Behaviour and Attendance Policy Updated 2010
Introduction

“Creating a positive ethos, based on a system of praise and rewards, within an environment conducive to advancing teaching and learning through the consistent application of an understood code of behaviour.”

“We look for good behaviour and high standards of self-discipline. We expect all to take pride in their appearance and to play a full part in the life of the school. We place a high value on the virtues of honesty, integrity and industry. In personal relationships we look for co-operation, courtesy towards others, care and concern for all people, to establish a happy atmosphere in which we can enjoy working together.”

The values expressed in the above extracts from the School’s Ethos Policy form the basis for the principles underlying the schools ‘Behaviour and Attendance Policy.” This policy is designed to support Mullion School’s aim of meeting the needs of all its members, giving due regard to gender, social and cultural differences; learning, physical, sensory and emotional difficulties; religious background and ethnic origin. We promise equality of opportunity, parity of esteem and fairness of treatment to all. These aims are furthered by our Race Equality and Anti-Bullying policies, which also make clear that the school will not accept or tolerate racism or racist attitudes from any member of the school community.

 Aims

· Pupils and staff should enjoy a learning environment in which they achieve their potential.

· Foster in all members of its community, a sense of identity with Mullion School and its positive values.

· Engender mutual respect amongst all members of its community.

· Provide an environment that offers equality of opportunity for all.

· Seek every opportunity to reward and celebrate good behaviour and attendance.

· Ensure consistent application of agreed policies, expectations, rules, rewards and sanctions.

· Develop a sense of justice and respect through application of agreed, publicised, rational, fair, effective procedures.

· Encourage an awareness of the importance of self-discipline.

General Principles

· All members of the school community should follow the basic 6 school rules of Listening, Responsibility, Safety, Organisation, Uniform and Respect.

· Standards of attendance and punctuality should be high.

· The efforts of all will be rewarded with encouragement and praise. Appropriate sanctions will be taken when behaviour is unacceptable.

· There will be respect for school property and the possessions of others.

· All members of the community will be treated equally.

· The effort and work of others will be respected.

· All members of the community must be able to work in an environment that is free from disruption.

· Bullying will not be tolerated at Mullion School. All members of the school community should be familiar with, and support, the school’s Anti Bullying Policy.

· Illegal drugs or substances are not to be brought into school.

· The school operates a total non-smoking policy on the whole school campus.
· No pupils may bring or consume alcohol on the school premises or on the journey to and from school.

Teaching and learning

Mullion School aims to be proactive in promoting good behaviour and attendance.  PSHE is a guiding principle running through all the work of the school: in the formal curriculum and timetable; in pastoral work and in the underlying values which make up the school. The task of defining the PSHE and Citizenship syllabus, drawing up a scheme of work and co-ordinating the contributions of all departments is carried out by the PSHE team, led by teachers with special training and expertise in its component areas. Pupils are encouraged to question, reflect, explore ideas, expand their understanding, discuss their feelings, express opinions politely, compare different viewpoints and attitudes and finally reach towards informed judgements.

The school will ask the pupils annually to evaluate the PSHE course in order to improve its effectiveness.

Parents make a major contribution to the personal and social development of their children. The school will work closely with parents and periodically invite them to discuss the detail and approach of our PSHE programme. The school will, on occasions, organise Forums for parents where issues of concern, such as drugs, alcohol or internet safety can be discussed. 

Our work on Social and Emotional aspects of Learning (SEAL) is also being embedded into our curriculum, with department use of SEAL Objectives, SEAL assemblies and SEAL work for tutor groups in registration time.

The school aims to make full use of the expertise available from the wider community of the LA, Education Welfare Officer, Police Liaison Officer, Connexions, Counsellors, Parent Support Advisers and other multi-agency teams in order to provide practical intervention strategies and support for pupils with more challenging behaviour.  

Roles and responsibilities

Promoting positive behaviour and regular attendance at Mullion School is the responsibility of the school community as a whole. All members of the school community should follow the basic 6 school rules.
The governing body, the headteacher and members of the senior management team 

· Will support, monitor, evaluate and when necessary revise the school’s behaviour and attendance policy.

All staff  (as appropriate)

· Will endeavour to apply the policy consistently and fairly to all members of the school community. They will ensure that all pupils are taught how to behave well and encourage them to attend punctually and regularly.

· Will attempt to create and sustain a positive, supportive and secure environment.

· Staff will endeavour to act as good role models by modelling high standards of punctuality and behaviour.

Pupils

· Pupils will be encouraged to support each other, as well as staff, in promoting the school’s code of conduct. This can be done in a number of ways: – 

· Recommendations of the School’s Council. 

· Supporting the school’s Anti Bullying Policy.

· Peer mediation.

· Counselling schemes.

· Reporting incidents of misbehaviour, vandalism or reasons for truancy.

Parents and carers.

· Parents and carers are expected to take responsibility for their child’s attendance and behaviour inside and outside of school.

· Parents are expected to work in partnership with the Mullion School in accordance with the Home School Agreement.

Attendance Policy

Registers and categorising absence

· Mullion School will take an attendance register twice a day, once at the start of the morning session and once during the afternoon session.

· The register will indicate whether the pupil is present, engaged in educational activity off-site, or absent.

· The register will show whether an absence is authorised or unauthorised.

· Authorised absence is where the school has either given approval in advance for a pupil to be out of school or has accepted an explanation offered afterwards as satisfactory justification for absence.

· All other absences will be treated as unauthorised.

· In accordance with the Education (Pupil Registration )  Regulations 1995,  only  Mullion School can authorise any absence for its pupils. Parents may not authorise absence. 

Electronic registration

· Currently Mullion School keeps its registers electronically. 

· The original entry in a register and any subsequent alteration will be clearly distinguishable. Both the original entry and the correction will be preserved so that on retrieval the entries appear in chronological order.

· The attendance register will be printed off at least once a month.

· At the end of each school year sheets will be bound into annual volumes and will be kept for at least three years,

· The governing body, which is responsible for the attendance register, is registered with the Data Protection Registrar under the Data Protection Act 1998.

Approved educational activities off-site

The absence of pupils to take part in supervised educational activities outside the school but authorised by the school will be recorded as ‘approved educational activity’. This is the equivalent of ‘present’ for the purposes of the annual return.

The approved educational activity category will be used for the following activities:

· Dual registration arrangements with another school. Failure to attend either institution without good reason will be unauthorised absence.

· Field trips and educational visits in this country and overseas.

· Participation in or attendance t approved sporting activities.

· Work Experience.

· Interviews with prospective employers or for a place at a further or higher educational establishment.

· Link courses, whereby pupils attend a further education college for part of the time.

· Franchised pupils receiving part of their tuition off-site at another location while remaining under the overall supervision of Mullion School. 

Deleting pupils from the school roll

· The school will delete pupils from its admissions register in accordance with the regulations outlined in ‘Regulation 9 of the Education (Pupil Registration) Regulations.

· When a pupil has been removed from roll, the school will notify the LA.

· If a child moves out of the area Mullion School will endeavour to find out the name and address of the new school and when the pupil will start, confirming this information with the receiving school. 

· If a pupil ‘disappears’ from the area without explanation or does not return within ten school days of the agreed return date for a holiday taken in term time then action will be taken to investigate the matter. This may involve contacting the LA’s Designated Child Protection Officer or the Police.

Parentally condoned unauthorised absence

· Mullion School does not have to accept a parental explanation for a child’s absence, whether written, telephoned or given in person. The school will judge whether the explanation given is satisfactory justification for absence.

· Where parentally condoned unauthorised absence appears to be a problem with a particular pupil, the school will involve the Education Welfare Officer as soon as possible.

Categories of authorised absence

Family holidays during term time.

· The school has the discretion to grant up to 10 days authorised absence for the purpose of family holidays during term time.

· Each request for holiday absence will be considered individually and the school reserves the right to refuse permission if the timing of the proposed holiday is ill considered.

· Only in exceptional circumstances will the school grant more than 10 school days leave of absence in any school year.

· If the school does not agree absence and the pupil goes on holiday, the absence will be recorded as unauthorised.

· If parents keep a pupil away for longer than was agreed, any extra time will be recorded as unauthorised.

· Mullion School reserves the right to delete from roll any pupil who fails to return within 10 school days of the agreed return date unless there is a good reason for the continued absence, such as illness.

Illness, medical and dental appointments

· The school requests that when possible, appointments should be made out of school hours.

· Missing registration for a medical or dental appointment will be classed as unauthorised absence.

· If a pupil is present for registration, but has a medical appointment later, or goes home because of illness, no absence will be recorded for that session.

· The school will keep a record of pupils leaving or returning to site in case of an emergency.

· If the authenticity of illness is in doubt, Mullion School and its Education Welfare Officer have the right to consult the School Health Service and/or the pupil’s G.P.

· Any pupil receiving medical treatment on site will be marked as present

Days of religious observance.

· The school will authorise absence for pupils to take part in any day set aside exclusively for religious observance by the religious body to which the parents belong, including religious festivals. Parents are requested to give advance notice.

Exclusions

· Any pupil excluded for a fixed period will remain on roll and the absence will be treated as authorised.

· The absence of a permanently excluded pupil will be treated as authorised while any review or appeal is in progress.

Traveller children

· To help ensure the continuity of learning, Mullion School will not remove a Traveller child from the school roll while they are travelling. Absences during this period will be recorded as authorised.

Family bereavements

· Absences of pupils attending funerals or associated events will be recorded as authorised.

Child caring for a sick or disabled family member

· If there is a genuine crisis the school will approve absence for a child to care for a relative until other arrangements can be made.

· In such an event, the school will set work for the pupil if it is requested.

Family prison visits

· The school will authorise requests for absence which will enable a child to visit a parent in prison.

Pregnancy

· A pupil who becomes pregnant will be allowed no more than 18 weeks of authorised absence to cover the time before and after the birth of the child. After that time, any absence will be recorded as unauthorised.
· We will follow the LA’s protocol for dealing with Teenage Pregnancy. 

Special occasions

· Mullion School will consider each request individually – e.g: family weddings, local events of cultural/historic significance.

Public performances, including film or TV work

· Only the local authority can licence a pupil to take part in a public performance.

· Where participation is agreed, absence will be recorded as authorised.

Lateness

· Registers at Mullion School will be kept open for thirty minutes from the beginning of registration. Pupils arriving after this time will be recorded as late.

· In circumstances such as bad weather or public transport difficulties, the school will keep its register open for a longer period. 

Code of Conduct for Pupils

All members of the school community should follow the basic 6 school rules of Listening, Responsibility, Safety, Organisation, Uniform and Respect.

In addition we expect that pupils must: -

· Be organised for the school day.

· Act responsibly on the way to and from school. Adhere to the Bus Code of Conduct.

· Attend regularly and punctually.

· Work to the best of their ability.

· Respect rules and act responsibly.

· Walk in school (not run) on the right hand side in corridors.

· Be smart and wear the proper uniform.

· Remove outdoor clothing whilst inside the school building.

· Enter classrooms in an orderly fashion, arriving punctually

· Stand behind chairs until silent, at the start of lessons.

· Accept fair, constructive criticism and try to become self-critical and self-improving.

· Show respect for all members of the school community, irrespective of age, gender, ethnic origin or religious background.

· Always speak politely to everyone.

· Support the school’s Anti Bullying Policy and do their best to help create a good, friendly atmosphere in school and on the buses.

· Show respect for the property of others, the equipment and fabric of the school.

· Have regard for Health and Safety - their own and others.

· Not drink (apart from water)  or eat during lessons unless on medical grounds.  Drinking of water is not allowed in Science Labs and ICT suites.
· Not drink or eat in the corridors.

· Not use mobile phones inside the school.

· Not bring into school any illegal substances, cigarettes or alcohol.

Rewards
Mullion School aims to create a climate where praise and encouragement far outweigh the frequency of punishment. Praise begins with frequent use of encouraging language and gestures in lessons and around the school, so that positive behaviour, punctuality and regular attendance are instantly recognised. The school has devised a wide range of rewards which formally recognise effort, behaviour and attendance achievements.

Wherever and whenever the opportunity presents itself, staff will:-

· Give as much individual praise as possible.

· Issue merit slips which lead to bronze, silver and gold awards.

· Issue Upper School Blue Achievement Cards

· Inform Heads of Department, Group Tutors and Key Stage Directors of special effort or success.

· Give as much public praise as possible – e.g. assembly time.

· Consider sending ‘good news’ postcards or letters notifying parents and carers of success, effort or progress.

· Keep record of special effort or success in mark books for inclusion in report or as basis for annual Subject and Head Teacher’s Commendations.

· Notify SMT or Key Stage Directors’s of special successes for inclusion in Praise assemblies or in the weekly Programme or Newsletter.

· Notify MS of outstanding (public interest) success for local press coverage.

The school encourages the importance of regular attendance by awarding good attendance certificates annually. Pupils who have achieved a substantial improvement in their attendance will be recognised through letters home to parents / carers.  

Sanctions
The school’s sanctions system is designed to provide a fair and consistent approach to discipline. The Ethos Policy outlines in detail the graded levels of sanctions which all staff are expected to apply where necessary. It is understood that good judgement, a sense of proportion and use of common sense must prevail at all times. 

Staff are advised to:

· Condemn the behaviour, not the person.

· The punishment, where possible, should fit the crime.

· Avoid early escalation to severe sanctions, reserving them for the more serious or persistent misbehaviour.

· Avoid whole group sanctions which punish the innocent as well as the offenders.

· Encourage pupils to reflect on the effects of their misbehaviour or absence on other members of the school community.

· The reprimand / sanction should be supported with a clear message about what the pupil should do in future. 

The levels of sanctions used by the school following the failure of verbal reprimands are: 

	
	Occasioned by
	Triggered / monitored by
	Notes

	Individual staff detention or any other appropriate sanction – referral slip
	work undone / late / poorly done / misbehaviour
	any member of teaching staff
	Notify HOD

	Departmental detention (L/Time)

- referral slip
	persistent undone/poorly done / late work 

more serious or repeated misbehaviour
	HOD
	Notify GT KSD

	Letter to Parents
	any particular concern
	any member of teaching staff
	Before sending, show copy to HoD or GT and KSD. Copy in student file

	Lunchtime Detention
	referral from member of staff
	KSD
	Referral slip home

	After School Detention
	persistent problems
	SMT/KSD/HOD
	Parents given due notice

	On Report

On Report 1st Level

On Report 2nd Level

On Report 3rd Level
	serious concern about behaviour / work / attitude

Headteacher Report
	KSD
On Report to a member of staff
On Report to KSD
On Report to HT
	Parents always contacted

	Internal Exclusion/ LABU
	failure to respond to On Report/ serious instances of misbehaviour
	KSD
	Parents always contacted

	Fixed term exclusion
	very serious incidents of misbehaviour, rudeness, aggression, Bringing illegal drugs / alcohol into school / misuse of ICT facilities.
	HT only
	Parents notified in writing
Formal record (SIMS)

Governors’ Pupil Discipline Committee may be involved.

	Permanent exclusion
	most serious incidents of repeated misbehaviour, aggression. Pupils who sell / deal in illegal drugs or alcohol in school.
	HT only
	Consultation with Chair of Govs
Parents notified in writing
Formal record (SIMS)

Appeal procedure


To ensure fairness in the application of rewards and sanctions, the school will monitor their use by gender, ethnicity, SEN, year group etc. Appropriate action will be taken when necessary.

Support systems for pupils

The school understands that some pupils will need extra support to help manage their behaviour and attendance.

The school adopts a range of procedures for identifying pupils who fall into this category so that support programmes can be established.

Behaviour:

· Monitoring of referral slips by Group Tutors and Key Stage Directors.

· Scheduled academic reviews of year groups.

· Use of Concern slips by all staff

· The Report system, including Follow-Up Reports, Settling Reports, Daily Reports and Round Robins.

· Regular meetings of the SEN Co-ordinating Committee (SENKEY).

· Early contact with parents – meetings arranged when necessary.

· All Who Teach Meetings – for staff to decide on the most appropriate teaching strategies and behavioural management techniques for specific pupils.

· Pastoral Support Meetings – usually chaired by the LA’s Behavioural Advisor.

· Use the expertise available from the support agencies -  LA advisors, Education Welfare Officer, Educational Psychologist, Police Liaison Officer, Connexions, Counsellors, Pastoral Support Advisers and other multi-agency teams in order to provide practical intervention strategies and support for pupils.  

Attendance:

· Sims Register Computer system accurately records attendance and identifies attendance problems.

· Office staff issue tutors with print outs of attendance gaps so that explanations can be sought.

· EWO visits school on a weekly basis so that appropriate action, including home visits, can be taken.

· Support is given to pupils with genuine attendance problems – e.g. school phobia, personal traumas etc. varies according to the need. E.g. reduced timetables, mentoring, counselling, self-esteem building courses.  

Support systems for staff
All staff at Mullion School are encouraged to deal with misbehaviour and poor attendance, at the time and wherever it occurs in the school. However, clear guidelines of support are available as outlined in the school’s Ethos policy document. Regular professional development on behaviour and attendance is offered to all staff. Extra support is given to staff who are experiencing problems via the SMT, Heads of Department, line managers, pastoral staff and staff mentors. 

Monitoring and Evaluation

The school will regularly review and update its Behaviour and Attendance policy.  The school has engaged in a Whole School Behaviour and Attendance Audit which was designed to measure how well the school’s organisation is managing positive behaviour and regular attendance. The audit informed the school improvement plan and This led to INSET days on Assessment for Learning (AfL),Behaviour for Learning (BfL) and Social and Emotional Aspects of Learning (SEAL) issues.  We continue to work with LA Officers on these issues.
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