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Code of Conduct



Whitby Community College

Code of Conduct
This information is intended to help students to show positive behaviour at all times, for the benefit of the whole College community.  Serious breaches of the Code will lead to sanctions.

All students have the right to get the most from life at the College.  They are expected, with the help of their parents/carers and the staff, to develop skills to manage: 

· their own feelings and behaviour

· their own learning, decisions and plans for  the future.

All students therefore have a responsibility to show

· Respect

· Care

· Helpfulness

to both students, staff, visitors and the local community.  They are expected to take responsibility for their own behaviour, and for the wellbeing of everyone in the College.  They should strive to achieve the highest standards of behaviour.
This code of conduct applies

· All through the College day, including break and dinner time

· On the way to and from College

· On educational visits with College staff
· To all students in Key Stage 4 and in the Sixth Form and, where appropriate, to adult students attending Post-16 courses

There is no place for the following in our College:

· Selfish or inconsiderate behaviour

· Behaviour which prevents others from learning

· Bullying or harassment of any kind, including homophobic bullying

· Racism or racist behaviour

· Defiance or rudeness towards staff

· Verbal abuse or abusive name-calling or swearing

· Actions which might cause danger or harm to others, or damage to property

· Dishonesty (including plagiarism) or theft

· Violence, threats or aggression

· Weapons or dangerous implements

· Cigarettes or tobacco, alcohol or illegal substances

· Truancy and poor punctuality
It is College policy to refer matters to the Police where appropriate.
Key Stage 4 Dress Code

A clear dress code sets the right tone for a working environment in Years 10 and 11.  Our aim is to have a uniform which is affordable, practical and smart. Students who arrive dressed in a way which does not conform to College uniform will normally be sent home to change or will work in isolation.

PLEASE NOTE:

Skirts and Trousers:  Year 10 students whose Caedmon and Eskdale uniform is still in good condition may continue to wear navy skirts or trousers (girls) or charcoal grey trousers (boys) until they need to be replaced when plain black should be purchased.

Trousers must not be ¾ length, culottes, shorts, footless tights or leggings.  They must not be of cord, denim or pinstripe fabric.  Jeans, combat-style or very flared trousers are not permitted.

Skirts should be knee to mid-calf length, not patterned and not worn over leggings or trousers.

Shoes:  Should be sensible for College wear and plain black leather/leather-type. TRAINERS/CANVASS OR MATERIAL SHOES ARE NOT ALLOWED.  No coloured laces, flip flops or slipper-style mules.

Jewellery:  Should not be worn apart from a watch, one charity wrist band and a single, plain stud in each ear.  

Other 
· FASHION ITEMS SUCH AS HATS AND SCARVES, LARGE BELTS OR BELTS WHICH ARE NOT PLAIN BLACK, MAY NOT BE WORN

· MAKE-UP SHOULD NOT BE NOTICEABLE

· HAIR COLOUR MUST BE NATURAL/NO EXTREME HAIR STYLES

· FACIAL PIERCINGS ARE NOT ALLOWED IN ANY CIRCUMSTANCES

Key Stage 4 Code of Conduct
· Remain on site, under staff supervision, at all times during the College day, including break and dinner time, in the interests of your own safety and wellbeing.

· If you arrive late, sign in at the Student Support Office.  If you have permission to leave early, sign out at Reception.  This is essential for health and safety.
· Make sure you are well presented and dress according to the College dress code.

· Help staff to eliminate vandalism, graffiti and litter, and dispose of your litter in bins.  
· Observe the no smoking rule, both in College and on the way to and from College.

· Help to preserve the College environment in a clean and hygienic condition by observing the no gum rule. 
· Remove your coat, outdoor top and hat before entering teaching areas – these should be placed in lockers.
· Teachers will decide where students sit in lessons and tutorial sessions. 

· Bring a suitable bag for carrying books and other equipment safely.

· Bring your Planner daily, and use it to record all homework and 
· Arrive promptly in lessons and tutorial.

· Complete all homework and coursework and hand it in on time.

· You must keep any valuables with you at all times and only bring them to College if essential. Their safekeeping is your responsibility.
· Mobile phones may be brought to College, but must be turned off during lessons, tutorials or assemblies.  You are responsible for the security of your phone, and are strongly advised not to bring valuable phones to College.  Phones may not be used for unauthorised photos or videos.
· The only jewellery which may you may wear is a single stud or sleeper in each ear.  Facial jewellery may not be worn at any time.
· You must observe the ‘Out of Bounds’ areas.
· Remember that public shows of affection are not appropriate.
Key Stage 4 Rewards

· Every opportunity will be taken to praise and reward positive behaviour and recognise students’ achievements.

· Students may collect commendations, and progress to bronze, silver, gold or platinum commendations, or the WCC Achievement Award.  The last three are presented at presentation events.
· Subject prizes and progress prizes are awarded to individual students at presentation events.
· Letters / postcards of praise are sent home e.g. for good progress.
· Very good attendance is rewarded by commendations.

· Praise for effort, achievement and success of any kind is used as daily encouragement.
Support available to help Key Stage 4 students to improve their behaviour

· Staff will speak clearly, firmly and consistently to students about how to improve their behaviour, on either an individual or a group basis, as appropriate.
· Students may be placed ‘on report’ to group tutors, Student Support team or senior staff, for frequent feedback about improvement.

· Where appropriate, students may be given individual help to understand why they must avoid certain types of antisocial behaviour.

· The help of external agencies, including health workers, police, social workers etc, may be sought to assist with improving behavioural issues.

· IEP’s will be put in place to support students whose behaviour is causing serious concern, and parents will be fully involved in the planning process.

Sanctions for Key Stage 4 students
· Poor behaviour may lead to being placed on report or put in detention.

· Detentions may be set by individual staff and may take place at break or lunch time, or for up to an hour after College.  After College detention will be in consultation  with parents and with parents/carers’ consent.  
· Parents/carers will be kept informed and invited to work with staff to improve it.

· Truancy could lead to detention and attendance report and eventually court action.

· Arriving late to lessons or without essential equipment could lead to detention.
· Failure to complete homework will could to detention.  
· Very poor behaviour (including repeated misbehaviour) will lead to Isolation  (internal exclusion) for part or all of a day.  Students remain under staff supervision at all times and work in isolation from other students.

· Fixed term exclusion may be used for very serious or repeated misbehaviour.  This will always involve parents/carers, the governors and the Local Education Authority and follow the exclusion guidelines (see Appendix 1)
· Where a student’s behaviour is extremely poor and puts the learning and/or wellbeing of themselves and/or others at risk, permanent exclusion may be considered as a last resort, or, exceptionally, for a one-off but extremely serious incident of misbehaviour.

· College will always seek Police guidance in all matters which are appropriate.

NB: Letters may need to be translated into other languages where the parent’s first language is not English.

	
	FIXED TERM – up to 5 days in one term
	FIXED TERM – adding up to more than 5 days and up to 15 days in one term
	FIXED TERM adding up to MORE THAN 15 days in one term and no more than 45 days in school year
	PERMANENT

	Headteacher

NB: Lunchtime exclusion counts as half day


	1. Immediately inform parents of type and length of exclusion and reasons for exclusion.

2. Inform parents of right to make representations to Governing Body.

3. No need to hold Governors meeting but must meet to consider representation between 6th and 50th school days following exclusion.

4. Inform LA (for monitoring purposes completing form EX1/FT on page 46 within one school day).

5. Make arrangements for setting and marking work.

6. Make arrangements for a re-integration meeting (from 1st day for primary/ over 5 days for secondary)

7. Maintain school exclusions database in order to monitor an aggregate of fixed term exclusions.

8. Report Exclusions termly to Governing Body (see paras 90)


	1. Immediately inform parents of type and length of exclusion and reasons for exclusion.

2. Inform parents of right to make representations to Governing Body.

3. Inform Governing Body and arrange meetings between 6th and 50th schools days following exclusion, if parent has requested a meeting.
4. Inform LA (for monitoring purposes completing form EX1/FT on page 46 within one school day).

5. Invite parent and LA to meeting of the Governing Body if meeting requested.

6. Make arrangements for setting and marking work for the first 5 days. 

7. Make arrangements for a re-integration meeting (from 1st day for primary/ over 5 days for secondary)

8. Ensure all required documentation is made available to Governing Body, Parent and LA when required.

9. Comply with Governing Body’s resolution or to reinstate at earlier date, if Governors so resolve.

For all fixed term exclusion over 5 days

· Arrange suitable full time education from the 6th day
· If transport required complete section on EX1/FT above to LA
· Inform parents of arrangements for education during the exclusion
	1. Immediately inform parents of type and length of exclusion, and reasons for exclusion.

2. Inform parents of right to make representations to Governing Body.

3. Inform Governing Body and arrange meeting between 6th and 15th school days.

4. Inform LA (and Home LA if not NY) completing form EX1/FT (page 46) within one school day.

5. Invite parents and LA to meeting of Governing Body at a mutually convenient time.

6. Make arrangements for setting and marking work for the first 5 days. 

7. Make arrangements for a re-integration meeting

8. Ensure all required documentation is made available to Governing Body, Parent and LA.

9. Comply with Governing Body’s resolution or to reinstate at earlier date, if Governors so resolve.
For all fixed term exclusion over 5 days

· Arrange suitable full time education from the 6th day
· If transport required complete section on EX1/FT above to LA
· Inform parents of arrangements for education during the exclusion

	1. Immediately inform parents of type of exclusion and reasons for exclusion.
2. If not commenced started initiate a Common Assessment Framework (CAF) process

3. Inform parents of right to make representations to Governing Body.

4. Inform Governing Body and arrange meeting between 6th and 15th school days.

5. Inform LA (and “Home” LA  if not North Yorks.) completing form EX1/P (Page 47) (Form EX2 for Fixed Term made Permanent) within one school day to ensure that the LA  may make the appropriate provision from the 6th day.

6. Invite parent and LA to meeting of Governing Body at a mutually convenient time.

7. Make arrangements for setting and marking work for the first 5 days. 

8. Ensure all required documentation made available to Governing Body and LA.

9. Following a decision of the Governing Body advise the parents and LA where Headteacher’s decision is upheld. Advise parent of right to appeal.

10. Maintain the pupil on the school roll setting appropriate work until the parental right of appeal is exhausted.



NB: Letters may need to be translated into other languages where the parent’s first language is not English.
	
	FIXED TERM – up to and including 5 days in one term
	FIXED TERM – adding up to more than 5 days and up to 15 days in one term
	FIXED TERM adding up to MORE THAN 15 days in one term and no more than 45 days in school year
	PERMANENT

	Governors

NB: Lunchtime exclusion counts as half day

	1. No need to meet unless any representation from parents.  Then meet to consider the representation.


(Cannot direct reinstatement  
where 
fewer than 5 days 
unless pupil loses 
opportunity to take a public 
examination).
[image: image2]
	1. Meet within 6th and 50th School days to consider exclusion, if parents request a meeting.

2. Ask for written statements from parents/LA and Head before the meeting and 
circulate to all who will be attending (including the child if he/she is attending) together with a list of who will be attending.

3. After considering Headteacher’s, parents’ and LA’s representations and the guidance – Improving Behaviour and Attendance Sept 08.

4. a)
whether pupil was responsible for the behaviour and, if so 


b) 
was the Headteacher’s action an appropriate 
response?


  Or


 c) 
if the Governors come to a  different view – reinstate earlier.

5. Ensure LA are sent a copy of the decision when informing parents.
	1. Consult with parent/carer/LA/ Headteacher to agree mutually convenient date for meeting.  Meet within 6th and 15th school days to consider exclusion.

2. Ask for written statements from parents/LA and Head before the meeting and circulate to all who will be attending (including the child if he/she is attending) together with a list of who will be attending.

3. After considering Headteacher’s, parents’ and LA’s representations and guidance in Improving Behaviour & Attendance: September 08.

4. a)
whether pupil was responsible for the behaviour and, if so 

 b) 
was the Headteacher’s action an appropriate response?

Or

c) 
if the Governors come to a different view – reinstate earlier

5. Ensure LA (and “Home” LA if not North Yorkshire) are sent a copy of the decision when informing parents.


	1. Consult with parent/carer/LA/ Headteacher to agree mutually convenient date for meeting.  Meet within 6th and 15th school days to consider permanent exclusion.

2. Ask for written statement from parents, Head and LA before the meeting and circulate to all who will be attending (including the child if he/she is attending) together with a list of who will be attending.

3. After considering Headteacher’s, parents’ and LA’s representations, improving Behaviour & Attendance guidance September 2008, determine

a) whether on the balance of 
probability pupil was 
responsible for the 
behaviour, and, 
if so –

b)  was the Headteacher’s action 
 an appropriate response?

c) were strategies deployed to 
mitigate the effects of the 
behaviour including the use of 
PSP/IEP.

or

d) if the Governors come to a 
different view – reinstate.

4. Ensure governor attendance at Independent Appeal if required.

5. Ensure LA (and “Home” LA if not North Yorkshire) are sent a copy of the decision when informing parents.


	
	FIXED TERM – up to and including 5 days
	FIXED TERM – adding up to more than 5 days and up to 15 days in one term
	FIXED TERM adding up to MORE THAN 15 days in one term and no more than 45 days in school year
	PERMANENT

	LA
NB: Lunchtime exclusion counts as half day


	1. Record Exclusion.

2. Monitor trends (including by ethnicity)

3. Inform Social Worker and ELAC team if the child is LAC

	1. Record exclusion.

2. Monitor trends and outcomes.
3. Notify outcome of fixed term exclusion governors meeting to A & I.
4. Inform Social Worker and ELAC team if the child is LAC

	1. Record exclusion.

2. LA officer may attend Governs meeting at a mutually convenient time and make a statement in general terms, for example about how other schools in the area have dealt with similar incidents.  The LA representative should also draw attention of governors to issues where there is a lack of clarity, more information is needed, or guidance appears to have been ignored (P107).
3. Consider with Headteacher what arrangements will help reintegration

4. Monitor trends and outcomes.
5. Notify outcome of fixed term governors’ meetings to A & I.

6. Inform Social Worker and ELAC team if the child is LAC

	1. Record exclusion.

2. LA Officer to attend Governing Body arranged at a mutually convenient time and provide a statement of the LA’s view on the appropriateness of exclusion.

3. Ensure parents know about their right of appeal and confirm date of appeal meeting.

4. Arrange for appropriate full time alternative education from 6th school day following exclusion.

5. Monitor trends and outcomes

6. Notify outcome of permanent exclusion governors’ meeting to A & I.

7. Notify parent/carer in writing within 3 days, to confirm outcome and inform of right of appeal.
8. Inform Social Worker and ELAC team if the child is LAC

9. Following a permanent exclusion a re-integration plan should be drawn up within one month, see para 59-60 for content

10. During the first 5 days of a permanent exclusion the  LA should arrange to assess pupil’s needs.  This should involve Common Assessment if not already initiated




	
	FIXED TERM – up to 5 days in one term
	FIXED TERM – adding up to more than 5 days and up to 15 days in one term
	FIXED TERM adding up to MORE THAN 15 days in one term and no more than 45 days in school year
	PERMANENT

	PRU

NB: Lunchtime exclusion counts as half day
	1. Immediately inform parents of type and length of exclusion and reasons for exclusion. 

2. Inform parents of right to make representations to Management Committee.

3. No need to hold meeting unless parents make representation and request meeting.  If parents make representation arrange meeting between 6th and 50th school days following exclusion.

4. Make arrangements for setting and marking work.
5. Make arrangements for a re-integration meeting (from 1st day for primary/ over 5 days for secondary)

6. Maintain PRU exclusions database in order to monitor an aggregate of fixed term exclusions.

7. Inform the LA of all exclusion by completing form EX1/FT Page 46 and report termly to the Management Committee


	1. Immediately inform parents of type and length of exclusion and reasons for exclusion. 

2. Inform parents of right to make representations to Management Committee..

3. No need to hold meeting unless parents make representation and request meeting.  If parents make representation arrange meeting between 6th and 50th school days following exclusion. . (NB – Management Committee to review the decision to exclude in line with exclusion guidance – please refer to Appendix 1 (C).
4. Make arrangements for setting and marking work.
5. Make arrangements for a re-integration meeting (from 1st day for primary/ over 5 days for secondary)

6. Maintain PRU exclusions database in order to monitor an aggregate of fixed term exclusions.

7. Comply with LA resolutions to reinstate at earlier date if so resolved.

8. Inform the LA of all exclusion by completing form EX1/FT Page 46 


	1. Immediately inform parents of type and length of exclusion and reasons for exclusion. 

2. Inform parents of right to make representations to Management Committee..

3. Arrange meeting between 6th and 15th school days following exclusion. (NB – Management Committee to review the decision to exclude in line with exclusion guidance – please refer to Appendix 1 (C).
4. Invite parents  and LA to meeting at a mutually convenient time.

5. Make arrangements for setting and marking work for the first 5 days.

6. Comply with LA resolution to reinstate at earlier date if so resolved.

7. Plan to

· Enable pupil to continue education.

· How to use time to address pupil’s problem.

· With LA consider reintegration plans.

8. Inform the LA of all exclusion by completing form EX1/FT Page 46 and inform to the Management Committee
9. Inform parents of arrangements for education during the exclusion

10. Ensure all required documentation is made available to Management Committee., Parent and LA

	1. Immediately inform parents of type and length of exclusion and reasons for exclusion and advise parent of right to appeal.
2. Arrange meeting between 6th and 15th school days following exclusion. (NB – Management Committee to review the decision to exclude in line with exclusion guidance – please refer to Appendix 1 (C).

3. Ensure all required documentation is made available to the Management Committee and any subsequent Appeals panel.

4. Maintain pupil on roll setting appropriate work until appeal completed.

5. Inform the LA of  exclusion by completing form EX1/P Page 47 in order that appropriate provision can be put in place from the 6th day of any exclusion and any necessary transportation arrangements can be made

6. Inform Governing Body and arrange meeting between 6th and 15th school days.

7. Inform LA (and “Home” LA  if not N Yorks.) completing form EX1/P (Page 47) (Form EX2 for Fixed Term made Permanent) within one school day to ensure that the LA  may make the appropriate provision from the 6th day.

8. Invite parent and LA to meeting of Governing Body at a mutually convenient time.

9. If not commenced started initiate a Common Assessment Framework (CAF) process

10. Ensure all required documentation made available to Governing Body and LA.


Girls and Boys


Plain white shirt with collar


College tie


Plain black V-neck jumper to be worn at all times except the second half of the Summer term


Plain black shoes


(training shoes/canvass or material shoes are not allowed)





                         Girls                                                                                  Boys


       Plain black skirt or plain black trousers                          Plain black trousers


       White or dark plain socks or black tights                        White or dark plain socks





       PE Kit                                                                            PE Kit


      (Indoor)      Plain white polo shirt                                  (Indoor)     Plain white polo shirt


                       Navy shorts                                                                 White shorts


                       White socks                                                                 White socks


      (Outdoor)   Plain navy or black sweatshirt                       (Outdoor)  College rugby shirt                   


                       Plain white polo shirt                                                    Plain white polo shirt


                       Navy shorts                                                                 Black shorts


                       Navy hockey socks                                                       Black football socks


                                                               Trainers/Boots





(Navy PE sweatshirts can be purchased directly from College)





�





�





For review and approval by the Governing Body on 27 April 2010 





Following a permanent exclusion a re-integration plan should be drawn up within one month, see para 58-60 for content





For all exclusions – if the child loses the opportunity to take a public examination the Management Committee MUST be informed





NB: A child in the care of the LA (or in voluntary care) should not be excluded without considering alternative options for supporting the young person (para’s 77 - 83) and discussion with the LA to ensure suitable alternative full-time provision from Day 1 





NB: A child in the care of the LA (or in voluntary care) should not be excluded without considering alternative options for supporting the young person (para’s 77 - 83) and discussion with the LA to ensure suitable alternative full-time provision from Day 1 





NB: Governors should not interpret a parent’s acceptance of full-time education off-site as signalling agreement with the Headteacher’s decision to exclude





NB: A child in the care of the LA (or in voluntary care) should not be excluded without considering alternative options for supporting the young person (para’s 77 - 83) and discussion with the LA to ensure suitable alternative full-time provision from Day 1 





For all exclusions – if the child loses the opportunity to take a public examination the Governing Body MUST be informed





NB: A child in the care of the LA (or in voluntary care) should not be excluded without considering alternative options for supporting the young person (para’s 77 - 83) and discussion with the LA to ensure suitable alternative full-time provision from Day 1 
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