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Positive Behaviour Policy

Foyle College is committed to promoting a caring, supportive environment in which pupils and
staff can work in an atmosphere of mutual respect, where all feel happy, safe and secure. Our
core values of Respect, Integrity, Responsibility, Commitment and Determination
underpins our Positive Behaviour Policy.

Foyle College’s Positive Behaviour Policy has been developed within the context of current
legislation, policy and guidelines, taking account of:

e Health and Safety at Work (NI) Order (1978)

Children (NI) Order (1995)

The Education (NI) Order (1998) — Articles 3 and 4

The Human Rights Act (1998), (NI, 2000)

The Education (NI) Order (2007)

The Education (School Development Plans) Regulations (NI) 2010

Special Educational Needs and Disability Act (NI) 2016

Addressing Bullying in Schools Act (NI) 2016

This policy has been developed within the good practice which is espoused through the following
documents:

e Pastoral Care: Promoting Positive Behaviour, DE 2001

e Safeguarding and Child Protection in Schools. A Guide for Schools, DE 2017

e Pastoral Care: Child Protection. DENI: Circular 1

The Foyle College Positive Behaviour Policy applies to all students of Foyle College whilst they
are in school, travelling to or from school, in school uniform and whilst engaging in activities or
events organised by or associated with Foyle College.

Aims of the Positive Behaviour Policy:

e To create an environment in which students are enabled to become mature, self-disciplined,
industrious and demonstrate our core values - respect, integrity, responsibility,
determination and commitment - in their own actions.

e To have the highest expectations of student behaviour in order to maximise the opportunity for
effective learning and teaching to take place.

e To nurture self-esteem, self-discipline and a proper regard for authority through positive
relationships based on mutual respect.

e To create a caring environment by promoting positive behaviour and discipline, ensuring a
safe, fair and consistent learning environment for all students and guiding staff in day-to-day
decision making when managing student behaviour.

e To value young people and recognise their achievements through the House System.

e To ensure fairness of treatment for all, by providing clear guidelines on behaviour and
encouraging consistency of response to breaches of school rules.

e To ensure all students develop the positive learning habits that they need to be successful in
school and life.

e To promote pride in the Foyle Family.

e To realise and celebrate the potential of all students through promoting independence,
resilience and self-regulation.




To form an active partnership with families to encourage excellent behaviour and to establish
improved patterns of behaviour where there are difficulties.

To have sanctions which are clear, consistent, fair, constructive and do not humiliate students.
To be cognisant of issues which may affect student behaviour such as mental health
difficulties, home circumstances and SEN.

All Foyle College Students should:

All

Al

Adhere to the Behaviours for Learning in all classes (See Appendix 1);

Be helpful, co-operative, courteous and polite to all in Foyle College;

Recognise that good behaviour is essential to enable them to reach their full potential and for
the smooth running of the school,

Act in accordance with the school’s core values, The Foyle Five, and behave in a manner that
does not contravene the school rules (as outlined in the Code of Conduct — see Appendix 2);
Recognise behaviour that is unacceptable and do all they can to avoid it;

Understand and accept the consequences of behaving poorly;

Adhere to the key elements of other school policies that are related to behaviour e.g. Uniform,
Anti-Bullying, Mobile Phones, Attendance, E-safety, ICT, Acceptable Use & Digital Media
Policy;

Follow the instructions that are issued by staff;

Respectfully use online communication, both inside and outside of Foyle College; and
Preserve the reputation and ethos of Foyle College at all times when in school uniform,
including outside of the school building.

Foyle College parents and carers should:

Support the school’'s policy on Positive Behaviour and related policies e.g. Uniform, Anti-
Bullying, Mobile Phones, Attendance, E-safety, ICT, Acceptable Use & Digital Media Policy;
Take an active interest in both the academic progress and pastoral well-being of their child,
recognising that problems in either or both of these can have an adverse impact on
behaviour;

Maintain an open channel of communication with the school, keeping us informed of
significant factors or changes in a pupil’s circumstances which may impact on the behaviour
of their child;

Attend Parents’ Meetings in order to support the progress of their child;

To treat all members of staff at Foyle College with respect;

Support the school when sanctions are applied;

Ensure that their child comes to school properly prepared, with the right books and
equipment;

Encourage regular study habits in a suitable working environment ensuring that homework is
given priority; and

Ensure punctuality and full attendance except for illness, avoiding holidays during term time
and appointments during school hours.

Foyle College Staff should:

Be familiar with and follow the school’s policy on Positive Behaviour and related policies e.g.
Uniform, Anti-Bullying, Mobile Phones, Homework, Attendance, E-safety, ICT, Acceptable Use
& Digital Media Policy;

“‘Meet and Greet” and “End and Send” at the beginning and end of lessons;

Create a classroom environment in which pupils are engaged and encouraged to learn —
Behaviours for Learning;



e Celebrate pupil success in all aspect of schoal life;

e Regularly reinforce the school’s expectations of what constitutes good behaviour, and praise
pupils when it is evident;

e Be fair and consistent when issuing sanctions for poor behaviour, and take time to explain to
pupils why action has been necessary;

e Help promote a school environment where mutual respect is a priority;

e To behave in a professional manner at all times and model the behaviours we expect of
pupils;

e Accept that it is the responsibility of all staff to ensure good behaviour, whether this is in the
classroom or in the wider school environment;

e Implement rewards and sanctions consistently; and

e To complete a ‘Contact with Parents’ record (Appendix 3) when you have met with a parent or
carer or contacted them by phone with regard to inappropriate behaviour. This completed
form should be placed in the pupil’s file via the Principal’s Personal Assistant and emailed /
distributed to other relevant staff.

Other additional guidelines may apply in particular classes e.g. where practical work takes place.

Celebrating Achievement

Good behaviour is strengthened through the use of rewards. Individual departments will have
their own rewards system which is effective in encouraging good behaviour and academic
engagement. Rewards and incentives, applied with consistency by all members of staff, will help
to establish and maintain a positive school ethos and promote good behaviour. It is crucial for
pupils to realise that their good behaviour will be noted and acknowledged, just as instances of
poor behaviour are challenged and responded to. The following rewards exist at Foyle College —
these are attainable for all pupils:

Achievement / House Points

Students can earn Achievement points for excellent classwork, excellent homework and excellent
contribution to class. These are recorded on SIMS. Additionally, students may earn
Achievement points for successes in Sport, Volunteering, Performance, etc. These Achievement
points contribute towards our House system’s league.

Rewards Available

e Academic and Extra-Curricular Prizes presented at Prize Night and during the Junior School
Prize Giving.

e Awarding of School Colours (Full and Half) at the annual presentation ceremony. Pupils can
then have an addition to their school blazer and wear a Colours tie should they chose to do
SO.

e Prefectship — in acknowledgement of a positive, sustained and significant contribution to Foyle
College over a period of years, students may be elected to the role of Prefect in Year 14.

e Positive entries into the Achievements module on SIMS and contribute towards the House
league.

e Recognition of achievements in the School Newsletter, on the school’s plasma screens, on
the school website, social media platforms and in the local press.

e Assembly announcements for special achievements and extra-curricular success.

e Display of pupils’ work in the classroom and in corridors.

e InTouch communication with parents / guardians informing them of academic excellence
and/or significant improvement in Progress Reports.

e Positions of responsibility in sports teams, clubs and societies.

e Positions of responsibility e.g. Student Council, Health Committee, Librarian.

e Positive feedback in Academic Reports.



Positive comments on Reports and at Parents’ Meetings.

Positive comments on written work, which promotes assessment for learning.
Verbal praise from staff.

Non-verbal rewards e.g. smiling, nodding, thumbs up.

House System

The House system provides opportunities to promote positive behaviour and celebrate collegiate

success.

e House competitions are run each term covering a wide range of activities.

e House Point scores are announced regularly with an up-to-date score on display in the KS5
Agora.

e Special House Points are awarded to those pupils who have represented Foyle College in
external competitions, sporting fixtures etc.

The Student Council

Foyle College aims to promote positive behaviour through engaging our student in the decision

making of the school. The platform for this is the Student Council. Its aims are:

e to create a stronger relationship between the students and the staff;

e to allow all pupils to become involved in the decision-making processes of the school;

e offering pupils the opportunity to contribute to school improvement through the discussion of
issues that are important to them; and

e encouraging the flow of ideas and opinions and promoting communication between the
Principal, and the pupils representing different year groups.

The Colours System

Foyle College is committed to challenging students to realise their full potential. In recognition of
this, pupils are rewarded for their endeavor and commitment enabling them to achieve high
standards in various aspects of school life.

Foyle College offers selected students:

Full Colours - this is in recognition of the achievement of excellence within an area of school life
such as Sport, Music, Drama etc. This award is in the form of an embroidered Colours emblem
for their blazer. Pupils are awarded Full Colours for representing the school at the highest level
(e.g., First XV in Rugby, lead in school show) and showing significant commitment to
training/practice during their time involved.

Half Colours — This is in recognition of significant achievement within or contribution to an area of
school life such as Sport, Music, Drama etc. This award is in the form of a special Colours tie.
Pupils are awarded Half Colours for significant commitment to their extra-curricular activity,
particularly in attendance at training/practice and games/performances.

Staff contribution to Celebrating Achievements
e Praise pupils when their actions deserve it. This should be a priority in every class, during

social time, and for a pupil’s commitment to extra-curricular activities.

e SIMS Achievements can be awarded for academic, athletic or artistic participation,
improvement or achievements, and to recognise school ambassadors and pupil leadership
roles.

e Classroom Teachers, in consultation with HoDs, to celebrate pupils’ successes through their
displays, classroom engagement, feedback and use of SIMS.

e The Pastoral and Curricular teams to review Progress Reports and make SIMS Achievement
entries across all year groups.

e All staff should also take responsibility for updating the website, social media platforms and



the school’'s plasma screens to ensure that achievements are celebrated with our wider Foyle
Family.

e The Teacher i/c Rewards and Achievements will collate SIMS entries at the end of each half
term and announce an up-to-date score via email and the display in the KS5 Agora.

The Sanction / Referral Pathway
Although Rewards are central to the promotion of positive behaviour, sometimes sanctions are

required to demonstrate disapproval of unacceptable behaviour and to protect our school
community. The Positive Behaviour Pyramid (Appendix 4) is used as a guide for staff should
pupils not conform to The Foyle Way, underpinned by our core values and our established
practices. However, it is recognised that each instance of unacceptable behaviour is different
and therefore staff may need to exercise their professional judgement. Sanctions should be clear,
consistently applied, proportionate and pupils need to have a certainty that they will be applied.
The following is additional guidance that should be followed by all staff.

e Consistency has been identified as one of the most important features of tackling
inappropriate behaviour. This needs to be our aim across the whole staff.
e |If our approach is to succeed, it relies on all members of staff using SIMS (Behaviour
Management) for recording discipline issues. Minor offences can be recorded using ‘Red
Flags’ in Lesson Monitor. More serious offences and persistent minor offences should have a
‘Behaviour Management’ entry — in such instances, action taken should also be recorded
using the appropriate reporting proformas as part of the entry and marked as “resolved’ upon
resolution.
e It is the responsibility of Form Tutors and Heads of Year to monitor entries on SIMS
(Behaviour Management & Red Flags) on a weekly basis so that pupils with issues across a
range of subjects can be identified. This is a key role for pastoral staff. Form Tutors are
responsible for producing reports prior to their weekly tutorial team meeting.
e Form Tutors and Heads of Year should only deal with issues which become apparent with a
pupil across a range of subjects, or where intervention by a Head of Department has not
produced the desired improvement. In such instances the Form Tutor and Head of Year may:
- Discuss the situation with the pupil’s parent(s) at interview, outlining any actions the
school intends to take;

- Ask the pupil’s teachers to complete a Period Report, which will also be available for
parents to sign;

- Discuss the matter with SLT Link / Vice-Principal;

- Liaise with HoD and Class Teacher to ensure that the pupil’s progress is being monitored.

e A pupil can be referred to HoD/HoY/SLT Link using the Referral Form (Appendix 6). Such
referrals are made when actions taken have not modified the behaviour of the pupil i.e. the
member of staff is seeking support from a more senior colleague. When referral is made to
the Head of Department - Cc: Form Tutor and Head of Year in the email, and Learning
Support Co-ordinator where relevant.

e Minor offences which take place outside the classroom should be dealt with by the teacher on
duty. For repeated or more serious offences, the teacher on duty should complete the Report
of unacceptable conduct out of class (Appendix 6) and escalate the incident to the Head of
Year.

e Please ensure that any extra work given to pupils is reasonable and beneficial. Extra work
need not involve extra marking for staff.

e Appropriate classroom management is one of the most important aspects of our policy.
However, staff should not feel isolated in this respect, and are encouraged to seek support
and advice when required. Senior staff have an important role to play in supporting their
colleagues.

e When disciplining a pupil, try and do so in a calm and controlled manner — avoid confrontation
and escalation.



e Resorting to sanctions too quickly will leave teachers nowhere else to go. Sanctions
discourage inappropriate behaviour, but they do not teach new, more appropriate behaviours,
so they must not be overused or relied upon too heavily.

e Sanctions issued by HoYs can include an element of community service such as litter picking
and washing tables — in such circumstances, proper health and safety guidelines should be
followed.

Using SIMS
At Foyle College, we make extensive use of SIMS for the recording and monitoring of both

positive and negative behaviour. Staff should be familiar with how to use the various
applications of SIMS for these purposes — an instruction manual entitled ‘Behaviour
Management, Procedure Guide 2022-23’ is available in Teams >Staff >Pastoral >Behaviour.

Links with other School Policies and Documents

By its very nature, this policy for Promoting Positive Behaviour has close links with a number of
other school policies and documents, such as:

Anti-Bullying Policy;

Child Protection Policy;

Pastoral Care Policy;

Uniform Policy;

E-safety, ICT, Acceptable Use & Digital Media Policy;

Special Educational Needs Policy.

Appendices
Appendix 1 — Behaviours for Learning

Appendix 2 — Code of Conduct

Appendix 3 — Contact with Parents
Appendix 4 — Positive Behaviour Pyramid
Appendix 5 — Uniform Policy Poster
Appendix 6 — Referral Form

Appendix 7 — Detention Guidelines



Appendix 1 — Behaviours for Learnin

BEHAVIOURS
FOR LEARNING

CHECK YOUR SIMS BAG WITH THE IN A CALM. ORDERLY

STUDENT APP ‘é%’fj‘?'fﬁz :Togﬁg MANNER, TAKING THE
SEAT YOU HAVE BEEN

EACH EVENING.
HOMEWORK TASKS. ALLOCATED.

% @ =

BE OPTIMISTIC, STAY ENSURE CLASS AND
MOTIVATED AND
HOMEWORK IS
FOCUS ON YOUR WELL-PRESENTED
RAISING YOUR HAND WORK, WHETHER AN FULLY COMPLETEls
TO CONTRIBUTE OR INDEPENDENT, PAIRED AND ORGANISED
ASK A QUESTION. OR GROUP TASK. :

) O

DO NOT USE MOBILE EXIT LESSONS
DEVICES, UNLESS :'\SIN?PNRZEVEELBJ';?: WHEN DIRECTED
DIRECTED TO DO SO YOUR WORK TO DO SO BY YOUR

BY YOUR TEACHER. : TEACHER.

ACT, SPEAK AND
LISTEN RESPECTFULLY
TO ALL OTHERS.




Appendix 2 — Pupils’ Code of Conduct

E FOYLE COLLEGE

CODE of CONDUCT

The guiding principles of our Code of Conduct are Integrity and Respect which should always be
displayed to other members of the school community.

1. Pupils are reminded that the full school uniform must be worn in school, on the journey to
and from school, and at all special school functions. Please refer to the school’s Uniform
Policy for further information.

2. Pupils are reminded that noisy or inappropriate behaviour / conduct inside the school
building or on the way to/from school is not acceptable as it shows a lack of consideration
for others.

3. All members of the school community should show courtesy and consideration to others at
all times. This includes queuing in an orderly fashion in the canteen, at the Grab-n-Go
counters and at Reception.

4. Bullying of any kind (verbal, physical, cyber) is a serious offence and will be dealt with in
line with the school’s Anti-Bullying Policy.

5. Pupils are asked not to act in a way that may be harmful to their own, or others’, health and
safety, nor should they behave in a way which disrupts the education of their classmates or
others.

6. All food purchased in the canteen or Grab-n-Go should be eaten in either the canteen or the

designated Agora space. In good weather the outside tables may also be used. Pupils
should not eat food in the corridors or on the pitches at lunch time.

7. All waste and wrappers should be put in the appropriate bins.

8. Fizzy drinks containing caffeine and/or sugar, chewing gum, matches, lighters, knives (or
other dangerous items), solvents or permanent felt-tip markers should not be brought to
school.

9. Pupils are forbidden to smoke, drink alcohol or be in possession of illegal substances in
school and in public places while wearing uniform.

10.Damage to school property must be reported at once to the office using the Reporting
Issues QR Code. Where damage is caused deliberately or through carelessness, the
pupil(s) responsible will be required to pay for the repairs.

11.No pupil may leave the school grounds during the school day without permission. Parents
must provide a signed note outlining the reason for their child’s exit from school. These
notes need to be signed by the pupil’s form tutor during registration time or, only in the
absence of their form tutors, their Head of Year. Signed notes must be handed into the
office before the pupil leaves school.

12.A pupil returning to school after an absence must provide an explanation in the form of a
note signed by a parent or carer which should be handed into the Office unless school has
been notified via SIMS In Touch. Whenever possible, school should be informed in advance
of a planned absence.

13. All articles of uniform and personal possessions must be marked with the owner’s name. Al
books should also be labelled with the owner’s name.

14.The bells at 8:55 a.m. and 1.35 p.m. are warning bells, and when they ring, pupils should go

immediately to class, or to assembly if one is scheduled for their Key Stage.



15. Pupils who arrive into school before 8:45a.m. should go to their designated Agora space.
Pupils who wish to complete work quietly may use their form classroom from 8:45a.m.

16.Pupils are asked to keep to the left in corridors and on stairs. Pupils are asked not to run
within the buildings, and should not crowd around external doors, in stairwells or on
staircases.

17.Mobile phones may be used before school, at break and lunch time but should be switched
off during class time, unless it is being used as part of the lesson. Pupils should not use
their phones when moving between classes. If a pupil repeatedly uses a mobile phone in
class, it will be confiscated and may be retained until collected by a parent or carer from
Reception.

18.Using the camera and/or sound recording facility of a mobile phone or other electronic
device within the school confines is strictly prohibited unless permission has been given by
a teacher and pupils have consented to being photographed or filmed.

19.Pupils who bring valuable electronic devices to school, do so at their own risk.

20.Pupils are not permitted in the following areas:

e The changing rooms, apart from at the beginning and end of PE/Games lessons and after-
school practices.

e The area where the tractor and other grounds equipment is stored.

e The fitness suite, sports hall and all specialist rooms unless a member of staff is present.

20. Pupils will be given one school day’s notice of an after-school detention. Parents will receive
an email via SIMS InTouch, outlining the reason for the detention.



Appendix 3 — Contact with Parent Form

Contact With Parents

Pupil Name: Class/Year:
Meeting Telephone Call E-Mail
Date Time:

FOYLE COLLEGE _ —
Persons involved: (include the name of who you spoke to on the telephone):

Reason for the meeting/telephone call/Email:

Notes:

Action(s) to be taken:

Signed Date:




Positive Behaviour
Management Pyramid

Level 5
Principal

Recorded in BM. Parental
Meeting, After School
Detention{z), Mentoring,
Loss of Privileges including
participation in activities.

Persistent Level 2 Offences
or Bullying, Smoking™aping,
Sectarian/Racist Incident.
ST will support HoYsFT with
Pastoral Concemns.

Persistent Level 1 Offences or Recorded in BM.
Vandaligm, Bullying Concerng, Migsed After-school Detention with meaningful
Detention, Truancy, Verbal Abuse, Social | Extra Work, Parental Meeting, Progress

Media Issue, Scuffle, etc. Report.
Where reievant compiete Report af unsoceptable condisct
infout of class,

Persizstent Clazsroom Offences or Recorded in Behaviour Management (BM)
Missed Detention, Defiance, Leaving Class Detention, with meaningful Exira Work,
Without Permission, Persistent Misuze of Mobile | Reallocated Seating, Motification to Parent from
Phone, etc. BM.
Where raievant compiere Report af unascceptable conduct
irfout of clas=,
One Off Minor Offence during class During class - Red Flag in Lesson Monitor plus consequence:
Mo Equipment, Lateness, Disruptive Behaviour, Inappropriate Verbal Warning, Reasonable and Useful Exira Work,
language, Chewing Gum, Uniform Infringement, Undirected use of Behaviours for Learning Reminder, Confiscation, etc.
Maokile PI'IUI'IE, ete. Where raievsnt compiere Report af unscceptable conducl in class.
One Off Minor Offence during social times During social times - consequence: Verbal Wamning, Core

Inappropriate language, Inappropriate Behaviour, Misuse of Maobile Values and Uniform Policy reminders, Confizcation, efc.

Phone Failure to demonstrate Core Values etc I Where meievant compiefe Repor af unacceptable condwct aut of class.
r 1 * I




Appendix 5 — Uniform Polic

UNIFORM
POLICY

SHOES

« Plain black leather shoes COATS

HAIR » No canvas / fabric trainers « Black or navy in colour

« Hair should be kept * No boots « Coats should be worn
neat and tidy « No coloured soles or
« Fringes should not decorative stitching
cover the eyes
« Hair must not be
dyed unnatural g 2
colours + Make-u JEWELLERY

« Hair should not in Years 8-10 - Jewellery must be

R . - ! atural confined to a watch
highlighted or ; e S -
streaked

« Pupils must be
clean shaven

« A pair of small, plain
sleeper or stud earrings

« Additional piercing is
not acceptable



Appendix 6— Referral Forms

Referral Form

A

FOYLE COLLEGE
Pupil name:
Form Class:

Teacher making Referral:
(and subject if appropriate)
Referral being made to:

Reason for Referral:

Action taken to date (by teacher making the Referral):

Date:

* When referral is made (and emailed) to a Head of Department - Cc: Form Tutor and Head of Year, and Learning
Support Co-ordinator if pupil is SEN. A copy should be placed in the pupil’s file.



e

%

FOYLE COLLEGE

Report of unacceptable conduct in class

Please do not send a pupil to a Head of Department without an accompanying explanation

Pupil’s Name:

Class / Year:

Date:

Briefly outline the nature of the problem and the action taken to date:

Signed:

(Class Teacher)

When you have completed this section pass the form on to your Head of Department

Action taken by Head of Department:

Copies to the Vice Principals and Year Head

Signed:
(Head of Department)

If the action taken by the class teacher and Head of department is not successful the matter should be referred to the

Year Head.

PTO



This section is for the use of the Year Head

Signed:
(Year Head)

This section is for the use of a member of the SLT:

Signed:
Position:

The completed form should be retained by the class teacher and Head of Department. Copies should be passed on
to the Year Head and Vice Principal.



Q"\!V Report of unacceptable conduct out of class

FOYLE COLLEGE

Please do not send a pupil to a Year Head / SLT Link or Vice Principal without an accompanying explanation

Pupil’s Name:

Class / Year:

Date:

and any action taken

misconduct to the SLT Link.

Briefly outline the nature of the misconduct (time, place, people involved, possible withesses etc)

Signed:
(Member of Staff)

When you have completed this section pass the form on to the Year Head or in the case of very serious

Action taken by the Year Head:

Copies to the SLT Link / Vice Principal

Signed:
(Year Head)

If the matter is deemed sufficiently serious the Year Head should fill in the relevant section above and refer the case
to the SLT Link. As a matter of course copies should be given to the Vice Principal.

PTO



This section is for the use of the SLT Link

Signed:
(SLT Link)

Other relevant information (VPs / Principal only)

Signed:

Position:

All members of staff should try to deal with misbehaviour as they meet it. In the majority of instances the matter can
be sorted out on the spot with a warning or period of detention.

A report need only be filled in if the situation escalates or is serious enough to warrant the attention of a senior
member of staff.



Appendix 7

Detentions — Guidelines for Staff

1. Members of staff may use a lunch-time detention (of no more than 25 minutes) as a sanction,
or a ‘catch-up’ session in relation to Homework. Lunch-time detentions should only be given
for repeated minor offences, and so it is preferable that they are supervised by the member of
staff issuing the detention and as close to the date of offence as possible. There is no
requirement for staff to inform parents of the imposition of a lunch-time detention i.e. no
paperwork. However, such detentions / catch-up sessions, should still be recorded on Lesson
Monitor.

2. The set days for After School Detention in Foyle College are Monday & Thursday (from 3.30 -
4.30pm). Detention takes place in the Study Hall (A113). At the start of each term, a
Detention Rota will be published which details the Senior StafffHoDs/HoYs who are
supervising.

3. Follow the steps below when recording a Detention on SIMS.
e Complete the ‘Behaviour Management’ entry in the usual manner.
e Click on ‘Detention’.
e When asked to, ‘Save and Continue,’ click ‘Yes'.
e Select the appropriate Detention from the ‘Detention Type’ drop down menu and click
‘Search’.
e Double click on the appropriate date and then ‘Save’.
e Then click on ‘Send’ to notify parents

NB: Please see ‘New SIMS Detention Instructions’ for step-by-step guidance.

4. The teacher who has issued the detention must also set appropriate work for the pupil to
complete during the Detention. Work can be left in the Blue Detention Folders located in A113
or emailed to the member of staff supervising the Detention or added to the ‘Comments’ box
in the ‘Detention’ section. HoYs and Senior staff can request that a pupil carries out some
community service such as litter picking or cleaning tables. In such instances, staff should
ensure that health and safety guidelines are strictly followed. A bank of Detention Tasks have
also been placed in the Blue Detention Folder in A113, if no other work has been issued.

5. The member of staff supervising the Detention needs to record on SIMS if the pupil has
attended. If a pupil is not in attendance, email this information to Mrs McGowan and the
member of staff who issued the Detention. The Attendance list can be checked and
recorded as follows:

NB: Please click on SIMS Detention Instructions for step by step guidance.

What happens if a pupil does not attend detention?

e The member of staff who issued the original detention must reschedule the detention for
the next available slot, notifying parents via SIMS messaging.

e This message also needs to be communicated to the pupil.

NB: Please click on SIMS Detention Instructions for step by step guidance.

Sanctions for missed detentions

e If a pupil misses a detention — reschedule another 1 hr detention

e If a pupil fails to turn up for the rescheduled detention (unless they are absent) — 2 hr
detention

e If a pupil fails to turn up at this point refer to HOY / SLT
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6. For more serious offences, a 2 hour or a 3 hour detention can be imposed — HoY/HoD should
consult with the Principal or a Vice Principal before these detentions are issued. Please note
that a separate Behaviour Management entry will need to be made for each day of a 2 or 3
hour detention. Put the details of the offence into the 1st entry — for the 2nd (3rd) entry, just
record — ‘part of a 2 (3) hour detention.’



