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1. Introduction

1.1 Rationale

Hatcham College prides itself on the quality of the education it offers. The College strives to maintain excellent
relationships with communities and with all the people and organisations that we work and deal with. We continue
to teach about and expect positive conduct and great behaviours from our young people and staff. This policy aims
to emphasise expectations of behaviour underpinned by equality, equity, diversity and inclusivity.

We seek to ensure that all our young people are happy and safe at the College and can learn successfully within a
supportive environment. We have a student and staff population of a wide range of different races, ethnicities,
genders, sexual orientation, ages, social economic circumstances, abilities, specific learning needs and personal
circumstances. Our inclusive ethos promotes recognition and support for this, and we work hard to prevent and
challenge any behaviours that may impede a young person from achieving their full potential.

We believe the most effective learning and teaching takes place in a well-managed environment. We also believe
that all pupils have the right to learn and all our teachers have the right to teach. Our Culture for Learning policy
focuses on promoting the positive behaviours and routines which support successful Quality First Teaching.

1.2 Aims
We are committed to continuously strengthening our support for everyone connected with the College—our
staff, pupils, parents, carers, and the wider community. We believe every child deserves an excellent school on
their doorstep, and every member of staff deserves a workplace where they can thrive and contribute
meaningfully.
e Every pupil, regardless of background or starting point, will be supported to flourish, take pride in who
they are, and achieve remarkable things.
e Every member of staff will be empowered to become the best version of themselves, feel a deep sense
of belonging, and know that their voice matters—whatever their role.
e Parents, carers, and families will feel welcomed, valued, and actively involved in the life of our College.
e Our College will remain rooted in and responsive to the community it serves, acting as a beacon of
opportunity, inclusion, and excellence.



2. Positive Approaches to Behaviour (Praise & Rewards)

The following are some of the rewards given to encourage positive behaviour:

e Positive praise and language within lessons and around school

e Positive contact with home (email, letters, telephone calls or 1:1 meetings) where positive behaviour
and achievement is recognised and celebrated.

e REACH Points (Respect, Enthusiasm, Aspirational, Collaborative and Independent, High Achieving)
are given out for showcasing the College values in all aspects of their schooling.

e Postcards and certificates for College values are given out to students around the College.

e Recognition in assemblies by the Head of Year, Leadership Team and from other students

e Celebration events for REACH points such as pizza parties or reward trips

e Celebration day prizes

e Consistency Champes weekly prize raffle

3. Classroom Routines

We have consistent classroom routines which support high expectations of students.
3.1 Beginning of the Lesson

e Meet and Greet - Staff must be at classroom doors assisting in clearing the corridors, welcoming students
to their class

e Studentsare greeted and asked to enter the lesson.

e Students complete the Do Now' task in silence.

e Register taken within the first 5 minutes, review expectation and working conditions are defined.

3.2 During the Lesson

e All students to actively listen when a teacher is talking or during class feedback.

e (Clear concise instructions to be shared verbally, visually and/or in written form.

e Use of positive affirmation of wanted behaviours to correct unwanted behaviours.
e Use of Assessment for Learning Strategies to check for understanding.

3.3 Ending of the Lesson

e Students are expected to sit silently as the teacher recaps and reviews learning.

e Students are asked to stand behind their chair in silence.

e Students must be silent as they are dismissed row by row.

e Teacher must stand at the door when dismissing class and ensure praise for great behaviours and
correct behaviour in the classroom and corridor.



4. Behaviour management

4.1 Positive Behaviour Management
4.2 In-class behaviour

Student behaviour which disrupts learning will be addressed using the process below. Normally staff will
need to follow the system as outlined below, progressing clearly between stages.

Classroom Expectations and Consequences =y Haberdashers

Teacher will:
Reminder |- Remind the student(s) of our Resdi o {sarn expectstions within the
classroomm

Types of behawimrs:
- Mot listeruing
- Digtracting others

[rufficient affort
" - Minor inappropriate beheviour, cornplisnt once challenged
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1

- Lo om Arbor &t the end of the lessom

- Inappropnate language or behaviour
- Refusal to follow request
- Digruption to

- Informmy student that any further infringement will lesd toa €3 and
mowe the student to another seat
-Fn notes to record C2 by their ininals
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- Acknowledge a C2 to the student in repalr canversstion

4.3 Out of Class Behaviour



In some cases, incidences of poor behaviour happen outside of the classroom. Most incidents outside of the
classroom should be addressed immediately by the member of staff who has witnessed poor behaviour and
appropriate sanctions logged on Arbor including a phone call home. For example:

e Uniform infringement (refusal to remove inappropriate items or to borrow appropriate uniform)

e Failing to follow corridor etiquette i.e. running, shouting, barging, use of inappropriate language

e Eating/drinking/chewing gum in classrooms/ corridors and/or other areas where food is prohibited e.g. Main
Hall

e Littering

These should be addressed using the Culture for Learning policy and recorded on Arbor.

Should a member of staff witness poor behaviour of a serious nature (C4/5 behaviours) outside of the
classroom, they should notify On-Call and remain with the student. For example;

Fighting

Vandalism

Threatening/intimidating behaviour

Verbal abuse of any member of the college
Instances of racism, misogyny and homophobia

Where there is a serious breach in the Culture for Learning policy, staff should email their account of what they
saw to Head of Year and Head of Key Stage. This information should be factual; bullet pointed and avoid
suggestion. All communication should always be professional and polite.

Instances could lead to a Suspension (Internal or External) depending on the severity of the incident.

4.4 On Call System (Behaviour)

If there is a serious behavioural, medical, or safeguarding concern, the following systems should be used to
alert the appropriate staff members:

e Serious safeguarding concern — hatchamsafequarding@habstrustsouth.org.uk

e Medical concern — HatchamFirstAidOnCall@habstrustsouth.org.uk

e Serious behaviour concern out of class/school — the appropriate on call system at each site (for PE
fields, on call should be used where the student is from e.g. KS3 — JS On Call and KS4 — PS On Call)

The On-Call System is designed as a supportive measure, to enable teachers to teach. Ideally, On Call is used
to support restorative conversations where the student is given the opportunity to repair their behaviour
and return to the classroom. If the situation is unable to be resolved and the student must be removed from
the classroom, then a behaviour sanction must be logged on Arbor by the class teacher, and appropriate
sanctions followed up. Parents / carers must be contacted on the day of the incident to inform them of the
behaviours and the follow up sanctions (usually a C3 next day detention). A restorative conversation would
be appropriate following this type of incident. This can be supported by the Line Manager, Department Head
or Pastoral Manager.

Restorative Approach - This approach provides students the opportunity to express themselves in a safe
environment to maintain and repair relationships. The restorative 'way' creates a culture of
communication and sharing perspective to ensure that all stakeholders are working in collaboration and
identifying next steps to work positively with one another.

On Call alerts are sent through Arbor ‘Emergency Alerts’. Staff can find the Emergency Alert button on the
left side of the screen when logged into Arbor. Once clicked, staff are automatically assigned as the person
making the alert, and if timetabled to be in a certain location or event, Arbor will include those details with
the alert. Next select, Edit or add information
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e select alocation or event so the staff on call knows where to go
e Select an Emergency alert type

e Select student/s the alert is involving - if you need a student to be removed, you can select this student.
The registration form is included next to the student's name so you can tell them apart.

e Add further notes in the Comments box

Once the alert has been sent, a notification will be received. Click on the link to be taken to the alert
overview.

e C(Click any of the details with an arrow > to amend it
e Add notes using the Add note button

e Mark the alert as resolved using the Resolve button

4.6 Out of School Behaviour

We have a statutory power to discipline students for misbehaving outside of the school premises. Section 89
(5) of the Education and Inspections Act 2006 gives us a specific statutory power to regulate pupils’ behaviour
in these circumstances “to such extent as is reasonable.” This includes online behaviour. The misbehaviour
could be witnessed by a staff member or reported to the College.

We therefore reserve the right to discipline a student for:
e any misbehaviour when the child is:
- taking partin any school-organised or school-related activity or
- travelling to, from or between College sites or
- wearing school uniform or
- in some other way identifiable as a student at the College
- acting inappropriately online

e or misbehaviour at any time, whether the conditions above apply, that:
- could have repercussions for the orderly running of the College or
- poses athreat to another student or member of the public or
- could adversely affect the reputation of the College.

The sanction will be proportionate to the misbehaviour and could be up to, and including, a Fixed Term
Suspension, Off Site Direction, Managed Transfer or Permanent Exclusion.

4.7 Sexual harassment

The school will ensure that all incidents of sexual harassment and/or violence are met with a suitable
response, and never ignored. Pupils are encouraged to report anything that makes them uncomfortable, no
matter how 'small’ they feel it might be.

The school’s response will be:
e Proportionate
e Considered
e Supportive
e Decided on a case-by-case basis

Sanctions for sexual harassment and violence could be up to, and including, a Suspension or Permanent
Exclusion, regardless of outside agency involvement (e.g. police)

The College has procedures in place to respond to any allegations or concerns regarding a child’s safety or
wellbeing. These include clear processes for:



e Responding to areport

e Carrying out risk assessments, where appropriate, to help determine whether to
o Managethe incident internally

Refer to early help

Refer to children’s social care

Report to the police

Refer to the Local Authority Designated Officer (LADO)

O O O O

Please refer to our child protection and safeguarding policy for more information; the policy is available on
the school website.

4.5 Behaviour Investigations

Serious breaches of the behaviour policy will require an investigation. Further information on the investigation
process can be found in Appendix 4: Investigation Framework.



5. Thresholds and support mechanisms

Our philosophy is to encourage a high level of motivation and self-discipline in the students so that they become great learners and also make rapid and sustained progress over time. The
levels of behaviour are outlined below:

5.1 Inclusion
As an integral part of the College’s behaviour management strategy, additional support may be provided by the Inclusion team at any stage. Any support or intervention will have been
discussed and agreed at Inclusion Team meetings prior to commencement. All support and intervention will be tracked and monitored for its impact.

5.2 Behaviour Points Threshold

We monitor sanctions using a behaviour threshold system, where consequences and appropriate support are used with students. The Behaviour Points Threshold table demonstrates
approaches that can be applied to support student conduct. The approaches are not fixated on a point score but demonstrate a range of approaches that can be used to support students when
they are within any point criteria.

Stage Criteria Staff Possible support measures and actions
Pre 15points = porm tutor e Tutor calls Revised seating plans
Student reflections
1 50 e  Mentoringdiscussion with Tutor/Deputy Head of Year
oints e Tutorreport Communication with teachers
P Form tutor ) Round Robin
e Tutor contact with parent(s)/carer(s) Discussion at HOY meeting
e  Studentreflections Referral to TAYG (team around the year group)
2 100 e  Mentoring discussion with Head of Year / Pastoral Manager . .
. Meeting with teachers
points e  Pastoral Manager Report Team around the child
Pastoral e  Head of Year report Welfare Referral
%ansg?r/ e  Contact with parent(s)/carer(s) SEND Assessment
eado i
3 200 Vear e  Mentoring discussion with Head of Year and Tutor Internal mentoring referral /
. . . Behaviour Passport
points e  Parents meeting with Head of Year

e Extended Head of Year report External agency referral:

4 350 e  Meeting with Senior Leadership and Head of Year - SALT
points e  Head of Key Stage Report - Lewisham Outreach Inclusion (LOI)
e  Pastoral Support Plan - Educational Psychologist
Risk Assessment - CAMHS
Senior e  Suspension (internal/external) - Earlyhelp
5 500 Leadership o  Inclusion Panel
points e  Vice Principal Report and Governor Meeting SEND interventions — emotional regulation
e  Pastoral Support Plan
e  Suspension (internal/external) Early Help/MASH referral for those at risk of permanent exclusion
6 800 e  Executive Principal Meeting
points ~ Executive e  Offsite Direction

e  Alternative provision placement
Principal e  Managed Transfer, i applicable



e  Permanent exclusion for persistent disruptive behaviour



6. Exclusion/Suspensions

Please refer to the Trust Exclusions Policy found on the school website for more detail.
6.1 Internal Suspension

This may take effect if a student is disruptive in lessons and makes it difficult for other students to learn or
out of lessons if a student has disrupted the behaviour expectations of the College. They will spend time in the
Internal Room and complete work set by their teachers. This will be supervised by a member of staff. Failure
to follow instructions in the Internal Room or complete work as expected will result in Suspension. When a
studentreceives an internal suspension, the timings of their school day are altered. They should arrive at school
at 08.55 and their school day will end at 16.00. The internal suspension room is at Jerningham Site, Bathurst
Building.

6.2 Respite placement

On occasion we will work with partner schools to provide respite placements for students. We use respite
placements for students who, despite previous interventions, are still finding it challenging to reach the
schools behaviour expectations. Students will have the opportunity to continue their education and be able to
reflect on their behaviour in a neutral space. We will use respite placements to prevent students from
progressing to the next level of sanction, and to avoid a fixed term suspension. There will be cases where
respite is not appropriate. The timings of the day depend on the partner school and will be confirmed with
parents/carers prior to the placement.

6.3 Suspension (Fixed Term Exclusion)

This occurs when a student has to be removed from the College as a result of the choices and actions. A pupil
who repeatedly disobeys their teachers’ academic instructions could, be subject to exclusion. This is a serious
sanction and following an exclusion, parents/carers are asked to come in to school with the student to discuss
further strategies, read through and acknowledge the Home-School Behaviour Agreement.

Excluded pupils will be encouraged to participate at all stages of the exclusion process, considering; their age
and ability to understand what has happened and how to best move forward during a reintegration meeting.
Appendix 2 shows the national standard list of reasons for exclusions.

6.4 Permanent Exclusion
A decision to exclude a pupil permanently should only be taken in response to a serious breach or persistent
breaches of the school's behaviour policy; and where allowing the pupil to remain in school would seriously

harm the education or welfare of the pupil or others in the school.

A pupil may be suspended for one or more fixed period (up to a maximum of 45 school days in a single
academic year), or permanently excluded.



7. Use of Reasonable Force

All members of school staff have alegal power to use reasonable force. Reasonable force can be used to prevent
pupils from hurting themselves or others, from damaging property or from causing disorder. The term
‘reasonable’ means using no more force than is needed.

Where possible, staff will attempt to de-escalate a situation rather than intervene physically. The decision as
to whether reasonable force is required or not is down to the professional judgement of the member of staff,
based on the context of the situation.

If reasonable force is used, a physical intervention record form will be completed by all members of staff
involved and parent/carers will be notified. These will be kept with the Designated Safequarding Lead (DSL)

Further details regarding the use of reasonable force within schools can be found in the Department for
Education’s July 2013 publication, last updated January 2025, ‘Use of reasonable force: advice for headteachers,

staff and governing bodies’.

8. Prohibited items

The use of mobile phones is not permitted anywhere on or in the vicinity of any College site for years 7-11.
Brick phones may be brought into school provided they are switched off and kept in a school bag. If a brick
phone is seen or heard by a member of staff, it will be confiscated and kept in the school safe until a parent
or carer is able to collect it, before 4pm. If a parent or legal guardian is unable to collect, the brick phone will
be returned to the student at 3:30pm on Friday.

Sixth formers may use their mobile phones in communal areas in the Sixth form block only, if a smart or
brick phone is seen outside of these areas, it will also be confiscated. If a student refuses to hand over this
phone when asked, it could result in a suspension.

The following items are banned from the College premises and on school visits:
e Smart phones and connected devices

e Alcohol/drugs/drug paraphernalia

e Weapons/blades or large pointed scissors (school scissor only)

e Fireworks

e Energyand/or fizzy drinks

e Large bags of sharing sweets and crisps

e Metal combs (plastic combs are permitted)

e Aerosols (including deodorant)

e Cigarettes or any other smoking paraphernalia including e-cigarettes and vapes

e Stink bombs/water bombs/water pistols/bangers

e Gel guns and gel blasters or alternatives

e Hooded sweatshirts

e Chewinggum and lollipops

e Any paraphernalia designed to promote racist, sexist, homophobic or transphobic themes or
ideals, including extremist propaganda or pornography of any kind.

e TItems of clothing which could be utilised to conceal identity e.g., balaclavas.

e Stolen items, or items that are suspected of being stolen.

e Any weapon or items which are evidence of a suspected offence, or likely to cause harm to
themselves or others.

[tems, such as those above, will be immediately confiscated by College staff and an appropriate sanction will
be issued based on the severity of the item. [tems will be disposed of or returned to parents and legal
guardians as appropriate.

In some cases, if the school is aware of criminal behaviour either in or out of school it will be necessary for the
college to refer an investigation to the police. The College has a legal obligation to cooperate with any
subsequent investigation.
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8.1 Searching, screening and confiscation.

Items, such as those above, will be immediately confiscated by College staff and an appropriate sanction will
be issued based on the severity of the item. Parents/carers will be notified and asked to collect the item from
reception.

In situations where a search is deemed necessary the school will:
e Askpermission from the student
e Make sure the student is aware of why the search is taking place
e Contact home to explain why a search was conducted and what, if anything, was found
e Ensure the search takes places away from other pupils
e Search a pupil's outer clothing, pockets and possessions (bags)
e A metal wand may be used where appropriate

Physical contact with a student will not ever form part of the search.

The search should only be conducted by the principal, or a member of staff authorised by the Executive
Principal. The search should always be conducted with two members of staff present, with the member of staff
conducting the search, always being the same gender as the student. The other staff member will act as witness.

Any searches will be communicated with the DSL (or deputy) via CPOMS. Records should include:

e Date, time and location of the search

e Name of the student

e Who conducted the search and who the name of other adults present
e What was being searched for

e Thereason for searching

e Whatitems, if any, were found

e What follow up action was taken because of the search

After a search has taken place, the school will consider future support if necessary. This may include pastoral
support, welfare support or a referral to children’s social care.

In the event the student refuses to be searched, the student will be kept separately from the rest of the student
body while appropriate actions are taken. This may include contacting parents/carers or in serious cases, the
police. Refusal to cooperate with an investigation will result in sanctions that may include suspension.

If there is suspicion that a young person has a concealed weapon or blade, a security wand may be used. This
will be used in conjunction with a search and under the agreement of the young person. As with any search,
parents/legal guardians will be contacted to inform them the search has been undertaken and the rationale for
that search.



9. Communication

This policy is always available on the school website and the staff intranet for all stakeholders to view and

refer to.

Pupils will be reminded of the information outlined in this policy regularly through assemblies, tutor time,
lessons and one-to-one conversations. Aspects of this policy are also displayed in classrooms.

This policy will be shared with staff, parents and carers at the beginning of the academic year for pupils new
to the academy and with parents/carers of any pupils who join the school as an in-year admission. The home
school agreement (Appendix 3) is a contract between the family, student and the school to confirm an
understanding of the behaviour expectations and a commitment to adhere to the College aims of disruption

free learning.

10. Monitoring and Evaluation

Assistant Principal

groups
Behaviour data — trends groups of concern
Monitoring HOYs

Who? What? When?

Form tutors Punctuality and attendance Daily/Weekly
Behaviour and rewards

Head of Year / Pastoral | Punctuality and attendance Daily - Arbor

Managers Behaviour categories — identify trends and Weekly review PowerBi
students of concern
Monitoring Form Tutors

Head of Key Stage / Attendance & punctuality data — trends and key | Weekly

Bi-weekly behaviour report for HLT

Vice Principal

Whole school attendance/punctuality data
Whole school behaviour data

Key trends/concerns

Monitoring Heads of Key Stage / Assistant
Principals

Weekly
Half termly whole school overview to HLT
Termly report to Local Governing Body

This policy is reviewed annually and sent to the Local Governing Body Committee for approval in the summer

term meeting.

11.

e Education and Inspections Act 2006

e DfE Exclusions Guidance (September 2023)
e Behaviour in Schools: Advice for headteachers and school staff (February 2024)
e Keeping Children Safe in Education (2024)
e Useof reasonable force: advice for headteachers, staff and governing bodies
e Haberdashers' Hatcham College Uniform Policy (2025)
e Haberdashers' Trust South Exclusion Policy (2024)

References and links with other policies




REACH and Consequence points 2025-26

Consequence Points

Reward Points

Possible
consequences

issued

Types of behaviour

Contribution to wider curriculum

Contribution to the school
community

WARNING

Cl

Verbal reminders

Formal Warning

Not listening

Lack of equipment first time

Distracting others

Insufficient effort

Non-compliance with uniform expectations
Minor inappropriate behaviour - Correct behaviours
once challenged.

Active participant in lesson Excellent
home learning Outstanding classwork
Improvement in effort

Actof kindness or
helpfulness

Effective participation in
enrichment activity

Break/lunch time
detention

After school
detention

Inappropriate language
Inappropriate behaviour
Refusal to follow instructions
Persistent behaviour from C1
Persistent lack of equipment

Mastery mindset in action Showing
independent and resilience

Hosting visitors to school
Interview panels
Prefect lunch duties

REPAIR or
REMOVE

C3

20
Points

After school
detention (60 or 90-
minute)

Internal room

Refusal to sit in the seat as directed

by the teacher/ staff member

Lack of respect to staff / defiance

Lack of respect to other students

Walking out of a lesson without permission
Persistent behaviour from previous column
-On Call: Parked in another classroom

Significant role on PSHCE day
Contribution to sports Concert/production
participation in music events

Average C2L of 1 on report Student of the
week

School council
representative
Supporting parents’
evening

Supporting open day
Presentation to peers (inc.
assembly)

Regular support of peers

Voluntary work

Award in achievement assembly
Representing the school in a sport or
music event (or similar)

Significant contribution to
community or social action
Presentation to SLT /
Governors
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Appendix 2: National Standard List of Reasons for Exclusions

The DfE has produced a national standard list of reasons to be used when reporting exclusion. The 12
categories should cover the main reasons for exclusions and the ‘other’ category should be used sparingly. The
further details suggesting what the descriptors cover should be used as a guide and are not intended to be used
as a tick list for exclusions.

Physical assault against pupil (PP) Includes:
- fighting
+ violent behaviour
+ wounding
« obstruction and jostling
Physical assault against adult (PA) Includes:
+ violent behaviour
+ wounding
+ obstruction and jostling
Verbal abuse/threatening behaviour against pupil
(VP) includes:
+ threatened violence
* aggressive behaviour
+ homophobic abuse and harassment
verbal intimidation
« carrying an offensive weapon
Verbal abuse/threatening behaviour against adult
(VA) Includes:
+ threatened violence
* aggressive behaviour
+ swearing at a member of staff
+ homophobic abuse and harassment
+ verbal intimidation
+ carrying an offensive weapon
Bullying (BU) Includes:
« verbal
+ physical
+ homophobic bullying
« racist bullying
Racist abuse (RA) Includes:
* racist taunting and harassment
« derogatory racist statements
swearing that can be attributed to racist
characteristics
« racist bullying
- racist graffiti

Sexual misconduct (SM) Includes:

+ sexual abuse

+ sexual assault

+ sexual harassment

+ sexual bullying

« sexual graffiti

Drug and Alcohol related (DA) Includes:

+ possession of illegal drugs

+ inappropriate use of prescribed drugs

+ drug dealing

+ smoking

+ alcohol abuse

+ substance abuse

Damage (DM) Includes

+ damage to school or personal property belonging to
anymember of the school community:

+ vandalism

* arson

« graffiti

Theft (TH) Includes:

« stealing school property

« stealing personal property (pupil or adult)

« stealing from local shops on a school outing

+ selling and dealing in stolen property

Persistent disruptive behaviour (PB) Includes:

+ challenging behaviour

+ disobedience

« persistent violation of school rules

Other (OT) Includes incidents which are not covered

by the categories above but this category should be

used sparing

12



Appendix 3: Home School Agreement

HHC Home | School Agreement 2025 — 2026

At Haberdashers’ Hatcham College, we want to work in partnership with our students and their families, to create an
environment in which we can all achieve excellence through mutual respect. To do this, we have some common expectations
which will support everyone to realize their potential and succeed.

1

2.

10.

11.

12.

13.

I agree to arrive at school every day with a positive attitude for learning. I will always do my best.

Iunderstand I am responsible for following our college rules, routines and expectations to contribute to
the positive learning community in our college.

I will be ready to learn by bringing the correct equipment for my lessons, including the correct uniform and PE kit.
I will be punctual in the mornings on arrival with plenty of time to be in my tutor room before 8.30am.

I aim to have excellent attendance. I will persevere and will be present whenever I can
because every lesson counts and my learning matters.

I will complete all homework tasks to the best of my ability and to the set deadlines.

I agree to respect my own as well as others’ personal space, property, and wellbeing. I will treat the college, the
wider community, and the college environment with kindness and mutual respect.

Iunderstand the Haberdashers’ Hatcham College policy regarding electronic devices: I take responsibility
for ensuring I do not bring a smart phone, smart watch or other bluetooth connectable devices (e.g.
airpods or headphones) to college as per the mobile phone policy. Brick phones are turned off and kept in
my bag for the duration of the college day. I understand that if a smart phone or other smart device is
seen either in the college or in the vicinity of the college (Jerninghan Road, Pepys Road or Nunhead)
it/they will be confiscated for 7 days. Iunderstand that in the event of loss or damage to the above it is
not the college's responsibility to intervene.

I will be punctual to all my lessons. I will work hard and try my best to ensure I do not disrupt others. I
will behave safely and listen to instructions the first time, every time. [ understand that if I fail to meet
any of these expectations, that I will be issued with Consequence Points which may result in an after-
school detention and/ or may need to spend some time parked in another lesson or some time out of
circulation in the Internal Room.

I will be a positive ambassador of Haberdashers' Hatcham College when in the community, including
traveling to and from school in full uniform, upholding the values of excellence and mutual respect. I will
wear the correct college uniform with pride as per the Culture of Learning Policy and understand that
non permitted items will be confiscated.

I understand that I will be expected to walk between sites and I will be a positive ambassador for the
college by walking sensibly, with purpose and respectfully.

I will respect and understand the individual differences and diversity of our college community, including other
students and all staff.

I understand that classes will be regularly reviewed to ensure all learners are making
good progress, and that these reviews may result in my class being changed.

You can learn more about the policies and procedures that we uphold within the college by visiting:
https//www.habshatcham.org.uk/Policies/
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Ms K. Scott Principal Signature

July 2025
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Appendix 4: Investigation Framework

Investigation Framework

Rationale

The purpose of this guidance is to ensure investigations have a clear structure to resolve any problems and
concerns swiftly and effectively. We must also adhere to all health and safety guidelines as we carry out any
investigative processes.

Why is this so important?
We aim to investigate serious incidents by having the right procedures in place for conducting investigations,

which can prevent bias and unfairness for students and their families. It is important to resolve issues quickly
and fairly to ensure equity for all. We must ensure that an investigation is:

e Fair,
e Unbiased and
e Hasajustoutcome

Evidence gathering is a key part of the investigation process. This may include speaking to all parties involved
(independently of each other) and taking verbal and written statements, reviewing CCTV or information on
students’ mobile phones. There is no right to be notified in advance of an investigatory meeting.

The purpose of the investigation is to explore in detail the allegations, to examine the evidence in depth, and
to determine specifically the events that have occurred.

During the investigation it may be necessary that a student is placed in the Internal Exclusion Room pending
the investigation. Finally, a recommendation will be made to the Vice Principal or Executive Principal
following the investigation.

Investigating Officer

An Investigating Officer acts on behalf of the Executive Principal and this usually will be a Head of Year (HOY),
Extended Leadership Team (ELT) or a member of SLT. No matter who is involved, it is essential that the person
assigned is impartial and can act independently. The investigator will be objective, thorough, ethical,
professional and record all information accurately and clearly. Investigating Officers must follow a thorough
list of best practices to prevent any impropriety before, during or after an investigation has been completed.
The investigating officer may be supported by the wider inclusion and pastoral team to support gathering the
facts.

Recording Pupil Statements
When student statements are taken they must not confer with each other. This ensure the investigation is as
fair and unbiased as possible. When collecting pupil statements, please ensure that you have filled in the
following information:

e Date of when the statement was taken

e Time of when the statement was taken

e Investigating Officer's Name and signature

e Student name and signature

e Date of when the incident happened

e Time of when the incident happened

e Venue/location of where and when the incident happened

e Witnesses that were present at the time

e Students or people involved



Using CCTV in an Investigation

We do not share or send any CCTV footage to a pupil or member of their family. It is imperative that we protect
children. There may be other students involved and we have a duty not to share information of other children
between families. If you require CCTV footage, you must seek advice from the Vice Principal or Executive
Principal.

Examples of Collecting Physical and Digital Evidence
Investigators will want to collect and/or review evidence such as:

e Witness accounts including student and staff statements.

e Imagesand CCTV recordings

e Letters or handwritten notes

e Text messages and any social media posts (e.g., WhatsApp)
e Computer historylogs

Providing a summary or recommendation to the Executive Principal

At the end of an investigation, you will need to write down a summary of your findings and suggest a
sanction or resolution for the Executive Principal to review. The sanctions can include a range of actions:

e Detention

e Isolation pending further investigation

e AFormal Warning Letter (from the Vice Principal)

e Internal Exclusion (On Site or at a Partnership School)

e Suspension

e Respite Placement (4 — 6 weeks)

e Alternative Provision

e Managed Move (upon request of the family)

¢ Permanent Exclusion (after all sanctions or strategies have been exhausted or if the event itself is of
such a serious nature.

Contacting and Writing to the Parents/Carers

After the Investigating Officer has provided the Executive Principal with their recommendations, it is
important that following an agreed approach, parents/carers are contacted. The date, time and content of the
conversation should be recorded on Arbor which should include what was discussed in the conversation. All
written statements and evidence should be filed and uploaded onto Arbor.

When establishing the facts in relation to an exclusion decision the Executive Principal will apply the civil
standard of proof; i.e. ‘on the balance of probabilities’ it is more likely than not that a fact is true, rather than
the criminal standard of ‘beyond reasonable doubt.’ This means that the Executive Principal should accept that
something happened if it is more likely that it happened than that it did not happen.

Incident Investigations 2025-2026
When there has been a serious breach of the Academy Behaviour Policy, an investigating officer (I0) will be appointed.
Usually this will be a Pastoral Leader, who will refer the case to the appropriate Head of Year / Assistant Principal.

All parties will be removed to the internal room pending investigation. They will then be asked to write a statement of
events, in our standard format. This must be written separately, and under supervision from a member of staff.

Once the statements have been read, the 10 will:

STAGE 1 - Does the incident involve an allegation against an adult?

Yes

STOP! Refer incident immediately to Ms Scott or one of the | Proceed
VPs if Ms Scott is not available. Do NOT take any further




action or accounts

STAGE 2 - Does CCTV cover the area that the incident took pl
Yes

Request permission to review CCTV, taking note of
camera number, time and date.

Ask premises to save footage if the incident
involves an assault, theft or any action that could
result in a permanent exclusion.

Take photos of damage to property (using a work
device). If you must use your phone email share
the evidence to your Habs account immediately
and delete all images from your album and deleted
folder.

DSL should be consulted before any photos of
physical injuries are taken

ace?

Proceed

STAGE 3 - Does the incident involve an item that could cause harm?

Yes

Notify the Assistant Principal or Vice Principal for
Behaviour immediately.

Refer to Safer Schools Officer (PC Leigh Hammond)
Remove the student(s) involved to SLT office and
keep under supervision.

Staff do NOT search if weapons are suspected
unless there are two members of senior staff
present, of which one must be a Vice Principal.
This must be authorised by the Executive
Principal.

Proceed

STAGE 4 - Does the incident involve a search?
Yes

Remove the student(s) to SLT office and keep under
supervision.

TWO members of staff must be present for any
search. One must be a Vice Principal or nominated
senior leader.

A male member of staff must be present if
searching a male student.

A female member of staff must be present if
searching a female student.

This must have authorisation by the Executive
Principal.

Proceed

STAGE 5 - Review and triangulate written accounts with any CCTV

Contact parents/carers to inform them that an incident has occurred, even if you do not have an outcome yet.

STAGE 6 — Are you satisfied that you know what happened?

When making a decision, you should apply the civil standard of proof (balance of probability) rather than the standard of

beyond reasonable doubt.
Yes

Share the statements with the relevant Assistant
Principal (KS3./KS4)

The AP for the KS will then decide on the
appropriate sanction and make a recommendation
to the VP.

Inform parents/carers of outcome(s) - log phone
call home on Arbor.

Log action on Arbor.

Log on daily behaviour communications sheet.

Gather information from other sources including staff and
students who were present. Question the students about in
discrepancies, timings and details etc

STAGE 7 - Does the incident require an Internal Exclusion?




The HOY/AP will complete I/E recommendation
sheet, attach version of events and any gather
evidence and information with pack.

Head of School to confirm outcome of the
sanction.

Sanction logged on Arbor, and on daily behaviour
communication.

Head of School updates Arbor with Internal
Suspension details.

Letter is uploaded to Arbor.

Proceed

STAGE 8 - Does the incident require an External Exclusion

Yes

AP to Complete FTE recommendation, attach
version of events and any other evidence and
information with pack.

Only the Executive Principal can authorise an
external exclusion

Head of School updates Arbor with External
Suspension details.

Letter is uploaded to Arbor.

Once approved, letter sent home (by admin) to appropriate

adult on the same day. Return to School meeting time/date
confirmed and included in letter [1st — HOY, 2nd AP, 314 VP,
4% Ex. Principal]




~ Haberdashers’

. Hatcham College

Student Account

This statement should be a true account of the event(s) that took place.
To be completed by THE STUDENT:

What date and time did this incident take PIACE? ...
Who else was involved in this INCIAENT? ... e e
If there were staff present, please NamMe them. ..o

Where did the incident take place?

INCIDENT REPORT/DETAILS by THE STUDENT

I believe the content of this statement to be true, to the best of my knowledge and belief.
Student SIGNATUTE. ... Date: oo

Use the space below to describe in as much detail, and as true and accurate as possible, the events that led to

you having to write this account. Only sign this document when you have completed your account.



Staff Checklist

Completed incident form in full — following HHC Incident Investigations Guidance

D Handed Account to HOY or Pastoral Managers.


https://haberdashersaskes.sharepoint.com/:w:/r/sites/HatchamPastoral/Shared%20Documents/Behaviour%20and%20Conduct/HHC%20Serious%20Incident%20Investigations.docx?d=wb8d3cc213fe14ca6aaf0b23224de164d&csf=1&web=1&e=dNaHBX

D Scan Document and upload it on student profile (Behaviour Manager / Admin).

D If multiple students are present upload statements on all their Arbor profile.

|:’ Return documents to HOY to be filed accordingly.



Appendix 5: Return to School (RTS) from a Suspension

Date Student Name Year/Tutor Group

Student Present Pastoral Parent/Carer/Other
Lead/Senio
I Leader

Y/N

Attendance % | Behaviour Log

No. Of :
Suspensions (+ punctuality)
RP:

BP:

Student reflections on
suspension and
overview:

Parent/carer’s views:

Agreed actions to
address engagement
in learning and
prevent further
negative behavioural
incidents:

Recommended for Pastoral Lead / Senior Leader Signature
student to return to
school?

Y/N

Parent/Carer Signature Student Signature

Pastroal/Senior Leader follow up:
= Meeting logged on Arbor
= RTSuploaded and saved to behaviour incident

= Hardcopy returned to Head of Year to review



