intervention must be reported immediately to the 
SLT line manager and the incident completed on G4S. The following details must be 
included: 
 
- Events leading to the incident 
- Details of the incident including student name/location/lesson/time 
- A description of the way in which force was used 
- Witnesses at the time of the incident 
- Outcomes from the incident 
 
 
Who can use reasonable force?  
•All members of school staff have a legal power to use reasonable force.  



•This power applies to any member of staff at the school. It can also apply to people whom the 
Principal has temporarily put in charge of pupils such as unpaid volunteers or parents 
accompanying students on a school organised visit.  
 
When can reasonable force be used?  
•Reasonable force can be used to prevent students from hurting themselves or others, from 
damaging property, or from causing disorder.  
•In a school, force is used for two main purposes – to control students or to restrain them.  
•The decision on whether or not to physically intervene is down to the professional judgement of 
the staff member concerned and should always depend on the individual circumstances.  
•The following list is not exhaustive but provides some examples of situations where reasonable 
force can and cannot be used.  
 
Schools can use reasonable force to:  
•remove disruptive children from the classroom where they have refused to follow an instruction to 
do so;  
•prevent a student behaving in a way that disrupts a school event or a school trip or visit;  
•prevent a student leaving the classroom where allowing the student to leave would risk their 
safety or lead to behaviour that disrupts the behaviour of others;  
•prevent a student from attacking a member of staff or another student, or to stop a fight in the 
playground; and  
•restrain a student at risk of harming themselves through physical outbursts.  
 
Schools cannot:  
•use force as a punishment – it is always unlawful to use force as a punishment.  
 
Power to search students without consent  
•In addition to the general power to use reasonable force described above, Principals and 
authorised staff can use such force as is reasonable given the circumstances to conduct a search 
for the following “prohibited items”:  
•knives and weapons  
•alcohol  
•illegal drugs  
•stolen items  
•tobacco and cigarette papers  
•fireworks  
•pornographic images  
•any article that has been or is likely to be used to commit an offence, cause personal injury or 
damage to property.  
•Force cannot be used to search for items banned under the school rules. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



APPENDIX 6 

THE INDEPENDENT LEARNING ROOM (Next to Community Reception) 
 

Introduction  
 

The ILR was introduced as an additional supervised room in which the Year Leader and senior staff 
could place individual students who required a quiet environment in which to work. This may be as 
a result of an incident that required further investigation or as a sanction in line with the school 
Behaviour Management procedures.  

 
Guidance for Staff Supervising in the ILR 

 
Staff to arrive promptly in order that leaving staff can arrive for their next lesson on time. 

 Students must remain seated one to a desk without moving the height of the desk or 
chair.  

 At the beginning and end of each period staff should check desks for graffiti and, or 
vandalism and sign the checklist for each student. 

 The equipment tray should be monitored every period. Staff should loan equipment to 
students by exchange of their access cards to ensure all equipment is returned.  

 Using the information in the withdrawal log, the member of staff supervising the 
withdrawal room at the time of a student’s arrival should prepare a monitoring card for 
that student. All supervising staff should then complete this with details of work and 
behaviour at the end of each lesson. 

 Students should work in silence and follow classroom expectations e.g. putting hand up 
if help is required. Students should be disciplined following normal school procedure and 
their attention be drawn to ‘classroom expectations’ highlighted on the white board. If a 
student refuses to co-operate, they are to be given one clear verbal warning. It must be 
made clear to the student in a calm quiet way that the warning has been given. If they 
persist, on call should be called using the ILR telephone to inform the student’s Year 
Leader on a decision for the child’s parents to be called in order for the student to be sent 
home. 

 Students are to remain in the room for the entire allocated period of time unless they 
require using the toilet. If the supervising member of staff deems it necessary for the 
student to go to the toilet, the student is to be sent to the toilet in A block only.  

 Staff are to write a note of permission in the students planner before they use the toilet. 
 Staff should walk around the room periodically to check that students are on task.  
 Students will be supervised in the ILR by staff during break and lunch time unless the 

instructions in the withdrawal log state otherwise. During break periods students can take 
a break themselves from the work, but must not be allowed out of the room.  

 No food or drink is permitted in the ILR. Water is permitted with permission from duty 
staff.  

 Students should not be left unsupervised in the room. 
 Staff supervising during lesson 3 are to escort the students to the Dining Hall at 

approximately 12.00 for an early lunch. Staff are to sit with the students during lunchtime 
and return them back to ILR for 12.15.  

 Staff supervising lesson 5 should supervise until the Year Leader collects the student as 
appropriate for further detention   

 Staff supervising during P5 should ensure: 
1. That all borrowed equipment has been collected in. 
2. There is no graffiti on the desks and the ILR is left neat and tidy 

 
 
 
 
 
 



APPENDIX 7 

GUIDANCE ON THE USE OF WALKABOUT 
 
Year Leaders rigorously monitor the C2 and C3 data on a daily basis but will be visible and present 
in lessons throughout the week. They will monitor ‘hot spots’, liaising with teachers to offer support 
and additional assistance as required. Year Leaders may ask teachers to alert them by email, 
for example, if a high number of C1 warnings have been issued so that they can, if available, 
attend and support with behaviour and engagement. In this way it is envisaged that Year Leaders 
work very closely with teachers, working in a proactive rather than simply a reactive way. 
 
9.1 How does a member of staff request support? 
 

Any member of staff can ask for support from the person on walkabout duty if all strategies for 

managing behaviour have been exhausted and a C3 has been issued. It can also be used in an 

emergency. Such a call warrants a swift response; if a member of staff is requesting walkabout there 

must be disruption to learning or a safety issue, both of which need immediate attention.  

A mail list entitled ‘walkabout’ has been set up to include all staff who undertake walkabout duty, 

SLT and the Student Services Team. A member of staff requesting walkabout then simply emails 

‘walkabout’ with the name of the classroom (or area in the school in the case of out of lesson 

incidents), the name of the student and, if possible, the nature of the incident, for example, ‘C22, X, 

repeated interruption to learning’   

The member of staff on walkabout duty will be walking around the school, prioritising ‘hot spots’ as 

highlighted by DLCs and will then respond promptly to a walkabout email. However, if another 

member of SLT or another Year Leader is near and is able to respond they can email the group 

quickly with a simple ‘I’ll go’ message. Once the situation has been dealt with,  the person who 

responded the sends an email back to the group with a brief outcome, for example ‘removed X to 

the buddy room’, or ‘removed X to the ILR as he had sworn directly at the teacher’ etc. 

Members of staff who are covering who do not have a laptop or colleagues who are on supply will 

have a slip on which to write the request for walkabout; this should be given to a student to take to 

an adjacent classroom so that a colleague within the LC can request walkabout on their behalf.  

9.2 When might a Walkabout call not lead to a C3? 

There may be occasional instances where the request for walkabout does not warrant a C3, for 

example if the teacher requires some support with the whole class, or if they are reporting a missing 

student. The message back to the group would therefore read ‘Helped to settle the class, X and X 

disrupting the start’ –not a C3’ or ‘Found X in the toilet not feeling well –had been reported 

missing. Taken to her Year Leader for a decision about next step –not a C3’ 

9.3  How are C3s logged centrally and trigger a next day detention? 

Student Services (CVI) will then log the incident as a C3 record the outcome. This will then generate 

the next day detention list and CVI will sent a text informing parents and students will receive a 

reminder slip from Student Services. CVI will also update G4S each day so that when the detention 

is completed it is noted and any absences are followed up accordingly.  

 

9.4  How is the information then shared and monitored? 

Year Leaders and SLT line managers will need to check the G4S system regular to also get an 
overview of the C2 incidents so that emerging patterns are monitored and followed up as appropriate, 
i.e., placing students on report or arranging a parental meeting. Data will be monitored by the PDBW 



Committee as part of their IP. Increased sanctions will be considered accordingly for repeat 
offenders.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



APPENDIX 8 
 
HOME VISITS PROCEDURES 
 
Introduction 
Home visits are regarded as an important dimension in strengthening our relationships with families. 
They are important in contributing to the continued development of home school partnerships and 
enhancing the pastoral work in school, supporting parents and carers in helping their children to 
achieve. Home visits also serve to keep parents and carers informed of their child’s progress when 
they are unable to attend meetings in school. 
 
Procedures 
All staff conducting home visits are expected to follow the school procedures as published within this 
procedure.  
 
Before the visit 
 

 Inform your Line Manager that you intend to conduct a home visit and discuss the 
intended outcomes from the meeting 

 Clarify the reason for the home visit in order that appropriate materials or information 
is collated in preparation for the visit 

 Liaise with key staff about the family background and current circumstances 

 Check the home language and take an interpreter if necessary 

 Make an appointment where possible in order that the parent is prepared for the visit 

 Prepare materials - to include mobile phone and identification card 

 Check out the location and parking arrangements 

 Sign out in the main reception    

 Record mileage 
 
During the visit 
 

 Consider your own safety; on a first visit it is advisable to attend with a colleague 

 Walk in well-lit and public areas and be aware of those around you 

 Show your identification at the door 

 State your reason for the visit 

 Be open and honest; take care not to share your own personal and family values. This 
may have the effect of alienating the family, they may feel they are not and cannot 
meet those standards that you and school expect and are therefore failing their child 

 Record the outcomes of the meeting and share these with the family. A record of the 
meeting may be sent to them where appropriate 

 Where appropriate, encourage the parent/carer to use you as a first point of contact 
at the school. 

 Respect confidentiality, but sharing that openness with key staff may be helpful if the 
child requires support 

 Arrange a follow up meeting date and time 

 In cases of confrontation terminate the visit and defuse the situation. Inform line 
manager on returning to school 

 
After the visit 
 

 Record mileage and complete travel log 

 Sign back into school at the main reception  

 Complete record of parental contact form and circulate copies to Tutor, Year Leader, 
SLT Line manager, and where appropriate to the SENCO, key worker or Student 
Support Mentor. 

 Log all visits including those where no access was gained 



 Follow up action points agreed at the meeting 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 


