VICTORIA COLLEGE BELFAST

(incorporating Richmond Lodge School)

POSITIVE BEHAVIOUR POLICY

1.
Rationale:

This policy, devised in consultation with all the teaching staff, parents and pupil focus groups within the College, aims to promote a positive approach to discipline in the College by developing a framework within which initiative, responsibility and sound relationships can flourish to enable pupils to develop a sense of self worth, respect and tolerance for others in an environment where they feel safe, secure and respected.  

2. Aims 

(i) To promote a positive school ethos through positive behaviour strategies and celebrations of success

(ii) To create a caring, stimulating and secure environment for pupils and staff

(iii) To acknowledge that positive behaviour is a shared responsibility within school

(iv) To encourage pupils to value the school environment and school procedures

(v) To encourage pupils to manage their own behaviour effectively whilst respecting the rights of others

(vi) To communicate effectively with parents/guardians and to encourage their active support and cooperation

(vii) To ensure the good reputation of Victoria College is maintained at all times, particularly through the correct wearing of school uniform and general appearance

3.
Procedure: 

The concept of promoting positive behaviour should be based upon an empowering approach of co-operation and mutual respect as part of the ethos of the College.

All members of staff, teaching and non-teaching will familiarize themselves with the policy and will endeavour to implement it in a consistent and fair manner as outlined in the roles and responsibilities below.

Issues relating to academic or pastoral matters will be dealt with in the first instance by the form teacher/subject teacher and/or Head of Year/Head of Department.  If the matter cannot be resolved or is of a more serious nature it should be referred to the appropriate Head of Section/Assistant Principal who will inform the Deputy Head/Principal.  

On a day to day basis each member of staff is responsible for promoting positive behaviour through establishing effective relationships with pupils, regular communication with parents including positive feedback.

Rights of the pupil:

Pupils have the right to:

(i) be valued as members of the College community

(ii) access help when required to deal with academic or pastoral issues

(iii) be treated fairly, consistently and with respect

(iv) develop and extend their interests, talents and abilities

(v) play an active role as members of the College community within clearly defined and fairly administered roles of conduct

(vi) have access to a broad and balanced curriculum and where necessary have any additional educational needs addressed

Responsibilities of the pupil:

Every pupil of the College is expected to:

(i) be trustful, courteous and considerate demonstrating good manners at all times

(ii) demonstrate a sense of fairness through non-sexist/non-racist/non-sectarian/non-ageist attitudes

(iii) perform to the best of their ability

(iv) contribute fully to the community life of the College

(v) help to keep the College safe and welcoming

(vi) demonstrate pride in their appearance and the school by conforming to the uniform code

(vii) be punctual to class and to registration

(viii) behave responsibly both inside and outside the College

(ix) accept ownership for their own behaviour and learning

Responsibilities of parents:

Parents have a vital role in promoting good behaviour in school and therefore effective home/school liaison is very important.  The College has a right to expect that parents will give their full support in dealing with their daughter’s behaviour.

The College will achieve good home/school liaison by:

(i) promoting a welcoming environment within the College;

(ii) giving parents regular constructive and positive feedback on their daughter’s work and behaviour;

(iii) encouraging parents to come into the College  on occasions other than parents’ evenings;

(iv) keeping parents informed of College activities by letter, newsletter and via the website;

(v) involving parents at an early stage in any disciplinary problems.

Parents are expected to:

(i) keep pastoral staff informed of behavioural difficulties they may be experiencing at home;

(ii) inform the College of any trauma which may affect their daughter’s performance or behaviour at school, e.g. a death in the family;

(iii) inform the College about their daughter’s ill health and any absences connected with it;

(iv) be aware of the College’s rules and policies and encourage their daughter to abide by them

(v) attend planned meetings with teaching staff to discuss their daughter’s progress and support school functions

Responsibilities of the subject teacher:

Subject teachers will match the learning within the classroom to the abilities, aptitudes and needs of the pupil by:

(i)
acting as positive role models in their professional conduct;

(ii)
being punctual to class and well-prepared for each lesson;

(iii)
setting assessments which are marked regularly and returned to pupils within a reasonable timeframe and in accordance with departmental policy;

(iv)     
implementing the Reward/Sanction scheme in a fair and consistent manner;

(v) raising issues relating to a pupil’s academic progress with the Head of Department;

(vi) raising issues relating to a pupil’s pastoral welfare with the Form Teacher/Head of Year.

Responsibilities of the Form Teacher

The Form Teacher will have day to day responsibility for all pupils in his/her form class.  Form teachers will carry out registration duties in time to ensure pupils do not miss assembly on their allocated day.  Pupils are expected to be in Assembly by 8.55 a.m.

Form teachers will be responsible for:

(i)
ensuring that pupils leave the form room with their uniform correct.  Uniform check (8:40-8:50a.m) to include make-up and nail polish, skirt length, correct shoes, top button and tie;. 

(ii)
discipline including attendance and punctuality.  Homework diaries will be checked regularly in Years 8 – 12.  Parents will be contacted regarding low-level discipline issues;

(iii) pastoral issues;

(iv) overall academic performance and reporting as required; 

(v) encouraging pupils to participate in extra-curricular activities;

(vi) liaison with PE staff to ensure pupils are participating regularly in timetabled PE and Games classes;

(vii) communicating on a regular basis with Head of Year and Assistant Principal via monthly pastoral meetings and additional updates as required;

(viii) organising a daily pupil rota for checking that form rooms are left in a clean and tidy condition at end of break and lunch.

Responsibilities of the Head of Year

The Head of Year will be responsible for:

(i) leading form teachers and pupils in the Year Group to develop a strong team with a sense of identity 

(ii) organising regular pastoral meetings with an agenda and minutes forwarded to relevant member of the Senior Leadership Team with a focus on progress of individual pupils, areas of concern and improvement in behaviour/attitude;

(iii) communicating with parents regarding academic performance 

(iv) overseeing the day-day duties of form teacher and ensuring that each class is dealt with in a fair and consistent manner across each Year Group;

(v) writing report comments summarising the pupil’s subject reports once a year

Responsibility of Senior Leadership Team

Members of the Senior Leadership Team will be responsible for:

(i)
ensuring that all pastoral teams are effective in promoting and encouraging positive behaviour

(ii)
dealing with serious breaches in discipline, where a pupil has been  referred by the Head of Year. 

(iii)
liaising with parents and outside agencies as appropriate to discuss the pupil’s behaviour and relevant sanctions, in consultation with the Assistant Principal.

Role of Prefects

Prefects will be responsible for:

(i)
acting as positive role models in all matters relating to uniform, conduct and academic work 

(ii)
monitoring the standard of uniform and conduct on a rota basis before school and at break and lunch times

(iii)
carrying out any additional reasonable duties as directed by any member of staff

Rewards and Sanctions

Within the College a system of rewards and sanctions is in place to encourage and promote positive behaviour.  Rewards and sanctions will be applied with consistency by all staff in order to establish and maintain a climate in which pupils come to appreciate what constitutes acceptable behaviour.  Pupils who are well behaved will have their good behaviour acknowledged in the same way as incidents of inappropriate behaviour are challenged and dealt with by the use of sanctions.
The College aims to encourage pupils to exercise self discipline.  Pupils are expected to respect their peers and all teaching and non-teaching staff and to do everything in their power to maintain the good reputation of the College.  The staff value greatly the support and co-operation of parents in helping pupils to maintain a high level of conduct at all times.  The staff appreciate the assistance of the Sixth Form Prefects, in particular, and any other member of the Sixth Form in reporting all incidents of misconduct inside and outside the College.

Rewards

(i) praise from staff;

(ii) responsibilities given e.g. leading discussion groups, presenting to staff, presenting in assembly;

(iii) showcasing good work;

(iv) presenting good work in school assembly;

(v) certificates presented for exemplary behaviour;

(vi) parental letters commending excellent or significantly improved academic performance. 

Sanctions

Where a pupil does not uphold the principles of conduct of the College a range of sanctions will be considered, in discussion with the pupil’s teachers and parents as appropriate.  These sanctions will include any of the following depending on the nature of the incident.

(i) verbal warning

(ii) order mark

(iii) community service

(iv) loss of privileges

(v) placing on report for monitoring of academic progress/or behaviour

(vi) Wednesday detention

(vii) Saturday detention (or any time deemed suitable by the school)

(viii) suspension

(ix) expulsion

Parents will be informed in writing at least 3 days in advance of any Wednesday or Saturday detention.

4.
Review and Evaluation

This policy is reviewed annually and an updated copy along with the range of sanctions is available in the school office.

Other Agencies

Full use will be made of such agencies as Education Welfare Officers, Social Services, Health Services, Educational Psychological Services and the Counselling Service where appropriate.

	OFFENCE


	PENALTY

	1. a) Incorrect shoes or skirt.

(as specified in student planner and Uniform Policy)

(b)  Makeup

(c)  Top button undone.

(d) Only those items of jewellery specified in Uniform Policy are permitted.

(e) No visible body piercing/retainers are permitted.


	Parents notified and asked to replace the item of uniform as soon as possible.

Pupils will be told to remove make up immediately – Order mark.

For repeated offences DETENTION and letter to parents.  Parents of persistent offenders may be contacted and asked to take the pupil home.

Pupils told to correct this.

For repeated offences – Order mark/DETENTION as appropriate.

1. Confiscated by any teacher.

2. Sealed and dated and left in envelope in office.

3. All other items can be collected after a period of 14 days.

(Refer to Appendix C)

Pupil will be asked to remove – Order mark/Detention.

Persistent offences – parents will be notified.

	2. Mobile phones switched on any time during school day (8.30am - 3.20pm).

	1.Confiscate item and record in book in school office.  Pupil is issued with order mark.
2.Parent or other nominated adult contacted to collect phone at the end of the next working day (the time between the phone confiscation and collection must be a minimum of 24 hours).  If the phone is confiscated on a Friday then it cannot be collected until Monday.

	3. Vandalism, litter, writing graffiti, interfering with other people’s property, including lockers/whiteboards/notice boards.


	1. Community service within school and appropriate compensation sought if necessary.
2. Detention (Wednesday or Saturday) depending on seriousness of incident.



	4. (a) Unacceptable (e.g. swearing, rowdy, or rude) behaviour in any part of the school, or during any activity associated with school, when travelling to or from school or when in uniform.


	1. Order mark.

2. Detention (Wednesday or Saturday, as appropriate).

3. Loss of privileges which may include loss of free time and the use of certain school facilities (computer suite and library, as appropriate).

4. Suspension, if appropriate.



	
	


	OFFENCE


	PENALTY

	(b) Unacceptable behaviour towards a member of staff 
(c)  Fighting

5. Wilfully disobeying an instruction given by a member of staff: (e.g. leaving school bags unattended in unauthorised places).

**6.  Cheating.

(a) In a public examination.  Staff contact the Examinations Board.

(b) In internal examination.

**7. Stealing.
	Order mark.  Detention (Wednesday or Saturday) or suspension as appropriate. Loss of privileges.

Detention or suspension depending on the severity of the incident.
Order mark.  Detention (Wednesday or Saturday) or suspension as appropriate.

Detention (Wednesday or Saturday or suspension as appropriate).

Sanctions as per Examinations Board.

Pupil receives a score of zero which will appear on their report.

Depending on seriousness of the incident, either suspension or expulsion may be considered.



	**8. Not attending class for any part of the day including truancy.
	1. Work must be made up in pupil’s time.

2. Time missed made up by a series of detentions (Wednesday or Saturday).



	**9. Absenting oneself without permission from any school activity or commitment including assembly. 
	1. Detention (Wednesday or Saturday).


	OFFENCE


	PENALTY

	10.

a)  Failure to attend detention

b) Arriving late for class without a valid excuse.

c) Arriving late for school without a valid excuse.

d) Not signing the late book.


	1.  Attend the next detention.  If this is also missed, pupil to attend the next two detentions.
2.  Continued failure to attend detentions will lead to suspension.

Subject teacher issues order mark, records date and time and informs Form Teacher and if appropriate parents.

Detention will result for persistent offenders.

1. Order mark for 3 lates.

2. After three order marks, Wednesday detention.

3. In the case of persistent lateness or where a pupil regularly misses a considerable part of period 1 an EWO referral may be made and suspension to be served in school may be considered.  

1. Order mark. 

2. After three order marks Wednesday detention.



	11. Telling lies.
	1. Letter of apology signed by parent/guardian.

2. Order mark, Wednesday or Saturday detention.



	**12. Forging of signatures (e.g. excuse notes/planners).


	Inform parents. 

Detention (Wednesday or Saturday).



	**13. Smoking or found in possession of cigarettes, possession of or under the influence of alcohol or solvents in any circumstances connected with the College or when wearing school uniform.
	1. Parents will be contacted to take pupil home.

2. Pupil may be suspended for an appropriate period.

3. If appropriate, loss of privileges.




	OFFENCE


	PENALTY


	**14. Found in possession or suspected of being in possession of illegal items such as drugs, obscene publications or stolen goods in any circumstances connected with the College.


	1. Parents contacted as soon as possible.

2. Suspension may be considered.

3. If appropriate, loss of privileges.

4. Expulsion may be appropriate.



	
	

	**15. In possession of offensive written or graphic materials or items e.g. ring binders containing offensive messages etc.  See Acceptable Use of ICT policy for inappropriate electronic material.
	1. Interview with Head of Section.

2. Parents given a copy of the offensive material.

3. Pupils will be asked to replace if appropriate the item if required for school use.

4. Detention (Wednesday or Saturday), if appropriate.


	**16. Any behaviour within school, when travelling to or from school or in association with a school activity, which places other pupils or staff at risk.


	Depending on severity of incident, sanctions may range from detention (Wednesday or Saturday) to suspension or expulsion.



	**17. Misuse of Internet.
	For offences pertaining to Information Communications Technology see Acceptable Use of Information Communications Technology Policy.



	**18. Bullying.
	For issues pertaining to bullying see Whole School Anti-Bullying Policy.



	19. Use of Library and Physical Education Department.
	See Appendix A.



	20. Non-production of homework or coursework or no preparation for class. 


	At Key Stages 3 and 4, subject teacher to award order mark and record in diary.

Pupils in Sixth Form to be encouraged to take responsibility for their own learning.

	21. Pupils are not allowed to take photographs in school unless directed to do so by a member of staff.
	1. Confiscate item (camera or electronic device) and record in book in school office.

2. Parent contacted to collect item from school office or another nominated adult.




** Where appropriate, for these misdemeanors listed previously, parents will be invited into school to discuss the matter with either a senior member of staff or the Principal.  In cases where a potential criminal offence has taken place, the Police Service for Northern Ireland may be informed. 

Place on report means that the pupil’s behaviour and progress will be closely monitored by each teacher with whom she comes in formal contact.  The pupil will report regularly to the Form Teacher, Head of Year or Head of Section at an agreed time, either daily or weekly, to assess behaviour.

Order Mark and Detention:
Three order marks result in a Wednesday detention (3.20 - 4.45pm).  Order marks will carry over from term to term within one academic year.

Detentions will carry over from term to term within one academic year.

After two Wednesday detentions the next detention will involve a Saturday (9.00 - 12.00) in full school uniform or any other time deemed suitable by the school (e.g. an Exceptional Closure Day).   Within one academic year, after the first Saturday detention each subsequent detention will be a Saturday detention.
On the occasion of a second Saturday detention parents will be contacted by the Head of Year and invited to come into school.  The initial interview will be with the Head of Year and Assistant Principal.  The focus of this will be to reinforce the severity of the situation and indicate the consequences if the pattern continues.

Any pupil who accrues more than two Saturday detentions will be suspended.  After a period of suspension, a written contract about future behaviour will be agreed between the College and the pupil and her parent(s) or guardian.  For pupils whose behaviour does not radically improve as a result of a suspension, the Principal may consider other sanctions.

Other offences may arise from time to time which have not been specified.  Appropriate measures will be taken at the discretion of the Pastoral Teams.

In the case of poor attendance (< 85%) without a medical or other valid reasons or any other serious concerns, the Education Welfare Officer will be contacted.  It should be noted that, in some cases, the College may refuse to support the pupil’s entry for external examinations.

A pupil may be excluded from participating in certain school activities, including visits and trips, or from holding certain posts of responsibility if a high standard of behaviour and attendance (> 85%) have not been maintained in the previous 12 months.

In certain circumstances a written contract about future behaviour will be agreed between the College and the pupil and her parent(s) or guardian.  Failure to adhere to this agreement may lead to suspension or expulsion.

In the event of a suspension, work will be provided for the pupil by subject teachers. (See Appendix B).

The application of these sanctions will be at the discretion of the Principal.

APPENDIX A

LIBRARY

1.
Seven days grace is given for the return of library books.

2.
Notices are put up around school with pupils’ names and library representatives are asked to remind pupils to bring in books and/or fines.  One week’s notice is given.

3.
A letter goes to the Form Teacher of any pupil who has not complied with the above.  Pupils are asked to see the Librarian and one more day is given.

4.
The following day letters are sent to parents and fines adjusted with postage added.  An order mark will be recorded at this stage.

5.
At this stage a final date three days in advance is set. All books must be returned or paid for, and all fines must be paid by this date. Failure to comply will result in an automatic Wednesday detention. Pupils who fail to settle are banned from borrowing library books until such a time as the matter has been resolved.

PHYSICAL EDUCATION DEPARTMENT
Pupils are responsible for their own Physical Education kit and equipment at all times.  All items must be clearly named.  The penalties for forgetting Physical Education uniform or excuse notes are as follows:

Pupils will be excused for forgetting Physical Education kit on the first occasion.  Thereafter, each time Physical Education kit is forgotten a detention will be processed.

Pupils who persistently miss practical lessons in curriculum time will be required to attend extra-curricular activity sessions.

Pupils will be given advance notice of where and when to attend and must report to the Head of Subject with correct VCB Physical Education kit.

APPENDIX B

PUPIL ON SUSPENSION

Home assignments to be completed

This form must be given to the subject teacher at the time work is being submitted.

Name of Pupil :




  Form Class:






SUSPENSION DATES : from 


  to 







Form Teacher :



  Head of Year : 






Subject :  



Subject Teacher : 




The following work must be completed by the pupil during the time of SUSPENSION and submitted to the Subject Teacher.

Assignment:

Time suggested : 






Parent/Guardian Signature :








To be completed on return to school.

Date work received by Subject teacher;  






Date work corrected and returned to pupil : 






Subject Teacher comment: (quality and effort of work submitted)

Subject Teacher must return copies of this form to Form Teacher, 

Head of Year and Principal.

APPENDIX C

Confiscation of pupils’ property

One of the College’s aims is “promoting values”.  By doing this we aim to encourage our pupils to understand right and wrong, to take personal responsibility and to show loyalty and commitment to the school community and society.

In the College we believe that the regulations on personal property are important to protect the individual and to ensure a safe working and learning environment for the whole school community.  We encourage our pupils to wear their school uniform with pride as they are ambassadors for the College.

Therefore, we believe that certain items of property and clothing are not appropriate in school. 

Common items which will be confiscated are:

Non regulation scarves

School scarves worn in school

Hoodies

Non regulation jewellery 

Mobile phones*

Where any item of property is confiscated by a member of staff the following procedures will take place:

· at the earliest opportunity, the item is placed in an envelope, labelled, dated and signed by the member of staff;

· if it is a perishable item, it will be returned to the pupil at the end of the school day by a member of the office staff;

· all other items can be collected after a period of 14 days.  Parents will be informed that the item has been confiscated and when it can be collected;

· the item is kept in a secure place in the school office.

*As an exception to the above in the case of mobile phones the following procedures will apply:

· mobile phones must be switched off in school and if confiscated, the above procedures apply, parents informed and requested to collect the phone or nominate another adult to collect the phone.  The time between the phone confiscation and collection must be a minimum of 24 hours.  If the phone is confiscated on a Friday then it cannot be collected until Monday.
· emergency contact with parents can be made using the phone in the school office or by speaking to any member of Senior Staff.
As an exception to the above in the case of confiscated alcohol/cigarettes/drugs or any dangerous item, parents will be asked to see the Principal and the item or items will be handed over to them during the interview.

APPENDIX D
STUDY LEAVE

Pupils on study leave should realize that they are still registered pupils at Victoria College Belfast and as so are subject to the rules of the College.  In the event of unacceptable or inappropriate behaviour inside and outside school, including any behaviour which could bring the College into disrepute, the following sanctions may be imposed:

· immediate suspension

· parental meeting

· behaviour will be recorded on school record

· pupil may be required to complete agreed community service.

For more serious misdemeanours the following sanctions may also be considered and pupils may not be:

· awarded an end of year Prize

· provided with a reference for any subsequent application to university/college

· provided with a reference for any employment

· allowed to sit in the same examination room/hall as peers.
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