
 

 

Ark Acton Behaviour Policy 2019-20 

This policy has been created to provide a framework for staff, pupils and parents in developing and 
maintaining an ethos of exemplary conduct. Such an ethos will enable pupils to work in, and have 
responsibility for, a calm, purposeful and orderly environment. It will enable staff to work in, and have 
responsibility for, an environment where learning and teaching are respected and valued.  
 
Finally, the policy will allow parents to have confidence their child is learning in an academic environment 
and is safe, respected and equally valued.  We believe in our pupils and we believe each and every one of 
them wants to conduct themselves to the highest standards and that these high standards will serve them 
well both at school and into adulthood.   
 
The main policy focusses on discipline and support for the students, while appendix D focuses on our 
routines which support the calm and orderly running of the Academy.  We believe the 6 very clear and well-
explained daily and weekly routines will enable pupils and staff to concentrate on the core business of 
teaching and learning in a well-structured and consistent environment. Staff and pupils are expected to 
abide by these routines at all times to ensure the highest levels of consistency.   
 
We want the school to be not only an exceptionally successful academic environment but also one in which 
pupils receive regular praise for making the right choices and conducting themselves well. Exceptional 
work, conduct, effort and demonstration of good character will be formally acknowledged and rewarded 
and this is set out in the Rewards section.  
 
We are keenly aware that our pupils will make mistakes and this is part of the learning process and growing 
up. Where pupils act in a manner that is detrimental to their own well-being or the well-being of others they 
will be sanctioned. Sanctions are not there to punish but to help pupils understand they have done 
something wrong. Sanctions will always be carefully explained and pupils will be given an opportunity to 
reflect on the matter with some adult guidance. The ‘Sanctions’ section specifies sanctions that the academy 
will use to support pupils. Pupils who need help in addressing behavioural, emotional and social difficulties 
will have access to a range of support as set out below. 

1. Principles of this policy 
 

I. The underlying principles of the Ark Acton Behaviour Policy are to: 
 

a. Develop a culture whereby pupils are able to self-regulate behaviour and learn the reasons 
why behaving in specific ways are conducive to learning 

b. Ensure the ethos and values of Ark Acton are promoted through our house and rewards 
system 

c. Ensure that Ark Acton is a safe and supportive environment for all teachers, pupils, and 
anyone else who comes into the Academy  

d. Ensure that all members of the Academy and local community are shown respect and show 
respect for others  

e. Encourage a positive approach to behaviour by always displaying the behaviour we wish to 
see from our pupils, and by praising and rewarding good behaviour  

f. Ensure that when behaviour falls short of acceptable standards, procedures are followed and 
sanctions are applied fairly and consistently 

g. Ensure that punitive sanctions are combined with a restorative approach that seeks to 
maintain and develop positive relationships between pupils and staff, and to support pupils 
in modifying their behaviour 

 

2. Policy overview 
 

I. Expected standards of behaviour are stated in the home-Academy agreement, and will be 
regularly reiterated formally, in assemblies, and informally, by all members of staff.  

 
II. The Academy ethos is built around a culture of high expectations, and no excuses, and this 

applies clearly to behaviour.  
 



 

 

III. The following groups of vulnerable pupils may at some point require the adults in the Academy 
to take account of their individual needs and circumstances when monitoring the Academy’s 
behaviour policy:  
a. Minority ethnic and faith groups, travellers, asylum-seekers and refugees 
b. Pupils who need support to learn English as an additional language 
c. Pupils with special educational needs 
d. Children looked after by the local authority 
e. Sick children  
f. Young carers 
g. Children from families under stress 
h. Pregnant Academy pupils and teenage mothers 

 

However, the Academy does not accept these as excuses for poor behaviour. 

IV. This policy applies in the Academy building, on Academy trips, and at all times when pupils are 
wearing their uniform, including travelling to and from Academy.  

 
4. Uniform and appearance 

 
I. Students must be smart at all times (including on the way to and from the Academy)- shirt 

tucked in; top button fastened; keep tie at five buttons length.  
II. No head gear to be worn (except black or blue scarves for Muslim girls and a ramal or turban for 

Sikh boys).  
III. Students must only wear black business like shoes around the Academy, except for PE.  Anything 

deemed to be trainers or similar will not be acceptable.  
IV. No make-up is allowed. 
V. Students must wear the Academy blazer at all times unless they have been given permission to take 

it off by a member of staff. Hoodies are not allowed.  
VI. The academy blazer can be removed at break and lunchtime during the summer term only and in 

extreme temperatures as directed by the Principal. 
VII. Outdoor jackets must be plain black coat with a discreet logo. 

VIII. Students must always wear black trousers/skirt (skirt length must be below the knees); white shirt; 
coloured Academy tie according to year group.  

IX. No jewellery is allowed, except a pair of plain, small stud earrings. 
X. Mobile phones and any unhealthy food will be confiscated. 

XI. Inappropriate articles will be removed or confiscated 
o Contraband items include: 

▪ Hoodies or non-academy jumpers/coats, or uniform items, eg. Hats 
▪ Unhealthy food and drink 
▪ Non-academy rucksacks/bags (with the exemption of Y11 for 2019/20) 
▪ Mobile phones (only allowed if off and in bags), ipods, or similar electronic 

items 
▪ Any item deemed to be a weapon, including acid 
▪ Fireworks, bangers or fire crackers or anything similar 
▪ Laser pens 
▪ Drugs, tobacco or alcohol, including any paraphernalia  
▪ Metal comb 
▪ Aerosols or sprays 

Confiscated items will be returned to a parent on the final day of the half term. 
 
 

5. Hair 
 

I. The Academy has strict guidelines on appearance, which must be followed by all students.  
II. The Academy has specific rules about hair, which strictly apply to all and ensure hair is worn neatly. 

a. No hair may be anything other than a natural colour.  
b. Girls may have hair extensions provided that they are one natural colour and neat.  



 

 

c. No lines or markings are allowed in hair or eyebrows and pupils will be isolated until the marking 
has grown out. 

d. Short hair should be neat and blended. There should be no step/wedge effect or undercut. 
e. Long hair must be well-kept and tidy and allow the face to be seen.  It may be tied back if necessary.   
f. Cornrows are allowed, but must be kept neat.   
g. Girls’ hair accessories must be plain, without patterns and in black or grey.  No diamante or similar 

is permitted.  
h. Beads are not allowed. 

 
III. We expect all parents to support us in maintaining standards.  
 

6. Bags  
I. Students are required to have the Academy rucksack.  This can be bought at the academy. 

 
7. Food  

I. When off the premises and whilst in the Academy uniform, students are not permitted to eat cooked 
food of any description.  All food in the academy must be eaten in the canteen only, or the outdoor 
seating area adjacent to the canteen. 

 
8. Code of Conduct and Expectations (see appendix A) 

I. The Code of Conduct makes clear the general principles of good behaviour, which will ensure a 
positive learning environment for all.  Within the Academy, all efforts will be made to recognise and 
cater for the individual needs of our students. 

II. As a community it is essential that we recognise that this policy must apply to the behaviour of all its 
members: to adults (teachers, other staff, parents/carers, and visitors) as well as to students. Only 
by example can we teach and demand good standards of behaviour from those whose education is 
entrusted to us. 

9. Conduct in the classroom  
I. Line up outside the classroom in single file in silence. 

II. When a member of staff raises their hand, all students raise their hands and are silent within 5 
seconds. 

III. Arrive on time (within five minutes of the start of the lesson) and greet the teacher politely. 
IV. Be fully equipped for learning and begin the silent ‘Do it now’ activity within 30 seconds of entering 

the classroom. 
V. Follow all classroom procedures. 

VI. Always listen to the teacher and follow instructions first time without question. 
VII. Do not leave the classroom without the teacher’s permission. 

VIII. Speak using positive language only, especially when mistakes are made, knowing that this is how we 
improve. 

IX. Write homework in planners. 
 

10. Conduct around the Academy  
I. Move quietly and in a considerate and controlled way about the Academy on the left hand side. 

II. No physical contact will be made with others. 
III. Swearing or slang language is prohibited. 
IV. Always walk on the left in corridors and on the stairs. 
V. Never run, chase, barge or shout. 

VI. Students should always be in supervised spaces. 
VII. Be ready to help by opening doors, standing back to let people pass and generally showing patience, 

good manners and courtesy.   
VIII. Move around the Academy in small groups of no more than 4 people, including in the playground. 

IX. At lunchtime and break time, there should be no students in the Academy building except for wet 
weather arrangements. 

X. Put litter in bins. 
XI. Respect the building and displays. 

 
11. Conduct in assembly 



 

 

I. Enter the Hall in silence, sit down and think about the ‘do now/think’ task, before standing for the 
speaker. 

II. Sit when asked and ensure bags and coats are not visible by being placed under chairs. 
III. Listen carefully and concentrate without talking or distracting others. Applauding others where 

appropriate. 
IV. Face the front of the hall and look at the speaker throughout the assembly. 
V. Leave in silence and move directly to the next destination. 

 
12. Conduct in the playground and line up 

I. Being sensible, careful and aware of other people including the staff on duty. 

II. No food or drink is permitted to be consumed in the playground.  
III. Not indulging in dangerous games or activities which could cause injury or endanger the health and 

safety of others. 

IV. Gambling of any kind is strictly forbidden as is scrambling for money. 
V. Do not gather in large groups which may intimidate other students-groups no larger than 4 are 

permitted. 

VI. Students must stay in their designated year group’s playground, unless in transit. 
VII. Students will make their way to line up on the whistle or signal given by the duty team. 

VIII. Students will then be silent in their lines no more than 2 minutes later when the line up lead raises 
their hand. 

IX. Students will have their planners and equipment in their hands by the time hands are to be raised. 
 

13. Conduct in the Hall at Lunch  
I. Lining up quietly and not pushing in. 

II. Eating all food in the Hall and returning trays and plates so that the table is left clean and tidy for 
the next person. All leftover food, bottles etc. to be put in bins provided. 

III. Talking quietly and not shouting across tables. 
IV. When engaging in family dining, students must respect and carry out their role wholeheartedly, e.g. 

server, and participate fully in conversation. 
 

14. Conduct before the Academy day and arrival at the academy 
I. Students leave home and make their way directly to the Academy in the morning. 

II. On arrival at the academy, they should greet any staff members on the gate by saying good 
morning, or similar. 

III. Arrival at the Academy will be between 8am and 8.23am. 
IV. Students are in silent registration/reading group lines at 8.25am. 
V. Equipment and uniform checks to be conducted by tutors in the line up. 

VI. Move to morning reading rooms quickly and in silence. 
 

15. Conduct after the Academy day and in the community 
I. Students must be in a supervised area if staying on site after Academy, e.g. revision class, library 

or club. 
II. Leave the Academy and go straight home to change from their uniform – not entering a shop or 

food establishment in uniform. 
III. Students will have 20 minutes to be away from the immediate area of the Academy and either 

home or on their way home. 
IV. Be respectful and polite to all in the local community. 
V. Cross roads where safe to do so and do not block pedestrian rights of way. 

VI. Be calm and considerate on the streets and on transport. 
VII. All students off site by 4.30pm unless in detention. 

VIII. The Academy may reprimand a student as they see appropriate for incidents which occur off site 
and after Academy hours whether in uniform or not. 

 
16. Conduct with others  

Show respect and consideration for all other students and adults including teachers, 
caretakers, the office staff, the kitchen staff, technicians and visitors.  

I. There is no excuse for personal, insulting and hurtful comments directed at anyone or members 
of their family. This includes cussing and swearing. 



 

 

II. There must be no form of intimidation towards others including bullying, extortion of money or 
similar.  

III. There is no excuse for rudeness, disrespect or insolence towards any member of staff. This 
includes gestures, body language or similar.  

IV. Any request from any adult must be carried out at once and without argument. 
V. No physical contact.  

 
17. Conduct of parents, carers and other adults visiting the Academy 

I. All visitors are expected to be polite and positive towards Academy staff and students. 
II. Abusive or aggressive behaviour towards any staff or students will not be tolerated and they will 

be asked to leave. 
III. Any inappropriate behaviour will result in a written warning about future conduct and possible 

police involvement. 
IV. A further incident will result in being banned from the site. 
V. In serious cases a site ban may be given immediately - this will be at the discretion of the 

Principal. 
VI. Visitors must always sign in at reception when coming on site and wear a visitors badge. 

VII. Meetings with staff must be pre-arranged. 
 

18. Conduct of Academy staff 
I. All staff are expected to behave professionally at all times in and around the academy 

community. 
II. Staff will not raise their voice when addressing students. 

III. Staff will follow the behaviour pathways in rewarding and sanctioning students. 
IV. Staff will ensure they are at their doors during lesson changeover. 
V. Students will be greeted at the classroom door and welcomed by saying hello to each student. 

VI. All incidents of poor behaviour will be resolved and each lesson a fresh start. 
VII. Staff will not put themselves in a compromising position with a student, e.g. alone in a classroom 

not visible to others, or use physical contact unnecessarily.  
VIII. Behaviour is the responsibility of every staff member not just pastoral leads. 

IX. Staff will use professional and positive language with all key stakeholders. 
 

19. Health & Safety  
I. The health and safety of all staff and students in the Academy is a prime consideration. 

II. Any student who endangers anybody by having any weapon or object which could be used as a 
weapon, may be subject to a permanent exclusion or managed move. 

III. Similarly, any student who is found trading in drugs or is in possession of, or in the company of 
other students who are in possession of any illegal substance at any time in the course of the 
normal Academy day, may be subject to a permanent exclusion or managed move.  

IV. No student is allowed to leave the Academy premises during the day without the written 
permission of his parents and / or authorised teaching staff. 

V. Health & Safety is not just the responsibility of the staff. Everyone, including students, must play 
their part. 

 
20. This means that students are expected to ensure they understand that they:  

I. Exercise personal responsibility for their own safety and the safety of others.  

II. Follow the Academy rules in a way that ensures consistency with safety. 

III. Observe safety regulations and any safety instructions given by staff.  
IV. Use and not wilfully misuse, damage or interfere with things provided for safety e.g. water hoses, 

fire extinguishers, fire alarms, CCTV etc. 
V. Report any potential hazard immediately to a member of staff e.g. broken window, liquid spilled 

on stairs, loose flooring, damaged fencing, defects in electrical fittings etc.  
VI. Laser pointers or similar items which can cause loss of vision, are banned from the Academy 

premises.  
 

All staff have the right to stop and search a student and their belongings if they suspect a 
student(s) are carrying contraband items.  In addition, random searches may be also be 
conducted. 

 



 

 

 
21. Rewards and praise for Good Behaviour  

 
The rewards system at Ark Acton centres on ensuring that students behaviour and effort is acknowledged 

and praised. Students will be rewarded by both teaching and non-teaching staff based on their behaviour, 

effort, attendance, punctuality, progress and achievement within lessons.  

 
I. The rewards system at Ark Acton Academy centres on acknowledgement of outstanding behaviour 

for learning and achievement.   
a.        Verbal praise from class teacher/form tutor/pastoral team 
b.        Awarding of achievement points by staff 
c.        Praise postcards given to students by staff 
d.        Comments in exercise books and planner 
e.        Badges when students achieve milestones of achievement points 
f.        Termly awards based on school values, department attainment and progress 
g.        Weekly hot chocolate rewards with the pastoral/senior leadership team  
h.        Phone calls home to parents/guardians  
i.        Reward trips 
j.        Attendance breakfasts  

 
 

II. Achievement Assembly (half termly) 

• Achievement points awarded by class teachers for any form of excellence including perseverance, 
effort, improvement and achievement 

• Students with high numbers of achievement points will be recognised and awarded certificates for 
their achievements half termly 

• Commendations and certificates of achievement by departments will also be awarded for attainment 
and progress each term 

• Each HoY will also nominate their ‘star of the half term’ 

• The Principal will nominate a student in each key stage for the Principal’s Award at the end of each 
term 

 
 

22. Sanctions and the behaviour pathway/overview 
 

I. At Ark Acton Academy our focus is on our students having the highest expectations of behaviour for 
themselves and others.  In instances of poor or unsatisfactory behaviour, the behaviour pathway will 
be applied (see Appendix B): 
 
a. Yellow level = classroom teacher/main scale/support staff level 
b. Amber level = middle leader level 
c. Red and severe = Middle and SLT level 
d. There will be a yellow, amber and red coloured report card for each level of intervention 
e. All sanctions should be appropriate to the offence; however, we do not sanction whole 

groups/classes unless there are exceptional circumstances 
f. Students should be clear about the reason for a sanction, and a discussion will take place about 

future conduct 



 

 

Sanctioning a detention 

a. In the first instance of low-level disruption, students should be given a clear reminder to correct 
their behaviour followed by a warning with their name on the board, and on their third instance a 
detention. 

b. For other incidents indicated in the ‘What constitutes a detention’ table, a straight detention may 
be given. 

c. As indicated on the pathway there are 3 detentions for each level of coloured intervention 

1. 30 minute - Year team/whole Academy - this may include a conversation about why the 
sanction was given 

2. 60 minute - Year team/whole Academy - this must include a reflection of why the sanction 
was given 

3. 90 minute – Year team/SLT level - this must include a reflection of why the sanction was 
given 

d. The student should acknowledge that they have/possible detention.  The tutor will notify them in 
registration, but they should also seek clarity if unclear. 

e. When a 60 or 90 minute detention is sanctioned, staff must comment on the incident when 
recording on Bromcom. 

f. When staff issue a 90 minute detention, they must be active in liaising with the year team to follow 
up the incident, e.g. mediation, parent contact. 

g. Detentions will be the same day, unless sanctioned after 2pm.  Parents notified by text message for 
60 and 90 minute detentions by 2.30pm.  Any students receiving detention after lunch will serve 
their detention the following day. 

h. Failure to attend a detention of any length will result in an internal exclusion for 1 day. 
i. Any decision to reverse a sanction or detention can only be made by a member of SLT.  

However, in the absence of an SLT member the year teams may overturn a detention for medical 
appointments (with proof), extenuating circumstance (supported by parental contact), or an 
emergency. 

j. Parents and students have a responsibility to provide evidence of any reason why a 
detention can’t be sat before the detention, not after. 

k. If a student wishes to acknowledge or discuss the detention, they can use only two phrases: 
a. “I’m sorry I made a mistake” 
b. “Please can we speak about the detention later?” 

Staff should refer to the following document for guidance on sanctioning detentions. However, it should 
be noted that this list is neither exhaustive nor fixed and some actions below may end in either a fixed 
term or permanent exclusion.  

 

 
 



 

 

II. Recording Unsatisfactory Behaviour 

Every example of unsatisfactory behaviour must be logged. This is closely monitored, to observe and 
recognise any patterns of behaviour so that:  

a. The Pastoral Team will be aware when intervention is warranted, thus avoiding more serious 
consequences 

b. Abnormal behaviour patterns are observed, which may be an indication of underlying factors. 
Appropriate action may then be taken in the event of exclusion, as all supporting material is 
available 

c. It is important that staff familiarise themselves with the various ways of recording unsatisfactory 
behaviour and to make a considered decision as to which is the appropriate way or ways to be used, 
so that the appropriate response is made 

d. An accumulation of behaviour points during one day will result in an escalation of the sanction 
according to the number of points sanctioned, e.g. 1 yellow and 1 amber sanction equals 3 points and 
a red detention 

e. If a student receives 4-7 points in a day, they will be internally excluded for a minimum of 1 day 
depending on points accumulated (see table below) 

f. If they receive 8 or more in one day they may be sanctioned with a 1 day FTE and a day in the 
Reflection Room 

g. An accumulation of behaviour points at any point during the year will result in a student being 
escalated through interventions and sanctions 

h. If, in exceptional circumstances a staff member cannot log the incident on Bromcom, they can send 
an email to the behaviour email address. 

i. The rationale for the thresholds as oppose to absolute cut offs for behaviour points is to allow us to 
differentiate for individual student need 
 

 
 
Behaviour Points are issued as per the table ‘What constitutes a 30/60/90 minute detention’? 
 
 

 

 

 



 

 

Behaviour points accumulation will be discussed at the fortnightly student support meetings 
and a decision will be made on the support or escalation, which may differ depending on the 
individual needs or background: 

Number of behaviour points Probable action By whom? 
10 to 40 points Form Tutor call home 

Form tutor (yellow) report  
year team notified 

Form Tutor 

40 to 80 points Parent meeting with year team 
(amber) report 
Parent meeting with YL and PSP 
drawn up 
Warning letter 
SLT (red) report 
Possible internal exclusion 

Year team 

80-120 points Parent meeting with year team 
and PSP drawn up 
Warning letter 
SLT (red) report 
Possible internal exclusion 

Year team 

120-160 points Parent meeting with Vice Head 
Possible internal/external 
exclusion 
SLT (red) report 
 

Year team/Vice Principal 

160+ points Parent meeting with Principal 
Possible permanent exclusion or 
managed move in severe cases 

Principal 

 

Length of exclusions will be dependent on individual cases and severity and repetition of 
poor behaviour.  The final decision will be made by the Principal on all exclusions. 

23. Lateness procedure: 
I. Students must endeavour to be on time to Academy and lessons.  Failure to do so will impact 

their learning and will result in a same day detention. 
II. Being late to a lesson is not being sat in their chair working on the do now after the second bell 

has finished sounding. 
III. For morning registration and after lunch, students must be in the line-up within 2 minutes of 

the initial warning. 
IV. The gate will close at 8.25am in the morning.  A student arriving after this time is late.  Any 

student arriving between 8.23am and 8.25am must be in line up before 8.25am otherwise they 
are late. 

V. Students arriving after 8.25am this time must sign in as late. 
VI. Any student arriving after 11.30am will be marked as an unauthorised absence for the morning 

session 
VII. Any truancy will receive a minimum of a one day internal exclusion.   

 
24. Dealing with a serious behaviour incident in lessons and use of patrol 

 
I. The disruption of the learning of others will not be tolerated.  In the cases where there is a serious 

offence, or persistent poor behaviour following reminder, warning, detention, a student will be 
removed from the lesson by patrol.  They will then be placed in reflection whilst a sanction is agreed 
upon.   
 
If the incident involves 2 or more students fighting each other, they should be kept 
apart whilst investigated. 
 



 

 

II. Patrol should be called for the following only: 
 
a. Violence or threat of violence 
b. Dangerous behaviour 
c. Failure to hand over a contraband item 
d. Disruption of test conditions 
e. Persistent disruption to learning after R/W/D 

 
III. If a student is removed from the lesson they will be placed in reflection and the incident followed up 

by the year teams in collaboration with the department or SLT depending on the severity.  An 
appropriate sanction will then be given. 

IV. Where a student needs to give a statement, it should be given verbally by students, written by staff 
and signed and dated by the student. 

V. Where physical contact has been used by a staff member, a use of physical contact form must be 
filled in and submitted to the Principal. 
 

25. Anti-Bullying 
 

I. The Academy places high importance on creating and maintaining a happy, safe learning 
environment for all students. It is expected that staff respond to all reports of bullying in a sensitive 
and swift manner. Students are reminded regularly that the Academy has a culture of 
communication and disclosure. There exists a separate Anti- Bullying Policy. 
 

26. Harassment 
 
Definition of harassment:  

 
Harassment may be defined as any hostile or offensive act or expression by a person against 
another person which interferes with the peace and security of that person, makes them fear for 
their safety, or reduces their quality of life.  
 

I. Implicit in our ethos as an Academy is the fact that we believe we are all equal regardless of race, 
colour, culture, gender, sexual orientation or religion. The ethos of the Academy therefore fosters 
the spirit of regard and respect for each other and for all. As an educational establishment we also 
recognise that learning and growth can only take place when students and staff have the self-
confidence, well-being and security that comes from being fully valued and respected and from 
experiencing equality of opportunity. Harassment has no place in our community and will not be 
tolerated.  

 
II. Harassment may present itself in the following ways:  

a. Physical assault because of race, colour, culture, gender, sexual orientation or religion  
b. Derogatory name-calling, insults and jokes  
c. Offensive graffiti  
d. Provocative behaviour such as the wearing of racist badges or insignia 
e. Bringing offensive materials such as leaflets, comics, magazines into the Academy  
f. Verbal abuse and threats  
g. Incitement of others to behave in an offensive way  
h. Attempts to recruit other students to certain organisations and groups 
i. Ridicule of an individual for cultural differences, e.g. food, music, dress, etc 
j. Refusal to co-operate with other Students because of race, colour, culture, gender, sexual orientation 

or religion 
 

III. Procedures for Dealing with Harassment  
 

Any form of harassment or abuse is unacceptable, including racist, homophobic and sexual.  It will be dealt 
with in full accordance of this policy.  The following actions should be carried out following any physical, or 
verbal abuse of this nature: 
 

a. Reported to year team and SLT  



 

 

b. Recorded on Bromcom  
c. Full reports to both victim and perpetrators parents/carers  
d. Action to prevent recurrence - persistent offenders must be reported to Year Leader and the 

procedure for physical assault then followed  
e. Any graffiti will be removed immediately, offensive materials must be removed, offensive remarks in 

the course of discussion must be challenged.  
f. All incidents must be recorded on Bromcom and referred to the pastoral team who will then take 

further appropriate action. 

 

27.  Supporting our students (see appendix C for academy interventions) 
 

I. At Ark Acton Academy we value all students and recognise that as individuals all students have a 
range of needs to assist them to be successful. We have a strong pastoral system and should a 
student require help at any time, there is always a member of the pastoral team available. We are 
fortunate to have the services of a Academy Counsellor who sees students and Parents/Carers where 
needed, on an appointment system. This is arranged via the Head of Year.  

II. We will hold fortnightly student support meetings; attended by the SLT pastoral lead(s), SENDco, 
year teams and any other key stakeholders in supporting a child. These meetings will be informed by 
key data and discussions around each child ensure that appropriate support and intervention is put 
in place for each student. The vice principal will have final say on any interventions.  
 

III. In addition to this, we have a range of other support specialists such as:  

• Academy Health Advisor and Academy councillor 

• The wellbeing programme which is a programme delivered through tutor time to teach students 
how to stay safe and healthy. 

• Our Inclusion Unit consists of the Reflection room (for internal exclusions). Students can be 
referred at the discretion of the year teams or SLT. 

• Time in Reflection will allow students to reflect on their behaviour through a restorative 
programme which will provide students with opportunities to rectify negative behaviour 

• Primary/Secondary Transition at Ark Acton Academy -  we place high importance on the need to 
work closely with our feeder primary Academies so that prospective Year 7 students are 
supported at this crucial stage in their Academy career. We have a full transition programme in 
place to offer any additional support required by SEN students or those requiring additional 
support. 

 

28.  Excluding a Child from Ark Acton Academy  
I. The decision to exclude a student is never ever taken lightly. The decision rests with the Principal 

alone, and only after careful consideration of all the facts and/or the Academy records and 
consultation with the Regional Director. Where exclusion is concerned, the Principal will take into 
account the standing guidelines issued by the Department for Education from time to time.  In some 
cases a student may be internally excluded, or if a more serious offence has taken place they will be 
externally excluded.  Exclusions will be set by the Principal and be appropriate for the offence. 

II. The Principal will write a letter to the Parents/Carers of the excluded child outlining the reasons for 
the exclusion and if the exclusion will take the child’s exclusions to more than fifteen days in a term 
there will be notification of a meeting with governors.  

III. The following gives guidance on why the Academy may decide to exclude.  Each carries 5 
behaviour points on Bromcom, but will also result in a possible Reflection Room, 
fixed term or permanent exclusion: 



 

 

 

IV. Exclusions can be internal or external. By this we mean that a decision will be made whether a 
serious contravention of the code of conduct poses a threat to anyone in the Academy community. If 
there is no apparent danger to any individual it is likely that an internal exclusion will be levied. This 
decision will be made by the Principal and other selected members of the Senior Leadership Team in 
his absence.  

V. A student will not be externally excluded until the investigation has been concluded. In order to 
carry out a full and fair investigation a student may be internally excluded during the course of an 
investigation. This will be communicated to the student(s).  

VI. The number of days exclusion in any case will be judged on the severity of the offence.  
VII. A student’s prior behaviour record will also determine the severity of sanction.  

VIII. There may be other extenuating circumstances which impact a length of exclusion. 
IX. The Academy will set work for the student to do at home for the first five days of an exclusion. It is 

the Parents’/Carers’ duty to make sure it is collected, completed and delivered back to the Academy. 
The Academy has produced printed guidelines to explain the responsibilities of the Academy and the 
Parents/Carers in relation to Academy work being sent home. The guidelines should be given to 
Parents/Carers at the time of the exclusion.  

X. Permanent exclusion is very much a last resort and all attempts will have been made by the 
Academy to work with Parents/Carers to modify disruptive student behaviour. This will include a 
Pastoral Support Programme for students at risk of permanent exclusion set up by the Academy, to 
help those students improve their behaviour. Parents/Carers should be informed and involved if a 
programme has been set up for their child. 

 

Alternative provision and managed moves 

When a student persists with poor behaviour they may be directed to an alternative provision to try to 
amend their behaviours.  If, following a period at an alternative provision a student still cannot demonstrate 
expected levels of behaviour, they may be recommended for a managed move to make a fresh start at 
another education provision.  This will usually be done on a 12 week trial period.  If the students fails to 
integrate at another school during the managed move trial period, they will return to Ark Acton and and 
may face further serious sanctions for the original breaches of the behaviour policy at Ark Acton and the 
Principal will be able to consider the behaviour at the other school.  A student may also be transferred to the 
Tri-Borough Alternative Provision (TBAP) for a period of intervention. 

 

 

 

 

 

 



 

 

Appendix A- Ark Acton staff and student code of conduct 

Staff are expected to: Students are expected to: 
Before school 

Greet students warmly upon their arrival into school  
Be at allocated duty points, reminding students/sanctioning on uniform/other 
where appropriate  
Have all lesson material prepared e.g. printing, do nows  

Greet teachers upon your arrival to school and go to your designated playground 
Be on site by 08:23 latest - if late, report to reception where you will receive a detention  
Go for free breakfast in the canteen and mentally prepare for a day of learning  

Morning line-up 
Pastoral team/lead duty person – be at line-up for first bell at 08:23  
Support lead person by using hand signals, ushering and saying thank you to 
students as they move into their lines 
Ensure making sure students are facing forward, in silence, with the right 
equipment – issue sanctions accordingly 
Tutors/reading teachers - Be at line up for the second bell at 08:25 ready to lead 
your class to morning reading  

Be at line up by second bell and form a line within your tutor groups (unless instructed 
otherwise) 
Remove Jackets and have equipment and planners in left hand ready for inspection  
Walk silently in line with your teacher to morning reading  
Respond immediately to hand signal/countdown – remain silent and await instructions  
Listen to announcements made and take a mental note 
 

In lessons 
Greet students and check equipment when entering the classroom  
Logs sanctions on Bromcom and in planner with verbal explanation 
Use hand signal with countdown when silence/attention is required  
Use reminder, warning, detention (RWD) for all negative behaviour 
Praise students publicly and sanction privately (where possible) 
Use ‘patrol’ to remove student from class  for persistent or unsafe behaviour 

Enter silently, beginning the do now in 30 seconds of arrival 
Place planner and equipment on your table  
Respond immediately to hand signal/countdown – remain silent and await instructions  
Follow teacher instructions with no questioning back when given a R,W or D (this can be 
discussed at a more appropriate time) 
Be proactive in taking notes/answering questions whilst making eye contact 

During break and lunch 
Arrive promptly to duty 
Engage with students, actively scanning other students and sanctioning where 
appropriate 
If not on duty be on corridor to ensure a positive atmosphere across the academy 
Ensure no students are on 1st floor/above without a note 
Be at line up on time-no later than the lead raises their hand 

Interact positively with staff and peers 
Stay outside or in the dining hall, unless you have a valid note in their planner 
Be in allocated space including during wet weather-this must be supervised 
Eat only in the canteen or silver playground 
Report to a member of staff any negative behaviour or bullying 
Stay in groups no larger than 4 in the playground 

During Transition 
Be on corridor to ensure a calm and positive atmosphere during changeover 
Challenge any student not in lessons asking for planner, send back if no planner 
Sanction a student with ‘poor transition to a lesson’ if behaving inappropriately 

Always walk briskly, quietly and sensibly on the right 
Go straight to your next lesson-you may use the toilet if you have time 

After school 
Always be on corridors/stairwells to ensure smooth dismissal 
Escort class to line up/detentions 

Follow your form tutor to detention/interventions if applicable, otherwise, go straight 
home and change out of uniform (within 20 mins of leaving school) 
Don’t go into shops/eating establishments 
Respect the neighbourhood and wear their uniform with pride 

 

 



 

 

Appendix B- Managing Behaviour overview 

Colour and Behaviour Sanction/Action Who? Follow up 
Green 
Student demonstrates positive BfL Praise and reward All staff Continued praise and reward 
Yellow: 1 behaviour point 
Poor effort in class 
Talking when in line 
Homework not done 
Incorrect equipment/uniform/PE kit 
Not following instructions 

1. Reminder/warning/Detention 
2. 30 minute detention 

All staff Discussion about avoiding repeat incident 
Parental involvement if appropriate 

Not going straight home from school 30 minute detention Year team Parent text message 

Amber: 2 behaviour points 
Disruption to learning 
Persistent rule breaking in class 
Persistent poor effort/disruption 
Persistent under achievement 
Persistent failure to hand in homework 

60 minute detention 
Meeting with parent 
Subject report 

Subject leader 
Year team 

Discussion about future BfL 
Agreed report targets to achieve 
Parent support 

Possession of contraband item, inc phone, 
make-up, hoodie etc 

Confiscated/returned to parent end of HT + 1  hour 
detention 

All staff  

Late to school (up to period1) 60 minute detention + phone call home Year team Parent support with punctuality 
Persistent absence Referral to Early Help or ACE Att officer/year team Action plan for improved attendance 
Missed 30 minute detention 60 minute detention Behaviour team Discussion with parent/child about attending 

detention 
Missed 60 minute detention 90 minute detention Year team Parent text message 

Red: 3 behaviour points or more 
Serious breach of rules, defiance, bullying, 
rudeness 
Persistent disruption to learning 
Persistent lack of homework/classwork 

90 minute detention (possible Reflection Room) Year teams/SLT Agreed report targets to achieve 

Late after period 1/Persistent lateness Year team follow up with Early Help SLT/Att off/Early help/Year 
team 

Agree action with Att officer/Early Help 

Persistent absence Fixed penalty fine As above Agree action with Att officer/Early Help 
Missed 90 minute detention Reflection room Year team/SLT Parental contact 
Severe: 5 behaviour points + appropriate sanction 
Includes: 
Fighting/playfighting 
Sexualised behaviour 
Bullying 
Criminal behaviour 
Persistent/severe defiance/rudeness 
Illegal/alcoholic substance 

SLT will decide on appropriate action: 
Isolation 
Internal exclusion 
Fixed term exclusion 
Managed move to another school 
Permanent exclusion 
 

Severe level sanction determined by SLT in accordance with DfE guidance. 
Parental involvement essential.  
Pastoral support plans in place. 
Student must show remorse and willingness to improve. 



 

 

Appendix C- Ark Acton Academy Model of tiered behaviour intervention 
  

 

 
 
The above model is likely to develop and change as the academic year progresses. 
 



 

 

Appendix D Academy Routines 

Routine 1- Coming onto the Academy site 

Students Teachers  Senior Leadership Team (SLT) Pastoral Leaders (PL) 
▪ From 8.00am students enter 

school site through the main 
gates. Students can enter the 
canteen for breakfast club 
from 8.00am to 8.23am.  

▪ Students enter the gates 
wearing correct uniform which 
is worn the correct way (this is 
listed in the student planner). 

▪ As students walk on site they 
greet the Pastoral Leaders 
(PLs) and Senior Leadership 
Team (SLT) with ‘Good 
morning’ and make strong eye 
contact as this is said.   

▪ The main gate closes 8.23am 
and the student enter the 
building using these two 
entrances/gates:   

▪ Yr7 and Y11 to use the Green 
right gate.  

▪ Yr8, 9, and 10 use the left 
green gate. 

▪ Students walk to their 
designated areas or canteen 
for breakfast club.  

Designated areas are as follows:  
▪ Y7 go to blue playground  
▪ Y8 and Y10 go to the left of the 

MUGA 1.  
▪ Y9 go to MUGA 2.  
▪ Yr11 go to yellow playground   
▪ Students arriving after 8.25am 

will be directed to the late gate 

▪ At 8.23am the reading group 
teacher goes to their year group 
playground and are in place to 
greet students at 8.25am.  

▪ Teachers greet their students by 
making direct eye contact and 
saying good morning.  

▪ Teachers will check each students 
uniform and that students have 
their planner and equipment in 
their left hand.  

▪ Teachers will conduct spot checks 
as led by the PL. 

▪ If a student is not in the correct 
uniform or has correct equipment 
the teacher will sanction the 
student. 

▪ The student is then sent to the 
head of year to correct their 
uniform.  

▪ When all students have been 
greeted and uniform checked the 
teacher will instruct students 
using NVC to track the pastoral 
leader and listen to her/his 
instruction.  

▪ At 8.25am when instructed by the 
PL the tutor will lead the students 
into the school building via the 
allocated entrance for their year 
group.   

▪ Students will walk in a line in 
silence.  It is the duty of the 
teacher to ensure that the line is 

▪ SLT are all on duty from 8am 
▪ SLT greet students at their 

allocated areas using positive 
language such as good morning, 
excellent uniform etc.    

▪ SLT will point out incorrect 
uniform and instruct changes 
needed to the uniform.  Students 
with missing uniform items will 
be sent to the conference room to 
collect items of uniform (support 
staff will record the names of 
students who are given uniform 
items that are missing). 

▪ SLT will direct students who are 
in the correct uniform to follow 
the path to the reception steps 
where a member of duty staff 
directs students through their 
entrances.  

▪ SLT lock the gates at 8.23am. 
▪ Students who arrive after 8.25am 

will sign in at the late gate with 
the reflection lead teacher.   

 

▪ Duty PLs are at the gates at 
8.00am.  As students walk on site 
they greet pastoral leaders with 
‘Good morning’ and make eye 
contact as this is said.   

▪ PLs will instruct teachers to 
inspect lines and point out 
incorrect uniform/equipment 
and instruct changes needed to 
the uniform.  The PL will radio 
the PL on duty to instruct what 
needs amending. 

▪ Students with missing uniform 
items will be sent to the 
conference room to collect items 
of uniform. 

▪ PL will direct students who are in 
the correct uniform to follow the 
path to the reception steps where 
a member of duty staff directs 
students through the side gates. 
Students are then allocated to the 
conference room for uniform 
correction.  

▪ At 8.20am all PLs will leave their 
duty stations and go to their year 
group playgrounds. 

▪ At 8.23am blows the first whistle 
and then 2 minutes later they 
blow the 2nd whistle at 8.25am 
and use the (right) hand signal to 
gain silence.  

▪ All students line up in their 
allocated reading group at the 



 

 

and the main gate will be 
locked.  

▪ At 8.23am the PL will blow the 
first whistle. This will then 
signal that students need to 
get ready for line up. The 
second whistle is blown 2 
minutes later at 8.25am. 
Students will need to fall silent 
and into line raising their right 
hand. 

▪ At 8.25am students are lined 
up in their tutor groups. Any 
student is not in line will get 
an immediate sanction. 

▪ Students will have both straps 
of their bag on their back, 
holding their planners in their 
left hand, opened on the 
current day.   

▪ Students remain in silence, in 
a single line, facing the front 
and wait for instructions to 
depart the playground. 

▪ At 8.25am each tutor group in 
the year group that has 
assembly will be given 
instruction by the PL to walk 
in single file and in silence to 
the assembly hall (see routine 
2 for entering assembly).  

▪ Students line up in their tutor 
groups until the NGRT is 
completed and then will be in 
reading groups onwards.  

▪ Students enter the following 
entrances:  

▪ Year 7 – Entrance on blue 
playground  

silent.  Where it is not then the 
teacher will sanction the 
students.  

▪ As the teacher walks the line of 
students to the classroom s/he 
will stop on two occasions to 
check the line is silent and in 
register order. The teacher stops 
the line and steps to the side to 
scan the line up.    

▪ If they need to correct the line 
they use the NVC.  

▪ When students arrive at their 
classroom they will line up in 
silence and wait for the teacher to 
give instructions for entering the 
classroom. 

▪ Teachers will stand abridge the 
door threshold as students enter 
the classroom and will track the 
room and the line up outside of 
the classroom. 

▪ The teacher will use NVCs to 
direct students who are not 
completing their ‘Do It Now Task’ 
or begin reading. As the teachers 
circulates the room they check 
the equipment that is ready on 
the desk.  

▪ When all students have entered 
the room and are seated the tutor 
will complete the register.  

▪ The teacher will give a NV 
instruction by holding the 
planner up to indicate for 
students to get out their 
equipment.  The students put 
their planner at the top right 
corner of their desk.  

marked spots. Students line up in 
register order and in silence.  

▪ The PL leaves the playground 
with the last tutor group that is 
dismissed.   

▪ The PL goes back to their office 
area and updates the detention 
register from the previous 
evening.  

 



 

 

▪ Year 8 – Entrance canteen 
playground  

▪ Year 9 – Entrance right of the 
canteen playground  

▪ Year 10 – Entrance left of 
canteen playground 

▪ Year 11 – Yellow playground 
entrance  

▪ Students will remain in silence 
and in a single file as they 
enter the building.  The tutor 
will stop and scan from the 
side at two different points in 
order to check that there is a 
single, silent line. 

▪ Once at their classroom for 
morning reading the students 
will line up outside the room 
while the tutor gets to their 
threshold.  

▪ Students go straight to the 
seats allocated to them on the 
teacher’s seating plan.  They 
put their planner at the top 
right corner of their desk.  

▪ Students take out their clear 
pencil case, reading book next 
to their planner. They then 
finally put their bag on the 
floor. 

▪ The teacher takes the register.  
▪ Any students who are late after 

8.25am will sign in at the late 
desk and receive a check in       
their planner.  This indicates 
the sanction of a 1 hour 
detention on the same day.  

▪ Parents are notified by text 
message from the office.  

▪ Students then take out their clear 
pencil case, reading book and 
place it next to their planner. 
They then finally put their bag on 
the floor. 

▪ Any students who do not follow 
this will get a detention. 



 

 

 

Routine 2-Assembly routine 

▪ At the end of school day the 
tutor will drop late students 
and students with behavior 
points to the detention hall.  

▪ Students that are late after 
8.25am will sit a hour 
detention, if a student is late 
after period 1 they will sit 
1.30mins after school.  

Students Tutors   Pastoral Leaders (PL) Senior Leadership team (SLT) 
▪ 8.23am students are in their 

allocated playgrounds.  
▪ 8.25am students walk from 

their playground to the 
assembly hall in silence and in 
single file with their tutor. 

▪ Once at the assembly hall 
students line up outside in 
silence in single file with their 
tutor at the front of the line  
facing the students.   

▪ Students must remain in 
register order.  

▪ Before entering the hall tutors 
and students are aware of 
where they sit once entering 
the hall.  

▪ The tutor enters the hall first 
with the students following in 
line.  The tutor stands in front 
of the first row of chairs, 
giving an arm signal of where 
to sit down.  

▪ At 8.25 tutors are with their tutor 
groups.  

▪ Once arrived from the morning 
line up tutors will greet each 
tutee with good morning and 
making eye contact. They will 
scan for uniform corrections and 
any pupils that were not picked 
up at the gate will be sent to the 
conference room. Any corrections 
or adjustments that need to be 
made will be done using NVC.  

▪ The tutor will then stand tall and 
square up at the start of the line 
and complete the paper register 
that was given to them from the 
PL, they will use their radar scan 
and step to the side to ensure the 
standards are met. If corrections 
are needed will be using NVC 
where necessary.  

▪ The tutors will keep the paper 
register with them to mark any 
pupils who might be late to 
assembly.  

▪ At 8.00am the PL is in the 
assembly hall with the Head of 
Character preparing the 
assembly.  

▪ The PL would of prepared their 
shout outs for the end of the 
assembly.   

▪ The PL has a pre-written seating 
plan and the order of which the 
tutor groups enter the hall. All 
tutors adhere to these seating 
plans and instructions of where 
to sit their tutor group.  

▪ The PL is dressed formally for the 
delivery and hosting of the 
assembly.  

▪ The PL ensures that there is 3 
seats on the right of the stage for 
the leadership to sit and to track 
the room (HOY, HOC and SLT 
link). 

▪ Where the assembly is student 
led assembly the PL will organise 
a microphone.  

▪ At 8.20am the SLT link is with      
their Year group.  

▪ 1 week before the assembly the 
VP for Culture and Ethos quality 
assures the weekly assembly 
PowerPoint and ensures it 
provides for a formal, informative 
and thought-provoking assembly 
and in line with the termly 
assembly rota. 

▪ The VP for Culture and Ethos 
checks that it is the Ark Acton 
Academy (AAA) logo and format 
is used on the powerpoint. 

▪ The SLT leads are in the hall to 
ensure that standards of the 
academy are being upheld. They 
feedback immediately to the PL. 

▪ Once the assembly has started the 
PL and SLT sits down on the 
chairs next to the right of the 
stage modelling listening skills, 
STAR but has a view on the hall 
tracking the pupils.  



 

 

▪ Students are immediately 
seated in silence not moving 
the chairs.  

▪ Bags and coats are put under 
the seat.  

▪ Once seated students track the 
themed assembly video (sitting 
in silence while the rest of the 
year group are being seated). 
Once all students are in the 
hall the video is faded out by 
the Pastoral Leader.  

▪ At 8.30am the assembly starts 
immediately.   

▪ Students will be requested by 
the Pastoral Leader to stand 
up when the speaker for the 
assembly is introduced. 

▪ The speaker will greet the 
students and then instruct 
students to sit down 

▪ During the assembly students 
must track the speaker. The 
students follow the STAR.  

▪ At the end of assembly when 
requested the students will 
bow their heads with their 
hands locked together for the 
moment of reflection, all eyes 
are to the floor.  

▪ The Pastoral Leader officially 
closes the assembly with a few 
shout outs and asks for any 
brief notices that need to be 
shared with the year group.  

▪ The Pastoral Leader will 
instruct one tutor group at a 
time to stand up and follow 
their tutor out of the hall.  

▪ Tutors stand at the front of their 
line and follow the ARKCTON 
order.   

▪ When departing the playgrounds, 
tutors will stop at 2 different 
points for a radar scan and step 
to the side.  

▪ Tutors will take control of their 
lines ensuring they are silent, in 
register order and facing the 
front.  

▪ As the tutees enter the hall they 
take off their bags and coats 
ready to sit down.  

▪ The PL instructs the tutor and 
their group when to enter the 
hall.  

▪ The tutor group will remain in a 
single file and walk along the 
chairs in their allocated space (as 
briefed by their PL). 

▪ The tutor group will use all chairs 
and leave no gaps.  

▪ In the hall tutors stand with their 
tutor group until the last tutee 
has stood in front of their chair. 
The tutor will then use NVC for 
students to sit down.  

▪ Tutor will do a radar scan to 
ensure all bags are under the 
chairs.  

▪ Tutors are sat at the end of the 
row with their tutor group.  

▪ The PL will go onto the stage and 
ask for the year group to stand 
and introduce the speaker. The 
speaker will greet the students 
and signal for them to sit down.  

▪ The PL will have their clicker 
ready to give to the presenter.  

▪ This assembly will have the 
weekly theme or learning 
question related to the assembly. 
The assemblies will be delivered 
on a rota basis.  

▪ PL checks that all sound is 
working.  

▪ The PL notifies a student to 
monitor the clip and switch to 
powerpoint, when given an 
instruction.  

▪ At 8.20am the PL hands out the 
registers to their tutors and joins 
the rest of the school in their 
allocated area in the playground.  

▪ At 8.23am the PL blows their first 
whistle and at 8.25am the second 
whistle.  

▪ The PL does a radar scan to check 
their line ups.  

▪ They will use NVC for tutor group 
A are the first to lead the morning 
line up to walk their year group 
over to the assembly hall.  

▪ At 8.26am the PL will start the 
dismissal from the MUGA/Silver 
playground. The PL will follow 
the ARK ACTON sequence on 
dismissal.  

▪ PL should be at the front of the 
hall silently directing tutors and 
students into rows/seats. PL has 
absolute control of the hall. 

▪ Once all students are seated and 
the speaker is ready, the student 
fades out the clip and switches to 
the powerpoint.  

▪ The leadership team model the 
reflection and STAR at all times.  

▪ At the end of the assembly the 
SLT stands by the door as 
students leave in an orderly file.  

  



 

 

 

Routine 3- Start of lessons and transition 

Students will leave the hall in 
silence in single file.  

▪ Any students who are late will 
sit at the back of the hall on 
the left side of the last double 
door in the hall. 

▪ Throughout the assembly tutors 
model expected behaviour and 
are tracking the speaker.  If 
students are not following the 
protocol, tutors use NVC to 
remind them of the correct 
actions.  The tutor has full 
responsibility for the students, 
ensuring the line is silent and can 
track this again once in the hall.  

▪ At the end of the assembly the PL 
will ask to do a reflection where 
all eyes and heads are bowed 
towards the floor. The tutor uses 
NVC for any student who is not 
complying with the reflection.  

▪ When the assembly is finished 
tutors stand up with the tutor 
group when instructed by the PL. 
the tutors leave the register at the 
computer so the PL can collect it 
once the assembly is over.  

▪ Tutors lead the tutor group out of 
the hall in silence in single file.  

 

▪ The PL introduces the theme of 
assembly and the person/group 
who are delivering it.  

▪ The PL instructs all students to 
stand up.  

▪ The PL sits next to the SLT link.  
▪ To conclude the assembly the PL 

leads the moment of reflection 
and instruct students to bow their 
heads and interlock their hands 
on their laps.  

▪ After the silent reflection the PL 
will break the silence with ‘Open 
your Eyes and ensure you are 
sitting upright’.   

▪ The Pl will lead shout outs to 
their year groups (positive re-
enforcements).  

▪ The PL will ask students to stand 
up one tutor group at a time and 
ask the tutor to lead the students 
out of the hall (if tutor has left to 
teach then the SLT will support 
leading the group out of the hall). 

Students  Classroom teachers    Pastoral Leader (PL) Senior Leadership Team (SLT) 
▪ End of lesson/end of morning 

reading/tutor time. Students 
complete their exit ticket and 
follow teacher instructions for 
how to hand this in.  

▪ Students must then be silent 
and track the teacher to listen to 
the instructions for end of 

▪ End of lesson/end of morning 
reading/tutor time – students will 
be stood in silence behind their 
desks. They will have their bag on 
their back using both straps and 
their planner in their blazer 
pocket. The teacher can use 
NVC/AGC for correction.  

▪ The PL will check the cover and 
be aware where classes are 
covered and if it matches their 
patrol slot.  

▪ The PL is aware of where their 
year groups are in their patrol 
periods.  

▪ The patrol pair have a hand over 
before the bell to feedback any 

▪ SLT are in the corridor at the 
changeover of lessons. 

▪ SLT support the classroom 
teacher in checking the students 
as they line up and in giving 
positive messages about learning. 

▪ The SLT act upon the feedback 
from PLs where hotspots may 
occur.  



 

 

lesson routines (putting away 
equipment and books). 

▪ Students will pack their 
equipment in to their bag when 
told to do so by the teacher.   

▪ Students to follow the 5 internal 
learning routines that are 
highlighted in the school 
planner.    

▪ When instructed by the teacher 
students will stand up in silence 
and put their chair under the 
desk. 

▪ Students will be dismissed from 
the classroom one table at a 
time. 

▪ Students will arrive at their next 
classroom within 5 minutes of 
transition. If their teacher is 
present on their threshold the 
students enter their classroom.  

▪ If the teacher is not present (due 
to moving classrooms) student 
line up in silence with their 
bags, coats off and planners and 
pencil cases ready.   

▪ When students arrive at the 
classroom they must line up 
along the wall outside of the 
classroom in single file and will 
stand in silence.   

▪ The student line must be 
straight and there are no gaps.  
Students will face forwards 
towards the classroom door they 
will be entering. 

▪ Students will be in correct 
uniform and will be wearing this 
correctly. 

▪ The teacher will stand at the 
classroom door to dismiss 
students from the lesson.  

▪ As the student walks past the 
teacher they will use personalised 
descriptive praise “Excellent 
questioning today Jamila”. Be 
specific with the praise.  

▪ The students line up again to face 
their teacher. The teacher uses 
threshold to stand in between the 
door and classroom. Once all 
pupils are out of the classroom 
the teacher uses a radar scan for 
the line up. The teacher leaves 
them with a positive message.  

▪ The students walk to their next 
lesson in a scholarly manner 
walking to the right at all times.  

▪ When the bell rings for lesson the 
teacher is at the classroom door 
or just arriving from another 
classroom.  

▪ The teacher has their 
board/PowerPoint ready with the 
learning question and do now 
(DN) task is clearly displayed on 
the board.  

▪ Teachers stand in their threshold 
in-between the doorway and 
classroom. They step and scan  

▪ Once the line-up has happened 
the students enter the classroom. 
The teacher carries out another 
informal check in the lesson.  

▪ They then return to the door 
frame and instruct students to 
enter the classroom.  

problems with students or 
classrooms – e.g. supply.  

▪ The patrol team are located in the 
hot spots for change over (as 
indicated by the school time table. 
E.g. Year 11 English corridor.  

▪ No patrol PLs go to the subject 
area where their year group have 
lessons and ensure the line ups 
are correct.  

▪ The PLs on patrol each of floors 
and uses PGC to get the students 
to move to their next lesson 
efficiently, and checking toilets 

▪ PLs ensure that teachers and 
tutors are being consistent in the 
practice of the line up. They offer 
PGC and NVC where necessary.  

▪ The PLs feedback to SLT link any 
problem areas on the feedback 
forms.  

▪ Check toilets 
 



 

 

 

Routine 4- End of break and lunch 

▪ When the teacher instructs 
them the students enter the 
classroom in silence and in 
single file. 

▪ In the classroom students go 
directly to the seat allocated to 
them from the data instructed 
seating plan. 

▪ They put their pencil case, book 
and planner on the desk in front 
of them.  Students then place 
their bag under the desk.  

▪ Students immediately then 
complete the ‘Do Now’ task in 
silence.  

▪ When the teacher gives the 
instruction students STAR (sit, 
track and respect).   

▪ Students adhere to the sound 
spot on the powerpoint.  

▪ As students enter the classroom 
the teacher hands the student the 
DN.   

▪ Students are silent doing their do 
now task in their books.  

▪ The teacher completes the 
register. 

▪ The teacher circulates the room 
and gives feedback on the DN 
task. This gives the task 
importance so that it is 
meaningful and sets a positive 
tone for the lesson.  

Students  Teachers    Pastoral Leads (PL) Senior Leadership team (SLT) 
▪ When the bell sounds at 

10.50am (end of break) or 
13.08pm (end of lunch) 
students stop play and walk to 
their year group 
playground* (see routine 1 
for locations).  

▪ If students are in their 
designated area they will then 
need to walk to their line up  

▪ Students must be go straight 
to p3 (end of break) or 
13.08pm (end of lunch) and 
must be lined up in a single 

▪ When the 5 minute bell sounds at 
10.50am (end of break) or 
13.08pm (end of lunch) teachers 
walk to their classroom for p3 or  
year group playground if after 
lunch. 

▪ At 10.55am teachers are at 
classrooms and the do now has 
commenced 

▪ At 13.10pm teachers are in the 
year group playground and 
standing at the top of their line 
up point waiting silently for 
pupils. 

▪ The PLs are in their year group 
playground at and at 13.10pm.  

▪ Or, at the end of break, they are 
supporting the calm transition of 
students to p3 following their 
duties. 

▪ At 13.08pm the PL blows their 
whistle and stands in position 
he/she is visible and gives 
instructions for lining up in 
teaching group in single file and 
in silence.   

▪ The PL visibly monitors the lines 
and guides pupils and staff – 

▪ SLT are on duty in the different 
playgrounds at break and at 
lunch time. 

▪ At 10.5am and 13.08pm SLT 
greet the teachers and the 
students in their year group 
playground and ensure that 
students are lining up in their 
teaching group in single file and 
in silence.   

▪ SLT support teachers to check the 
students’ uniform is correct and 
to get students facing forwards in 



 

 

line in their teaching group 
and in register order.  

▪ First whistle is blown so that 
the students get into line. The 
second whistle is blown 2 
minutes later, students are 
expected to get into an orderly 
line and fall silent when the 
(right) hand signal is used. 

▪ Students will have correct 
uniform which is worn 
correctly and with school bags 
being worn on their back 
(wearing both straps on their 
shoulders).  

▪ Students face forwards 
towards their class teacher in 
silence.   

▪ When directed by the Pastoral 
Leader students will follow 
their class teacher in a single 
file in to the school building. 

▪ Their teacher will stop at two 
different points to ensure their 
line is in silence and following 
the line up procedure.  

▪ Once arrived at the classroom 
door pupils take their bags and 
coats off before they enter the 
classroom and ready to place 
their bag under their chair and 
their coat on the back of their 
seat.  

▪ The students have their 
equipment ready so there is no 
lost learning time.  

▪ They enter and complete do 
now. 

▪ Teachers are stood with their 
department in the same place 
every week.  

▪ Teachers check the students’ 
uniform is correct and get 
students facing forwards in 
silence ready to enter the school 
building. 

▪ When students are silent and 
when directed by the PL then 
teachers lead their students in to 
the school building in silence.  

▪ Teachers use their professional 
judgement to re-call the students 
to line up again if it’s not 100% 
students will be sanctioned. 

▪ The teacher will have set up  their 
board/PowerPoint ready for the 
lesson and the DN task will be 
clear on the board.  

▪ When the teacher and students 
arrive at the classroom the 
teacher instructs the students to 
line up in silence and in single file 
with their shoulder to the wall 
and facing the teacher. 

▪ When the students are lined up 
the teacher instructs students to 
enter the classroom.  

▪ As students enter the classroom 
the teacher hands the student the 
do now task (DN).   

▪ The teacher enters the classroom 
and gives instructions for 
handing out books. 

▪ The teacher completes the 
register while the DN task is 
being completed.  

silently as much as possible. No 
time is lost, as students go into 
the building promptly.  

▪ At 13.10pm the PL blows their 
whistle and signals for silence 
with their right hand up. 

▪ Classes are then dismissed in 
their lines to their lesson, led by 
the teacher. 

▪ The PL follows the last teaching 
group into the building.  
 

silence ready to enter the school 
building. 

▪ SLT ensure that students are 
tracking the PL and listening to 
the positive message.   

▪ When teachers lead their 
students in to the building SLT 
ensure that students follow the 
instruction to be silent. 

▪ SLT follows the last teaching 
group into the building.  

▪ SLT offers real time feedback to 
the PLs if needed.  
 



 

 

 

 Routine 5- End of the Academy day 

▪ The teacher tracks the room 
ensuring students are completing 
the DN.   

▪ If a student is missing and is 
marked present. The teacher 
must raise this using the ‘Not in 
lesson’ email.  

 

Students  Tutors    Pastoral Leads (PL)  Senior Leadership team (SLT) 
▪ At 3.20pm the tutor raises 

their hand to stop the activity.   
▪ The students respond quickly 

and positively to the tutor and 
remain silent.  

▪ Pupils line up in the hall way 
in silence ready to leave the 
building.  

▪ Once the line is formed the 
teacher will use NVC to signal 
for the detention students to 
come to the front of the line.  

▪ When in the allocated year 
playgrounds if a student has a 
detention, they will form a new 
line as instructed by the PL. 

▪ They line up with their PL who 
will uphold the lining up 
routine, until directed to go 
into the hall.  

▪ The remaining students will 
follow their tutor to the school 
gate.  

▪ The student pathways will be 
dismissed as the following:  

▪ At 3.20pm the tutor raises their 
hand to stop the activity.   

▪ Tutors check the detentions list 
that is emailed to all staff and 
identify which students need 
taking to the PL in their allocated 
playgrounds as the class leave the 
school site. 

▪ Tutors now instruct the 1,2,3 
routine or systematic and silent 
exit routine. 

▪ Teacher hand signals 1 – pupils 
stand up in silence.  

▪ Teacher signals 2 – pupils pack 
away in silence.  

▪ Teacher signals 3 – pupils tuck 
their chair under the desk and 
line up silently in the corridor 
outside. The students leave the 
exit tickets on the teachers’ desk. 

▪ The teacher will stand astride at 
the classroom door and instruct 
each student to move to outside of 
the classroom and to hand their 
exit ticket to the teacher as they 
exit the classroom. 

▪ BromCom will email the 
detention list at 2.30pm. The PLs 
will print off their detention list 
and bring it with them to their 
playground.  

▪ At 3.18pm the PL will be in their 
playground awaiting their 
students.  

▪ When students are brought to the 
playground by the classroom 
teacher the PL lines the students 
up in silence and puts them in 
order of their detention starting 
with the 30 minutes at the front 
of the line.  

▪ At 3.25pm the PL takes all the 
students to the school hall (in 
timing order). 

▪ The detention lead seats the 
students at the exam desks in the 
hall according to the length of 
detention e.g. 30, 60 and 90 
minutes etc. 

▪ The PL ensures that each student 
in their year group is settled 
before they leave the hall.  

▪ SLT will be at the school gates at 
3.20pm to wish the students a 
good evening. 

▪ SLT will be allocated areas for 
duty to ensure a orderly calm 
dismissal.  

▪ SLT ensures the school gates will 
be locked the gates at 3.40pm and 
if needed will lead duty in the 
local area and bus stops.  

 



 

 

 

 

 

 

 

▪ Centre of the garden – Year 7, 
8 and 9.   

▪ Left of the circle – Year 11  
▪ Right of the circle – Year 10 
▪ Students will wish teachers 

‘good evening’ and then will 
walk off site in an orderly and 
calm manner.  

▪ Students need to ensure that 
they go straight home and not 
loiter at the gate. There is a 
small waiting area on the right 
side of the gate if they are 
waiting for their siblings.  

▪ Students must use the 
Gunnersbury lane exit to enter 
the South Acton Area. Mill Hill 
road is out of bounds for 
students other than Y7. 

▪ Students need to be out of the 
area within 20 minutes of 
leaving the school. Students 
need to change out of their 
uniform once they are out of 
school.  

▪ Students must not be in any 
shops or eating 
establishments. 

▪ Students should not be noticed 
in their school uniform in the 
community.  

▪ The teacher instructs students to 
line up outside the classroom in 
silence whilst each student exits 
the classroom. 

▪ The line is ready for dismissal.  
▪ When the last student leaves the 

classroom the teacher will walk to 
the front of the class line and 
ensure that all students are silent 
and that uniform is fully correct. 

▪ Teachers walk their students 
along the corridor and out of the 
building in silence. The teacher 
asks the pupil at the front to lead 
as they walk in the middle of the 
line to increase their radar scan.  

▪ Teachers can use their 
professional judgement to ‘Do it 
again’ and can do this once 
outside the building.  

▪ Teachers take the students to 
their designated playground and 
line them up with detentions at 
the front. 

▪ Teachers then walk their students 
to the front school gate when 
instructed by the PL. 

▪ Teachers wish their students 
‘Good evening’ and students exit 
the school site. 

 

▪ Reflection lead and the PL/SLT 
that are on the rota stay in the 
hall for detention to ensure that 
students are in silence.  

▪ At the end of the detention the PL 
dismisses the students using the 
1,2,3 exit routine and walks the 
students in silence from the green 
gate.  

    



 

 

 
 


