

This document draws together details of arrangements for the maintenance of good order in the school.  The section headings are:

1.   Governors’ Principles and Obligations
2    General Points

3.
Rewards and Positive Reinforcement

4.   Classroom Problems and Management Strategies
5.
Uniform Regulations
6.   Referral Flow Chart

7.   Conduct Card Arrangements

8.   Departmental Sanctions

9.   Formal School Detentions

10.
Withdrawal from Class

11. Suspension
12. Expulsion
13.
Discipline Guidelines on Display

14. Classroom Rules

15.
Mobile Telephones etc.

The DENI Circular 2003/12 made explicit the obligation of the Board of Governors to ensure that policies and practices are in place to promote the safeguarding and welfare of all of the school’s pupils.  This duty includes the requirement “to consult with registered pupils on the general principles which will be reflected in the school’s discipline policy.  (This will normally be done through the School’s Councils.)
1.   Every pupil will be educated in a safe and caring environment, in which the emotional and social needs of each pupil are considered.

2.   Mutual respect, respect for others and respect for the school will be required from all pupils.

3.   Moral and ethical values will be fostered in individuals and within the school to create a

      desirable and necessary ethos for acceptable social integration and cohesion.

4.   All members of the school community will be appreciated and valued in their own right.

5.    Pupils will be encouraged to be committed, responsible and productive members of the school, and of the wider community.
6.    Appropriate discipline sanctions will be applied, when necessary, to maintain the school’s social ethos, expressed in the school’s aims and values.
7.
Rewarding positive behaviour is very important.  Systems for doing so will be devised by the Principal and Senior Staff.

1
More recent policies, documents and memoranda always supersede previous 


arrangements.  Sometimes announcements/letters/board notices will amend, “flesh out” or update this and other policies.
2
Each teacher must be familiar with Antrim Grammar School’s discipline and pastoral policies and arrangements, and apply them consistently and fairly.

3       All teachers must take professional pride in managing their own classroom and all relationships with pupils, no matter how ephemeral.  Our classroom rules of behaviour (displayed in all rooms), provide a basic guide.
4
Punishment should not be based on suspicion only - a warning should be issued and the individual or group monitored carefully.  Misdemeanours should be established on the basis of clear evidence, or the problem referred to the relevant Year Tutor.
5         No pupil should be excluded from a class or annex without permission.  Pupils should be supervised, at all times.
6
Blanket punishments must be avoided: individual guilt or innocence should be established.

7
Problems should be dealt with quickly and support sought if necessary, (initially from the Year Tutor).
8
Problems should only be referred if they cannot be dealt with, for the good of the pupil, or because the matter is very serious.
9
Developing good relationships and strategies for classroom and incident management will prevent most problems.

10
The kinds of behaviour expected from pupils should be modelled by all staff.

11 It is our aim to have a community in which good behaviour is the expected norm.  Such an ethos depends on good relationships, whether involving pupils or members of staff, which are based on mutual respect, warmth and good humour.

Good behaviour should be modelled, given approbation and rewarded.  Informal rewards include verbal congratulations and formal rewards range from stamps to certificates and prizes.  Above all we expect all adults, working in the school, to model the kinds of behaviour we expect from pupils.


The following is a list of problems sometimes encountered in the classroom. They can usually be dealt with on the spot, using the suggested strategies.  Note that conduct cards are not for use in classroom management.  

	1. 
	Disruption
	Remind pupils of classroom rules, and punish where appropriate
Move pupil if persistent

Report major disruption to HoD

Send information to YT by e-mail 

	2. 
	Mobile  phone during school day
	Send to office with phone (return with note)

Report to YT for Detention (via e-mail)

	3. 
	No equipment/Wrong materials 
	Follow departmental policy

	4. 
	Defiance
	Depending on severity, address in classroom, avoiding confrontation
Give cool down time, then punish or refer
Refer to YT via e-mail

In emergencies send for a member of SLT

	5. 
	Chewing Gum
	Refer to YT for litter detention (via e-mail)

	6. 
	Lack of manners
	Correct.  Persistence should be punished, and if necessary, reported to HoD

	7. 
	Bad language
	Address issue;
Refer to YT (via e-mail);
If directed at a teacher send for a member of SLT.

	8. 
	Offensive Language (e.g. racist, sexist)
	Address issue

Refer to YT (via e-mail)

	9. 
	Lateness
	Comment on lesson monitor

Refer to YT via e-mail, if persistent

	10. 
	Uniform breaches
	Sign conduct card
Instruct the pupil to correct, if possible e.g. remove make-up/nail varnish

	11. 
	Copying/providing homeworks for copying
	Refer to HoD and YT for formal DT 

	12. 
	Failure to return Departmental Detention Slip
	Inform HoD and contact home


	13. 
	Asking out to toilet
	Emphasise proper use of break and lunch times
If no known medical need, ask to wait
If genuine, excuse pupil, and note on lesson monitor

	14. 
	Defacing school property/other pupil’s work
	Instil values and punish
Keep evidence

Refer to YT via e-mail, if serious

	15. 
	Passing notes
	Depending on content , punish or refer to Year Tutor; keep note(s) as evidence

	16. 
	Illicit materials
	Confiscate evidence, if possible, pass to Year Tutor/Vice Principal


N.B. Display and enforce the Classroom Rules sheet.

A full list of school uniform and sports kit rules will be given to parents and pupils before a new pupil enters the school.  It will be assumed that all pupils will be deemed to understand and abide by our uniform rules as these will be consistently and rigorously applied.
Occasionally, there is a refinement to these rules.  On these occasions announcements will be made or communication in some other form will apprise pupils and parents of these minor changes.

It should be noted that non-uniform days are a privilege to pupils (often to support charities) and must not be abused by wearing jewellery or inappropriate clothing.  At no time should pupils wear football club clothing or any other clothing that may provoke conflict of any kind.  If this occurs a pupil may be asked to go home to change, if appropriate, or they may be provided with a school top for the day.


	CLASSROOM PROBLEMS
	
	GENERAL PROBLEMS

	
	(
	
	
	
	(
	

	
	CLASS TEACHER
	
	
	
	ALL STAFF
	

	
	(
	
	
	
	(
	

	SOLVE
	(  or (
	REFER
	
	SOLVE
	( or (
	CONDUCT CARD

	
	
	    (
	
	
	
	     (

	
	H.O.D
	((
	
	((
	CLASS
TUTOR
	((

	
	(
	
	(
	
	

	SOLVE
	( or (
	REFER
	(
	
	

	
	
	(
	(
	
	

	
	
	YEAR TUTOR
	(
	PARENT(S)

	
	
	
	(
	
	
	

	
	
	SOLVE
	( or (
	REFER
	
	

	
	
	(
	
	(
	
	

	
	
	(IF DETENTION REQUIRED)
	
	(
	
	

	
	
	(
	
	(
	
	

	MAJOR

INCIDENT
	(
	VICE PRINCIPAL
	(
	PARENT(S) 

	
	
	
	(
	
	
	

	
	
	SOLVE
	( or (
	REFER or if Vice Principal

is unavailable
	

	
	
	
	
	(
	
	

	MAJOR

INCIDENT
	(
	PRINCIPAL
	(
	PARENT(S)


c.f.  Discipline Policy for explanations

1. All pupils, through Years 8 - 12, must carry a Conduct Card at all times when in uniform.

2. The card must be produced when requested by any member of staff.

3.       Failure to produce one may lead to detention, at the discretion of the Year Tutor.

4. Comments regarding uniform and conduct outside the classroom will be entered on the cards.

5.       Once a week, on Wednesdays, Class Tutors will record the number

            of comments and draw a line under that week’s comments, initial and date it.

6. Class Tutors should keep a record of all pupils’ weekly performances, and congratulate those pupils with no adverse comments.

7. Pupils with three or more comments will be referred to their Year Tutor.

8. The likelihood is that this will result in formal detention.

9. When the card is full and at the end of the academic year the Class Tutors will collect it, pass it on to the Year Tutor, who will issue a new one.  (Be watchful of pupils with two or more/photocopied Cards.)
10. Year Tutors will keep the cards in their personal files/records.

11. Sheets will be retained in the Staff Room to record Sixth Form infractions.

12. Sixth Formers may be placed on Conduct Card or Report Card, at the discretion of their Year Tutor.


1. Departmental Detentions

Informal detentions may be administered by any classroom teacher or Subject Leader.  They will normally be applied for failure to produce work or failure to work to the expected standard. They are held over break, lunch or after school, in ascending order of severity.  c.f. Departmental Sanctions policies.
It is the responsibility of the Subject Leader to oversee this sanction, to organise it when requested and to implement classroom management strategies with the teacher in question.  There is a standard carbon slip for Departmental Detentions.
Remember to give at least one day’s written warning for after-school sessions, in which case the triplicate slip must be signed by the Subject Leader and Year Tutor, then sent home for the parent/guardian to sign.  Copies are kept by the Subject Leader, Year Tutor and in the pupil’s file.
Examples of Behaviour Punishable by Departmental Detention:

· doing homework in class;
· failure to produce homework, on the correct day;
· failure to work to an acceptable standard;
· minor disruption/misbehaviour;
· inappropriate slogans/pictures not removed after warning;
· inattentiveness;
· illegal copying, etc.

Subject Leaders may request that an individual or class be put on to a Report Card, to monitor progress.  

2. Other sanctions

There are a few misdemeanours for which the “punishment ought to fit the crime”.  

The following infractions should be reported to Year Tutors who will liaise with the caretaker to arrange litter and cleaning duties for those who:

· litter;
· deface rather than damage school property;
· chew gum.

A “Litter Duty” letter will be sent home, to alert parents.  (Uniform cards are also available).

If any pupil refuses to co-operate the alternative punishment is formal detention, 3.10 - 4.30 p.m.


Introduction:

The Formal School Detention is to be considered a serious sanction, reserved for grave or repeated breaches of rules.  It may only be administered by the Year Tutor, in conjunction with the Vice Principal.

Parents require 24 hours notice of detentions.  They are within their rights to inquire as to the nature of the punishment but cannot, under law, refuse to co-operate with the school.

The distinction between single and double detentions is a useful refinement that should be employed to indicate the gravity of an offence; Year 8 or minor offenders should, in the first instance, be given a 4:00 pm Detention.
Because it is a serious punishment, detention ought to be reserved for, and applied according to, the types and categories of offences listed below.  As no list is exhaustive Year Tutors will negotiate with the Vice Principal on other misdemeanours not covered below.

Year Tutors should ensure that there is sound evidence upon which to base punishments.
Automatic Detention for:

(in some cases these are minimum punishments; depending upon the scale of the misdemeanour more serious punishments may be issued ):
· fighting or any form of physical attack, not leading to injury;
· clear instances of bullying, racism or sectarianism;
· copying of homework;
· forgery of excuse/absence notes;
· truancy from class;
· cheek, impertinence, defiance or swearing;
· lateness (three lates + warning = DT, then a detention for every third late);
· minor vandalism;
· lying to a teacher;
· mobile telephone on or out during school day.
Discretionary Detention for:

· referrals from Subject Leaders;
· Conduct Card referrals (normally three entries = Detention);
· infractions of manners, conduct and respect;
· repeated breaches of uniform codes or other rules;
· failure to produce Conduct Card;
· horseplay, etc.

Principal’s Detention

This is more serious than a Formal Detention and is held on Saturday mornings or at the end of term – for three hours.  It is issued only by the Principal or Vice Principal.  Infractions such as smoking, truancy form school, rudeness or defiance, serious bullying etc. will attract a Principal’s Detention.  Failure to attend can lead to suspension, as this punishment is sometimes an alternative to suspension.
Pupils with four or more Formal Detentions:

Most pupils who are placed in Formal Detention are punished for isolated misdemeanours, or for lates or conduct card comments. If a pupil is given four Formal Detentions in a single academic year, this may trigger all or some of the following procedures:

a)   Parent(s)/Guardians will be invited to the school to be interviewed by the Year Tutor, with a view to ameliorating the pupil’s behaviour;
b)  The Year Tutor will consult with the Vice Principal in charge of Discipline as to what further action is necessary. This may involve exclusion from privileges, such as non-essential school trips;
c)  A Principal’s detention;
d)  Further disciplinary procedures;
e) The Year Tutor may wish to consult with the school’s SENCO to involve support from outside agencies. 


Under the legal directives entitling pupils to a full education, withdrawal from class (for a specified period) will generally be reserved for those pupils who need to catch up with work they have missed through lateness, truancy or illness.

Withdrawal may also be employed when the safety of the pupil, of their peers or employees of the school is deemed to be at risk.

Withdrawal from class is not a substitute for suspension (see below).  However, it may be employed as a sanction just short of suspension.  It will be employed to give pupils a chance to reflect upon their actions and attitudes.
In all cases, the parent(s) or guardian(s) of the pupil will be notified of the withdrawal.

Suspension is reserved for very serious misdemeanours, which are categorized on the pro forma provided by the NEELB.  Suspension is normally of between 1 – 5 school days in duration, at the discretion of the Principal.  When a pupil is suspended: a letter of suspension will be sent home to parent(s); work will be organised for the period of suspension; a pro forma is filled in for the NEELB, the Chairperson of Governors and the pupil’s file.  The pupil concerned may not re-enter the school without the Principal’s permission.  Suspensions may be appealed through the Board of Governors.

Typical suspension misdemeanours:

· repeated defiance/failure to co-operate with the school;
· jeopardising the good name of the school;
· intentionally injuring another pupil;
· continued, persistent bullying;
· causing serious damage to property;
· using chat rooms/cameras/telephones etc. to humiliate or abuse another pupil, the school or a member of its staff;
· showing grave disrespect towards a member of staff or a member of the public;
· being in possession of an illicit drug/substance in school uniform;
· being in possession of a dangerous weapon/implement in school uniform.
This list is not exhaustive.  Any serious and/or repeated breach of rules, or defiance of the school, will lead to suspension.

After suspension the school will seek to re-habilitate the pupil and address – with the pupil and his/her parent(s)/guardian(s) – any issues requiring counselling, specialist advice or amendments to the curriculum etc.  Whilst the punishment will now be considered to be served, follow-up and monitoring strategies will frequently be employed.

Procedures for the expulsion of a student will be in accordance with statutory regulations and the guidelines of the North-Eastern Education and Library Board.  Expulsion will be reserved for the most serious misdemeanours, or for persistent refusal to co-operate with the school.
Expulsion can be given for a number of reasons including:

“If a pupil engages in any act of violence against the person or property of a member of the school staff, or to an immediate member of staff’s family, at any time whether inside or outside school, disciplinary action will be taken against the pupil which may include consideration of the option to expel.”
Expulsion will also be automatic for those who sell illicit drugs or substances in school or in school uniform.


Staircases and corridors:

Pupils must keep to the left and avoid running, pushing or horseplay.
Classrooms:

A copy of the “Classroom Rules” should be displayed in all rooms.  They should be explained to all classes and used to support classroom management.  They are not exhaustive; other behavioural ground-rules should be explained.  cf “Classroom Problems and Strategies” for possible additional suggestions.


1.
Come to class on time and line up in single file outside the door until the 


teacher tells you to come in.

2.
Bring to class all the right books, stationery and equipment.

3.
Have all written and learning homework done in time for each class.

4.
Speak or otherwise attract attention only when allowed to by the teacher.

5.
Sit at your proper desk and stay in it unless the teacher tells you to move.

6.        At the end of the period, wait for the teacher to dismiss the class, then leave in an 

           orderly way.

These will be expressed in a more “pupil friendly” manner in classroom.


Prohibitions:

· all valuables must be locked in a secure place, including mobile telephones;
· parents should notify the school if they do not wish the school to use photographs of their child(ren);
· headphones should not be worn around school, for Health and Safety reasons;
· pupils must put mobile telephones in their lockers upon entry to the school each day, and retrieve them as they are leaving.  Initial infringements will incur a Formal Detention, with further breaches of this rule incurring a Principal’s Detention or Suspension;
· no digital cameras are allowed in school, without permission and no photographs of anyone in the school community should be taken without their permission, the same sanction applies as above;

· if technology is used once to abuse or humiliate a pupil or member of staff a punishment ranging from Principal’s Detention to Expulsion will be issued, depending on the severity of the material;

· if a pupil has been forbidden to refer to a pupil or teacher and then does so using technology to publicise text or photographs or any other derogatory material then that pupil will be told to remove the material and will be suspended or expelled;

· the repeated use of technology to humiliate or to intimidate a pupil or staff member (cf. Anti-Bullying Policy), may be dealt with by the PSNI and/or may lead to a severe punishment (normally suspension), commensurate with the degree of offence given;

· so-called “happy slapping”, when recorded and made public, will normally be dealt with by suspension, or even expulsion (in very grave cases);
· racial, threatening or other illegal or abusive language used by a pupil of this school employing technology, or otherwise using a public medium or arena, will be punished by suspension or expulsion;
· a complete list of misdemeanours is impossible – especially in an area of advancing technology.  The school will discipline and offer pastoral support on a case-by-case basis, always aiming for consistency and reasonableness.

Evidence:  
The school has the right to print off evidence and use this as part of its discipline/pastoral approach to these situations.  Parents/guardians will be involved in this process.  Anyone wishing to complain about the contents of a computer site/text message etc must produce hard evidence of the relevant documents.  Telephones/cameras can be confiscated from pupils for evidence, in consultation with the PSNI.

Child Protection:

Any use of technology that might put a pupil at risk will be dealt with appropriately.  This will range from simply informing parents to contact with Social Services (using the UNOCINI referral system) and/or PSNI.

Legislation:

The Protection from Harassment Act, the Malicious Communications Act (1988) and Section 43 of the Telecommunications Act – along with other relevant legislation – safeguards victims with sanctions of fines or up to six months imprisonment.
Informing Pupils:

Pupils will be warned and trained annually on Netiquette and on the hazards and potential abuses of technology.

Informing Teachers:

Teachers will be trained on the potential abuses of technology and how to handle common situations.

Informing Parents/Guardians:

It will be the practice of the school to inform and involve parents from the earliest possible opportunity.

Informing Agencies:
Outside Agencies will be informed/involved as appropriate.  Telephone Companies and sites like Bebo will always be contacted to monitor/delete items/trace calls etc.
The Provenance of this Policy:

In respect of this policy, the school’s responsibility and powers extend beyond the school day and the school grounds, just as this technology does.  Whenever the school feels that any action whatsoever – whether by use of technology or not – a pupil’s actions have or may impinge upon the safety and smooth running of the school, the school will act according to this and other relevant policies.
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