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Colmers School 

The Colmers Way - Pastoral 
V2 September 2021 

 

“How we do things at Colmers” 

#teamcolmers 
 

This manual sets out the operational procedures that secure the foundations for successful 

learning at Colmers. The details underpin our one team approach that is essential for us to 

Achieve Excellence, Belonging Together and Challenging Mindsets. We strive to have the 

highest standards and expectations of our students, parents/carers and ourselves as 

professional educators. 

Our Colmers Way approach remains work in progress as we evolve and improve the quality 

and consistency of our education practice. It sits alongside The Colmers Way - Curriculum. 

Clarifications will be issued regularly to help us maintain consistency. The manual will be 

updated in January and April every year to reflect staff and student feedback and input on 

our improvement journey. 
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1. School Values and Culture 

 

• Our pastoral system rests on our core values and culture, which are essential to us thriving as a resilient, happy 

and successful community. As a mixed comprehensive school rooted in our local community, we serve a 

student population that has huge strengths and faces significant challenges, in a context of high levels of 

deprivation and disadvantage. At Colmers, we believe in the potential for education to unlock opportunities 

for of each and every student and family, whatever their starting point. Our values, rules and mantras capture 

key messages and thinking that bind us together in our shared mission to improve the lives of our students 

through their education journey with us. The mantras cannot be just words or wallpaper – they imbue 

everything that we do and are made real through the way we do things at Colmers. 

•  Our core mission is captured in the values of “Achieving Excellence. Belonging Together and Challenging 

Mindsets”.  

• Our curriculum vision is reflected in the curriculum mantra “Opening Doors & Opening Minds” 

• Our vision for behaviour for learning is captured in our school rules, “ Be Ready, Be Respectful, Be Safe” and 
our mantra “First time, every time”. 

• Maintaining a strong Colmers culture is a key challenge for the whole staff team to embrace, under our 

#oneteam approach, ensuring our values and culture are reflected in our behaviours and strengthened in the 

messages we communicate to students, parents/carers and our wider community.  

 

 

1.1 School Rules 

We have 3 school rules: 

Be Ready 

Be Respectful 

Be Safe 

Our whole school behaviour mantra of “First time, every time”, reinforces the high standards and high expectations 

of behaviour we expect from every student. 

The Be Safe element of our school rules has taken centre stage since September 2020 and will require additional and 

regular reinforcement across our school community.  

 

 

 

 

 

 

 

 

 

First time, Every time 

  

Be     

READY 

Be      

RESPECTFUL 

   Be 

   SAFE 
 

COLMERS SCHOOL RULES 
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1.2 Home School Agreement 

Working in partnership with parents and carers is essential to our success. Our Home School Agreement reflects our 

expectations of our school, students and parents and carers:   

 
Achieving excellence, belonging together and challenging mind sets – this is the commitment by Colmers School and Sixth Form 
College  

 

 
Learning  
• We are committed to ensuring that we have first attention to the positive. Where we will recognise and reward students for working 
hard.  
• We will make sure we always come to lessons prepared and engage students in the challenging work that paves the way for success in 
school and life.  
• We commit to having an ambitious curriculum that equips our students with the knowledge and skills to be successful adults.  
• We will ensure that the work undertaken will encourage students’ to be resilient and hard working.  
• We will educate students The Colmers Way so we can build children with Colmers Character as part of their educational journey.  
• We will recognise and reward students’ endeavours.  
• We will set appropriate homework regularly.  

• We will take our students on exciting and relevant trips.  
• We will constantly strive to become better educators.  

• We will encourage our students’ to be ambitious, courageous and curious in their learning.  
 
Pastoral Care  
• We will ensure that each student’s Form Tutor, Pastoral Support Worker (PSW) and Head of Year (HOY) will follow each of their 
tutee’s progress and ensure that all individual needs are met.  
• We will go out of our way to get to know each of our students as individuals so they feel fully included in our school.  
• We will care about our students’ wellbeing and protect their safety at all times.  
• We will work with our students to help them become reflective citizens so they can be the best people that they can be.  
• We will promote diversity, equity and inclusion with students, parents and carers, celebrating our differences and challenging all 
forms of discrimination.  
 

At Colmers every student is capable of academic and personal success and that it is through hard work on the part of your child.  
With our support, their potential will be realised.  

Parent school communication  
• We will communicate regularly to create a relationship of trust between school and home.  
• We will collaborate with parents / carers and students to ensure your child’s success.  
• We will hold parent / carer meetings and provide progress reports through the year.  
• We will make sure that students and parents/carers will be able to contact staff by phone and email and will reply to all 
communications from parents/carers as soon as possible.  
• We promise to welcome parents and carers into the school community.  
 
Discipline (please see policy in planner and on website)  
• We will reinforce the Colmers School and Sixth Form College values and rules consistently, fairly and with compassion.  
• We will protect students from bad behaviour by insisting on high standards and holding students to account for their actions.  
 
We understand that this commitment will require us to go above and beyond the average expectations of a school.  
We sign this agreement voluntarily because we believe that Colmers School and Sixth Form College is a collaboration between 
parents/carers and the staff, that exists to create the greatest possible education for our students.  
 
On behalf of Colmers School and Sixth Form College:  
 
Signed:  
 
Ms Emma Leaman - Headteacher  
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I believe my child is capable of academic and personal success and that it is through hard work on the part of my child.  
With my support, their potential will be realised.  
Parent – school communication  

• I will read all reports carefully, attend all arranged parent/carer meetings and check and sign my child’s planner each week.  
• I understand that by working in collaboration with the school my child will be even more successful.  
 
Uniform and Equipment (please see policy in planner and on website)  
• I will make sure my child wears the full school uniform neatly to and from school each day.  
• I will make sure my child has their full and correct equipment each day.  
• I understand that uniform and equipment violations may result in my child being kept out of lessons, sent home to collect the items or us 
bringing the proper items to school.  
• I understand that school takes no responsibility for the damage, loss or theft of personal electronic devices.  
• I will ensure that my child conducts themselves appropriately online.  
 
Discipline (please see policy in planner and on website)  
• I understand and support Colmers School and Sixth Form College consequences for misbehaviour.  
• I accept the schools right to move students through disciplinary stages, using Passport placements and managed moves. I accept that the 
Headteacher is able to make the final decision on passport and managed move provision, if they deem it necessary, at any stage in the 
disciplinary procedures.  
• I understand that consequences (detentions) will happen as part of the school’s consequence system.  
• I understand that my child cannot be excused from these detentions unless evidence is provided for medical appointments.  
• I understand that the school has a zero tolerance approach to any drugs and weapons in school. If they are found in school, it will result in 
permanent exclusion.  
• I will promote diversity, equity and inclusion with my child. I will encourage celebrating our differences and challenging all forms of 
discrimination.  
 
By accepting a place at this school, I sign this commitment voluntarily because I believe that Colmers School and Sixth Form College is a 
collaboration between parents, carers and the school that exists to create the best possible education for my child.  
 

 
Achieving excellence, belonging together and challenging mind sets – this is the commitment by students of Colmers School and Sixth Form 
College. 

Achieving excellence, belonging together and challenging mind sets – this is the commitment to Colmers School and Sixth Form College by 
parents/carers  

Learning  
• I will encourage my child to be positive in their learning so that their hard work can be recognised and rewarded.  
• I will encourage my child to work hard, believe in themselves and value the gift of education.  
• I will contribute and allow my child to go on school field and residential trips where necessary. I understand that my child’s participation in 
these experiences depends on them keeping their behaviour record in good order.  
• I understand that my child will have homework set regularly and that the expectations in terms of time allocated.  
• It is my responsibility to see that homework is completed which I understand develops a sense of hard work and resilience in my child to 
continue their education outside of the classroom.  
 
Attendance (please see policy in planner and on website)  
• I will ensure my child arrives to school before the school gate closes at 8:42am.  
• I will not plan for family holidays or other extended absences during term time.  
• I will make certain that my child attends every day, except in cases of illness or another legitimate reasons.  
• If my child is absent, I will telephone the school before 8:42am on the day of the absence to report it.  
• I understand that all measures taken to support absences are compulsory and non-negotiable.  
 
Parent – school communication  
• I will always make myself available to the school by providing up-to-date phone numbers and contact details.  
• I will communicate with the school in a timely and polite manner, in line with the school’s values and rules.  
• I understand the school has a zero tolerance approach to abusing staff. I accept the Headteacher has the right to ban (temporarily or 
otherwise) any parent/carer from the school site who does not comply with the Colmers Parent & Carer Code of Conduct.  
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 I believe I am capable of academic and personal success through my own hard work.  I want to make my potential become a reality.  

 
 I will work hard to learn.  
• I will arrive to school before the school gate closes at 8:42am.  
• I will attend school every day unless I am too unwell or have a legitimate reason.  
• I will arrive at my lessons on time, ready to learn.  

• I will strive to be recognised and rewarded for the hard work I am committed to achieve. I understand that staff will focus on first 
attention to the positive.  
• I will always work, think, and behave in the best way I know how.  
• I will be curious in my learning and participate in all lessons to the best of my ability.  
• I will follow The Colmers Way and develop my Colmers Character on my educational journey.  
• I will always show compassion for my Colmers peers.  
• I will speak to my teachers with respect and politeness.  
• I will speak to my teachers if I do not understand something and work with resilience to overcome adversity.  
• I will be ambitious and complete all my homework to the best of my ability and hand it in on time.  
• I will remain after school for any consequences (detentions) on any day that my behaviour is not upholding the values and rules of 
Colmers School.  
• I will discuss any problems I am having at school with my parents / carers and teachers.  
• I will discuss any issues or worries I have at home with my parents / carers and teachers.  
 
I will go above and beyond to build a safe and respectful community.  
• I will wear the correct uniform smartly to and from school every day.  
• I will keep any electronic devices out of sight and switched off. I understand that devices will be confiscated if they are seen or 
heard anywhere on school premises and that the school takes no responsibility whatsoever for their safekeeping.  
• I will conduct myself appropriately online.  
• I agree to abide by the school’s expectations, routines and standards and understand there will be consequences if I fail to do so.  
• I will conduct myself in line with the school values and rules whilst in and out of school as I accept that as a student at the school I 
am an ambassador at all times.  
• I will always treat everyone at Colmers School and Sixth Form College with respect and compassion.  
• I will always listen to and care for my Colmers peers.  
• I will take responsibility for my own behaviour and I will be willing to be reflective and learn from my mistakes.  
• I will not be a bystander and I will report incidents or issues directly to staff members or via the Sharp system.  
• I will promote diversity, equity and inclusion. I will celebrate our differences and challenge all forms of discrimination.  
 
I believe I am capable of academic and personal success. I am ready to work hard to realise my potential.  
  

 

1.3 Our Framework for Teaching and Learning sets out how we expect lessons to be planned and delivered  

 

 

 

 

 

 

 

This document does not go into detail regarding implementation of our teaching and learning framework. It is a 

given at Colmers that well-planned and well-delivered lessons are essential to the success of our learners and are a 

key foundation to good behaviour.  Further details of expectations in relation to the teaching and learning 

framework can be found in the framework document and supporting information. We are committed at Colmers to 

creating an environment in which staff collaborate in a climate of high support and high challenge to continuously 
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improve the quality of our lessons, using research-informed approaches and enjoying an environment that supports 

us all in our professional development. 

 

1.4 Our Behaviour for Learning Framework is built around 5 key strands and wrapped up in our values and 

culture. 

 

• Good relationships and communication between all members of our school community 

• Positive recognition of positive behaviour and achievements 

• Consistent routines in and beyond the classroom, rigorously implemented by all staff and respected by all 

students  

• Clear consequences/sanctions that are understood and implemented with the support of parents and carers 

• Effective interventions for students who are struggling, supporting them to learn from mistakes 

 

 

 

 

 

 

 

 

 

2. Knowing our Students and Sharing Information 

 

2.1 SIMS and Class Charts  

 

1. SIMS is the school’s management information system and is where all student information is held centrally. 

Pupils’ details and records are held in SIMS, including copies of personal profiles, Individual Health Care Plans 

(IHCPs), SEND information and safeguarding alerts.  

2. Class Charts is the front facing information system that enables staff at all levels to input and share 

information with colleagues, parents/carers and students.  

3. This document contains advice on how sanctions, recognition and rewards should be recorded. For any 

assistance on what you should record in SIMS or Class Charts and for how to access key information in SIMS 

or Class Charts, please check in your faculty and/or year team first and progress unresolved queries to 

Michael Shortland or Naomi Byatt. 

4. Registers are taken in Class Charts during every lesson. Statutory registration sessions take place in Tutor 

Time and Period 4 . These are used for monitoring of attendance by DFE and School Census and must be 

completed within the first 5 minutes of the lesson.  

5. Using the Classes (Seating Plans) in Class Charts you can access key information about the students you 

teach.   

6. Consequences and Credits are logged in Class Charts using your Classes display (see section 6 for details of 

consequence types and section 3 for credits. 
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Interventions and actions taken are logged either as Initiatives in SIMS, for example phone calls home, 

placing a student on report, meetings with parents/carers or on Year Group online trackers. 

 

2.2 Key Workers for vulnerable students 

• Students who are deemed particularly vulnerable at Colmers may be assigned a key worker who will 

provide additional support for the individual, liaising with staff to assist in meeting the needs of the 

individual. Details of key workers can be found in SIMS pupil records, on student base data sheets and on 

pupil profiles. It is advisable to talk with key workers for advice on seating plans and to use them as first 

port of call for support strategies and/or concerns. 

• During the course of this year, we will be transferring our SEND Pupil Profile management to Provision 

Map within the Class Charts domain, further details will follow. 

 

2.3 Pupil Profiles  

• Students with SEND have individual Pupil Profiles that set out the details of their individual special 

educational needs with key strategies you can deploy to help them. Pupil profiles can be found in linked 

documents for the student within SIMS. Staff are expected to maintain up to date copies of pupil profiles 

in their data folders for students you teach and to use these to inform seating plans and lesson planning. 

Any queries regarding Pupil Profiles should be directed in the first instance to the named HLTA / TA on 

the pupil profile or Denessa Spencer, Assistant SENDCo. 

 

2.4  Individual Health Care Plans (IHCPs) 

• Students with medical needs have individual health care plans. It is essential you are familiar with these 

for students you teach and a copy should be kept in your data folder. An electronic copy of all IHCPs is 

held in the staff shared area. Any queries regarding IHCPs should be directed to Vicky Forester, School 

Nurse, in the first instance. 

• Every member of staff should carry a small pink laminate in the back of their ID that has a full list of staff 

and students who have severe allergies and need epipen administration in the event of an allergic 

reaction.  

• There are 3 key medical policies you should be familiar with: Supporting Students with Medical 

Conditions; Allergen and Anaphylaxis policy and Administering Medications policy, all of which can be 

found in our school policies area. 

 

2.5 Risk Assessments 

• At times we may assess a student with additional or complex needs, or in a particular phase of acute 

vulnerability, as someone who places themselves or others at risk of harm. In such circumstances, a risk 

assessment will be carried out and key points issued to all staff so that we can effectively manage these 

risks as a team.   

 

2.6 Personal Education Plans, PePs, for Looked After Children 

• All looked after children (LAC) have a Personal Education Plan that sits behind their pupil profile. These 

plans are overseen by the Designated Teacher for LAC, Craig Boardman and Mark Jones, LAC Manager, 

and are managed by the LAC students’ Key Worker. As corporate parents for looked after children, we 

have additional responsibilities for their care and well-being, therefore it is expected that all staff plan 

additional support for Looked After Children you work with. 
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2.7 Planning Folders 

• Staff planning folders are one of our visible consistencies to support lesson planning. All teaching staff 

and TAs are issued with key information at the start of the year including base data sheets and pupil 

profiles for groups you teach. These can be printed from SIMS as and when needed and an up-to-date 

copy should be retained in the planning folder when there are any group changes. 

• Guidance on what should be contained in the planning folder is contained in the folder itself. 

• Given the sensitive nature of planning folders, the data should be kept covered when students are 

present (i.e. folder closed) and carried with you when moving between lessons. 

 

2.8 Incident Reports and Record Keeping 

• Serious incidents must be documented on a Staff Incident Report and sent to pastoral@colmers.school.  

This enables appropriate join-up and sharing of information to inform next steps, sanctions and 

interventions. When completing incident reports, staff should bear in mind that these reports may be 

shared with parents and students and language should therefore remain professional at all times. 

• The subject of an incident report email should contain the initials of the student and the year group. In 

addition, you should either write in the email subject the heading Serious Incident or Hub Withdrawal. If 

the incident involves Bullying, Racism, Homophobia or Transphobia this must be indicated in the referral 

so this can be logged (see 8.2) 

 

 

2.9 General Data Protection Regulations, GDPR 

• Under GDPR, staff have specific obligations in relation to retention, storage and sharing of personal and 

student data. Further details can be found in the staff handbook. The key principles for effective GDPR at 

Colmers are: 

o Cover it – keep student data covered and out of sight of students  

o Lock it – do not leave student data out in unattended spaces – keep your room / cupboards 

locked when you are not there and store data in lockable drawers or cupboards when you 

are not there 

o Shred it – if data is out of date and no longer in use, ensure it is shredded by placing in 

confidential waste. If in doubt about whether records need to be retained under GDPR, 

consult with Kevin Tranter, our Data Protection Officer (DPO). 

• When writing emails, recording incidents or writing incident reports, staff should always bear in 

mind that these may be requested under a Subject Access Request. Language used to describe 

incidents should always be professional and respectful. 

 

2.10 Staff emails 

• As a measure to reduce workload, emails between staff should be kept to a minimum – face to face 

contact is preferable to sending an email.  

• Emails to all staff should be avoided and group addresses used where appropriate for distribution of 

information. Reply all should only be used when essential. The weekly and daily bulletins should be 

used for issuing information to all staff, along with Briefings. All Staff emails should never be used for 

routine information, will only be used for urgent or high importance information and should be cleared 

with Becky Carter or Teresa Davis before being sent. 

• Any email you write may, at some point, be read by a parent or carer who has made a request for 

information sharing under GDPR: language must remain professional and respectful at all times. 

• If emailing a colleague about an issue that requires action, it should be addressed to one person only, 

not to a group; use the cc address box if you think it important that other colleagues are sighted on the 

mailto:pastoralteam@colmers.school
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contents. If you are not sure who is best placed to receive / respond to your email, still only send it to 

one person and they can then make the decision regarding who to forward it on to: sending an email for 

response or action to more than one person leaves it hanging between people, is inefficient and 

ineffective. 

 

3. Positive Recognition  

At Colmers, we pay first attention to the positive in order to build effective relationships and promote high 

standards of behaviour and achievement. This means we: 

• Amplify when individuals or groups do the right thing and do well through verbal recognition. 

• Deliberately pay attention to students who are meeting high expectations, issuing specific verbal praise as a 

strategy to model and invite others to follow – especially before sanctioning students who are failing to 

meet expectations. 

• Give verbal feedback to individuals both publicly and privately when they improve and/or do well. 

• Refer the student to Head of Faculty, Head of Year, SLT or Headteacher for good work, via email or by 

sending the student at an agreed time to receive recognition for their good work. 

• Use Credits for students in years 7 & 8 to recognise when they meet high expectations. These are issued by 

signing your initials on the students’ credit collection cards. Credits can be traded for rewards in the Study 

Centre  at break time, administered by Prefects.  

• Use Credits Recognition through Class Charts for students in years 7 – 13 when they meet high expectations. 

These are activated clicking on the student in the Classes section of Class 

Charts.   

 

 

 

• Issue Good News cards to individuals by hand to take home, highlighting when they have been caught doing 

well. Good news cards are available from main reception. 

• Send positive postcards home to share achievements with parents and carers. Positive postcards can be 

found in main reception. Positive postcards must be handed to main reception with the students’ full name 

and class completed; the reception team will then organise adding the student’s address, will arrange 

postage home and will record in Class Charts.  

• Make at least 3 positive phone calls home every week to let parents and carers know good news about their 

child. These should be recorded in Class Charts. 

• Nominate students for awards in celebration assemblies: these can be Head of Year awards, HT awards, 

special one-off awards for particular achievements, awards and recognition for achievements out of school. 

• Promote achievements and successes through social media, sending details to Tim Love for Twitter, 

Facebook, web-page and Instagram. 

• Use nice surprises for individuals, classes or year groups to promote and recognise positive achievements – 

these are usually organised by senior curriculum leaders, senior pastoral leaders or SLT members but can be 

invited by any member of staff. 
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4. Consistent Routines & Expectations 

 

4.1 Start of Day 

• Students are allowed to arrive at School from 8 a.m.  They may enter via the canteen side door between 

8a.m. and 8.30 a.m. and must remain in the canteen until 8.30am. 

• Mobile phones must be switched off and put away on entering the school site. 

• Students can enter school through their Zone Gate between 8.30am and 8.42 a.m. 

 
 

• The school gates close at 8:42a.m. and students who arrive after that time must enter through student 

reception and sign in. Any student arriving after 8.45am will be issued with a C1 – late to school mark by 

Student Services. 

• Form Tutors must be present in their classrooms to meet their form for a.m. check-in from 8.45a.m. 

Between 8.40 and 8.50, teachers will check Uniform (see section 4.17) equipment and planner (see section 

4.18). 

• All uniform and equipment breaches should be identified during form time and the student must be issued 

with a C1 consequence (30mins detention. See consequence flowchart) – Uniform Breach or Not Ready to 

Learn .  In the event support is needed by a student / family to rectify a uniform issue, this should be 

referred to the Head of Year so that assistance can be offered discretely.  

• Students who are late for school will be issued with a late mark after signing in at student reception and will 

receive a C1 consequence (30mins detention) – Late to School. 
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4.2 Assemblies  

• The assembly rota is published every half term and assemblies are published in the weekly bulletin.  

• Assemblies will be part of the Tutor Session on a Tuesday, Wednesday or Thursday dependant on year 

group.  These assemblies will be physical and live dependant on guidelines and the covid risk assessment. If 

not then we will revert back to virtual assemblies and will be a combination of live and pre-recorded input 

and used to top and tail the session 

 

4.3 Tutor Time at Colmers 

• Tutor Time will be split into different activities dependent on the day and the year group. See table below. 

 Monday Tuesday Wednesday Thursday Friday 

Year 

Group 

All Year 

Groups 

Yr7&11 Yr8, 9, 10 Yr 8&10 Yr7, 9, 11 Yr9&sixth 

form 

Yr7, 11 All Year 

Groups 

Activity Attendance 

Monday 

Assembly Behaviour Assembly Focus of 

the Week 

The BIG 

Question 

Assembly Behaviour Friday 

Form 

Reading 

Location Tutor 

Rooms 

Yr7 East 

Gym 

Yr 11 

Sports 

Hall 

Tutor 

Rooms 

Yr8 

East Gym 

Yr 10 

Sports 

Hall 

Tutor 

Rooms 

Yr 9 

Sports 

Hall 

Sixth 

Form 6th 

Form 

Common 

Room 

Tutor 

Rooms 

Tutor 

Rooms 

       Yr8, 10  

       Focus of 

the Week 

The BIG 

Question 

 

       Tutor 

Rooms 

 

 

• During Tutoring there should be a focus on completing checks on equipment and uniform, completing quiet 

check ins. Please see tutor time micro scripts.  

• PSHE is an integral part of The Colmers Character development plan and PSHE will be taught 1 hour a week. 

• The PSHE session will be provided for you and will cover a variety of different subjects around Personal 

Development using The Colmers Character as a focal point. 

 

4.4 Start of lessons  

• Staff and students are expected to execute the Colmers entry routines excellently. See below. 
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• To assist in orderly start of lessons, it is expected that you nominate student helpers who assist with 

distribution of books or resources at the start of each lesson.  Alternatively, they can be ready to be 

collected at the front of the classroom.  

• A seating plan is required for every teaching group, stored within Class Charts and the class planning 

folder so it can be used in the event of cover. Where needed, seek advice from key workers / Head of Year 

for seating plans with more challenging individuals / groups.  

• On sitting down, students are expected to lay their tables: this means they need to put their equipment 

(black or blue pen, green pen, pencil, ruler, planner) on the table. 

• Every lesson is expected to start with a Colmers Do Now Activity, DNA, using a common template as one of 

our visible consistencies. The DNA should be a short activity focused on recall of information, supporting 

memory learning. The DNA template and exemplars are stored on the staff portal. 

• The register should be taken within the first 5 minutes of the lesson. Reception must be alerted to any 

students missing from your lesson who have previously been marked present, by ringing 6001. If the line is 

engaged, you may wish to email pupilalert@colmers.school filling in the subject field of the email with the 

name of the student and the class name.  Please note a.m. registration and Period 4 are the statutory 

registration sessions. 

• Students who arrive more than 5 minutes late to the lesson without a note should be marked late and 

issued with a C1 consequence (30 mins detention) – Late to Lesson 

4.5 Staying Safe in Class 

• To keep classrooms ventilated, windows and doors should be remain open so that air can circulate 

• When required, to keep warm, staff and students can wear an extra layer on top of their typical school 

clothes. 

• As much as possible, students should always remain in their assigned seats and only move at the request of 

the teacher. 

 

4.5 In-lesson Transitions  

• To support consistent high standards across all lessons, the STAR routine is used for all transition points in 

lessons. This routine is introduced with the whole class instruction “STAR in 5,4,3,2,1” please see micro 

script. It is expected that students do the following: 

o Sit up and put your pen down 

mailto:pupilalert@colmers.school
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o Track the teacher 

o Ask and answer questions politely 

o Respectful Silence 

• All students should operate under the expectation of one voice during whole class instruction or Q&A, i.e. 

only one person talking at a time, unless there is a specific instruction for students to discuss in pairs or 

groups. 

• The use of this routine by all staff is key to strong 

foundations at Colmers: by employing the same routine 

in all lessons, students develop consistent habits within 

a one-team approach. A STAR slide is available in the 

staff portal to support training on STAR and to aid its 

implementation within the lesson. 

 

 

 4.6 Drinking in lessons 

• Students are allowed to drink water only during lessons; this is because sugary drinks do not support 

learning and only water is considered appropriate for us to be ready to learn. No student should be allowed 

to leave a lesson to get a drink. 

• If a student brings in / drinks juice or fizzy drinks, they should be given the opportunity by using the 

reminder (in classroom behaviour flowchart) to put the drink away. In the event of a repeat offence, the 

class teacher should issue a warning giving take up time for the student to follow instructions. Failing this the 

student should be withdrawn from the lesson leading to a C2 consequence (1hr detention). 

4.7 Quality & Quantity of work 

• High expectations should be reinforced throughout the year regarding quality and quantity of work.  

• Presentation: Titles and dates should be underlined with a ruler. All pages in exercise books should be used. 

Any instances of graffiti on the covers or insides of books should be addressed and rectified swiftly; students 

should be reminded that being respectful includes respecting their own work and that of others.  Books that 

have been damaged or graffitied should be replaced and work copied up where appropriate. 

• Quantity & Quality: high expectations of quality and quantity of work (including homework) should be 

reinforced by recognition; where possible, use students’ work as exemplars to model high expectations and 

high standards to students. Please use the on task behaviour micro script to support this expectation. Failure 

to complete sufficient work of an acceptable quality needs to be addressed during the lesson using the 

reminder, warning and withdrawal system / language. Students who fail to respond after redirection, 

reminders, take-up time and final warning should be issued with a C2 consequence – withdrawal from the 

classroom.  

 

4.8 Cover Lessons 

• A cover work proforma is to be used for all cover lessons, setting out the details of the work to be taught 

during the lesson. For planned absences, cover work must be set and left clearly marked on the desk of 

the classroom where the lesson is to be taught. A copy should also be left with the Head of Faculty. In 

case of illness, the Head of Faculty is responsible for ensuring communication with the absent member of 

staff and setting of appropriate cover work, either directly or through delegation to a member of the 

faculty team. 
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• Cover work is expected to be well planned, meeting the needs of learners, with resources clearly 

identified and easily located by the cover teacher. A copy of the seating plan should be made available 

with the cover work where possible, alternatively it can be accessed through Class Charts.  

• Quality of cover work is systematically monitored and lesson visits from senior staff to cover lessons will 

be maintained as far as is practical to ensure that classes settle swiftly to work when their lesson is 

covered. 

• Staff covering a lesson are expected to teach the lesson, giving the class their full attention and engaging 

fully with delivering the content, even if it is unfamiliar. Staff should circulate during the lesson, provide 

feedback to students, recognise good work, use assessment for learning tools and ensure that students 

are both supported and challenged according to their need in the lesson. Students completing good work 

may be commended to the Head of Faculty / Head of Year / SLT  and the usual menu of recognition and 

rewards applied. 

 

 

 

 

 

4.9  Mobile phone use in lessons 

• Colmers operates a strict policy of minimal mobile phone use in lessons. While mobile phones can be a very 

useful learning device, the use of mobile phones also leads to significant wider issues related to social media 

use. Consequently, mobile phone use should be restricted as far as possible in lessons and mobile phones 

should ONLY be used when the learning objective cannot be achieved through an alternative solution. 

• The default position in all lessons is for no mobile phones to be in use. In the event there is an overriding 

learning need that can only be met through mobile phone use (e.g. no set of laptops is available and 

students need to access GCSEPod / Mathswatch for revision), the Phone Zone laminate should be displayed 

on the board indicating whether headphones are or are not allowed.  

• Under no circumstances should students be allowed to listen to music on their phones while studying in 

your lesson as a behaviour management strategy –while it may make life easier in your lesson, such a 

decision undermines our one team approach and will only make life more difficult for your colleagues. 

• In the event a student uses a mobile phone during a lesson without permission, they should be issued with a 

C1 consequence (30mins detention) – Mobile Phone Use. The phone should be confiscated, and stored 

securely by the teacher for the remainder of the lesson and be placed at Main Reception for collection at the 

end of the day. Refusal to comply after being given take up time should lead to On Call or Senior Response 

and be reported on an Incident Report if appropriate.  

• For security purposes, staff should ensure that the phone is taken to main reception at the earliest 

opportunity for student collection at the end of the school day. The phone will be given back to the student 

once the detention has been served. 

• Persistent use of mobile phones by individuals will be picked up through data tracking and will lead to 

contact home by Form Tutor / Head of Year. Students may be required to hand in their phone to Student 

Services at the start of every day as a sanction. 

 

4.10 End of lessons 

• Staff and students are expected to execute the Colmers entry routines excellently. See below. 
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• An orderly end to every lesson is key to a calm environment at lesson changeover. Student helpers can be 

enlisted to assist with collection of books and equipment. 

• At the end of the lesson, students are expected to stand quietly behind their chairs before being dismissed. 

The teacher should oversee the dismissal students, using positive recognition as part of the dismissal to 

promote positives. 

• In order to aid smooth lesson transition, students should not be kept back beyond the bell for resolution of 

a class behaviour / discipline matter unless the lesson is immediately followed by break or dinner time and 

you are not on duty. 

• Given that COVID-19 is airborne, students should be reminded of the importance of walking quietly on 

corridors, avoiding shouting and avoiding physical contact. 

 

4.11 Emergency Assistance 

• It is recognised that there are occasions when On Call or Senior Response is required to assist with 

emergencies or very serious incidents. These include: 

o Refusal to move 

o Extreme Defiance 

o Health and Safety breaches within the classroom i.e. fighting 

o Verbal abuse 

o Serious medical concern 

o Students seen out of lessons  

• In case of an emergency, phone 6001 and make clear the call is urgent and giving details of the nature of the 

emergency so that On Call or Senior Response can be prioritised accordingly. 

 

4.12 Permission to be out of lesson 

• No student should ever be out of a lesson without permission. If given permission to leave the lesson, a 

student must have their planner signed using the ‘out of lesson page’.  

• Staff need to exercise professional judgement when deciding whether to allow a student to leave the lesson 

for medical reasons or to go to the toilet. While we operate a strict policy that students should not be 

allowed to leave lessons to go to the toilet, there will be instances where you decide that there is a genuine 

need, (for example if a girl has just started her period). In such instances, only one student can be allowed to 

the toilet at any one time and the student must be given a clear expectation on the time they are expected 

back into the lesson. 
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• Where students have provided medical reasons that they need to be able to leave lessons to go to the toilet, 

they will be issued with a pink card by the School Nurse, which will have a review date. Staff must still sign 

the planner ‘out of lesson page’. 

• If a student leaves a lesson without permission or threatens to leave your classroom, you should not 

physically prevent the student from making an exit. If a student does leave without permission, you should 

phone 6001 immediately to report the pupil missing, or if the line is engaged, you may email 

pupilalert@colmers.school  instead, filling in the subject field of the email with the name of the child and 

class name.  An incident report should be completed and emailed to pastoral@colmers.school for instances 

when a child leaves a classroom without permission and /or in opposition to teacher instruction / direction, 

marked serious incident.  

 

4.13 Medical issues in lessons : COVID-19 Symptoms and other first aid /medical matters 

Please refer to Medical Procedures FAQs in Appendix A for further clarification 

• In the event a student reports feeling unwell to in a lesson, the member of staff will need to make an 

assessment as to whether the student is displaying COVID-19 symptoms which are as follows: High 

temperature, new continuous cough, hoarseness, nasal discharge, congestion, shortness of breath, sneezing, 

wheezing, OR loss or change to sense of smell or taste. 

• If a student is displaying symptoms, you must contact the Medical Team via 6001 making it clear you have a 

student displaying symptoms who needs to be collected. The student should be given a disposable medical 

grade mask for when they are collected and escorted to Student Services. Please keep them in the lesson until 

they are collected. The student will be isolated and collected at the earliest opportunity, with instructions to 

get a test. Given the crossover between cold/flu symptoms and COVID-19, it is important to help everyone 

stay calm and accept that in all likelihood the test is a precautionary measure and in all likelihood the student 

just has a cold or a flu bug.   

• If a student feels unwell and symptoms are not on the COVID-19 symptoms list, they  should only be sent to 

Student Services if the reported illness requires immediate attention. You should encourage the student to 

remain in the lesson, reminding them that school cannot dispense any kind of medication for headaches / 

period pains etc. Sending students with minor ailments to Student Services creates unhelpful pressure on 

medical support staff and students will only be sent straight back to lessons. However, if you are very 

concerned about a student, err on the side of caution. 

• If a student reports an injury sustained at break or lunch, you need to exercise professional judgement before 

sending the student to Student Services. It is advisable to err on the side of caution to get injuries checked. 

• In the event you decide a student needs checking by a qualified first aider, you must ring ahead to Student 

Services and then either the student should be sent on their own if able to travel safely, or should wait to be 

collected by the duty first aider. If you send a student alone, please make sure you sign their planner  and that 

you have notified the medical team in advance.  

• In the event you are very concerned about a student’s health or medical condition in your lesson, make a call 

to 6001 for emergency assistance. 

• A number of students are required to take medicine during the school day and will have a pass stating the 

time they need to go to the Medical Room to take their medicine. Please sign the student planner when they 

leave to go to the medical room. A list of students who take medicine in school will be published weekly in the 

bulletin. 

 

 

4.14 Break and Lunch Time 

• Access to Buildings at break and lunch times will be supervised by the Duty Team 

mailto:pupilalert@colmers.school
mailto:pastoralteam@colmers.school
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• Queuing for food will be organised for each year group during their break and lunch time. There will be 

distinct areas for hot food and cold food serving points.   

• Ball games are to be located on the Red Zone and Basketball areas for the designated year groups as per the 

timetable. 

• The break and lunch duty rota sets out expectations for duty locations and activity. Staff are expected to 

proactively supervise and engage with students while on duty, supporting one another to maintain high 

visibility and presence across the site.  

 

4.15 Mobile Phone Use in social time 

• Mobile phones are not allowed during social time. Students must turn phones off and put them away on 

entry through the school gates. Mobile phones are not allowed on school site before or after school. 

• Mobile phones are not allowed in social time. If seen using a mobile phone the student should be issued 

with a C1 consequence (30 mins detention) and the phone immediately confiscated and taken to main 

reception at your earliest convenience. In the event a student refuses to hand over a phone please inform 

On Call or Senior Response (SLT on duty), the student should be escorted to an office space where a 

decision will be taken regarding follow-up action (this could be a C4 isolation day until 3:55pm or a C5 FTE). 

If unable to safely escort to the Inclusion Hub while on duty,  C1 consequence (30 mins detention) - defiance 

should be issued and this should be reported to On Call or Senior Response and also placed on an incident 

report to pastoral@colmers.school. 

• If a student needs to contact home urgently, they must go to their HOY/PSW office and  explain their 

situation. At staff discretion, they will be allowed to make a call or send a text either using their own phone 

or the school phone. 

 

4.16  Exit from School 

• Students are expected to vacate the school site using their allocated Exit unless they are attending a school 

club. Students should be regularly reminded that they are ambassadors for the school on the way to and 

from school and that instances of antisocial behaviour to and from school that breach our behaviour rules 

will be dealt with by the school in the same way as incidents that take place in school. They should also be 

regularly reminded about road safety, particularly to cross at the pedestrian lights on the Bristol Road. 

• Students may wait up to ten minutes in the external space dedicated for their Year Group, particularly if they 

wish to space their exit to avoid crowding at bus stops and on walking routes. 

 

4.17 Uniform 

• School uniform expectations are available on the school portal and website.   

• A full uniform check should be carried out every morning during the start of tutor time, please see uniform 

and equipment micro script and logs made on Class Charts using C1 consequence (30 mins detention) – 

uniform breach.  

• Persistent offenders may require further intervention: in the first instance, the Form Tutor should contact 

home to establish expectations and find out if there are any financial or other barriers that are preventing the 

student from meeting expectations. In the event that parents or carers are not supportive of the school’s 

policy, this should be referred to the Head of Year in the first instance. 

• All staff need to be vigilant at all times checking uniform to maintain high standards. Particular attention 

should be paid to students switching from shoes to trainers during the day; putting inappropriate jewellery 

back on after removing for initial uniform check; shirts tucked out; ties not done up properly. A student who 

is clearly failing to maintain their uniform during the day (for example, nose-stud back in, trainers on) should 

be issued with C1 consequence (30 mins detention) – uniform breach. 

mailto:pastoralteam@colmers.school
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• Coats are generally expected to be off in lessons but staff may allow individuals to wear coatsas an extra layer 

for warmth if classrooms are chilly due to  ventilation. However, hoods should not be work anywhere in  the 

school building.  

• Piercings that do not comply with school uniform must be removed. Repeat or persistent failure to remove 

inappropriate jewellery should in the first instance lead to C1 consequence (30 mins detention) – uniform 

breach and may need escalation to Head of Year for resolution in instances where parents/carers are 

reluctant to support the school’s uniform policy. Acrylic piercings and plaster coverings for piercings are not 

accepted. 

 

4.18 Equipment 

• All students are expected to carry the Colmers Equipment List, exercise books, PE Kit, reading book and 

their student planner.  

 

 

 

 

 

 

• There is a daily full equipment check: all students without full equipment should be sent to the Study 

Centre to rectify the issue. Students should be given a C1 consequence (30 mins detention) – not ready to 

learn because they are not meeting our high standards and expectations. Tutors are at liberty to exercise 

professional judgement and not issue a consequence for students who take responsibility of asking for 

assistance with equipment (for example if they had a pen which has broken or run out and responsibly and 

politely ask for a replacement).Persistent offenders who regularly lose equipment and do not make the 

necessary effort to remain properly equipped require a phone call home by the Form Tutor to ask for 

parental / carer support. If the problem persists, the sanction should be escalated to Head of Year and 

potentially the student could be placed on report to improve their organisation for learning. 

• All students will be fully equipped every morning unless there have been exceptional circumstances / 

absence from registration. This means that any missing equipment in lessons is a result of students failing to 

maintain their equipment and not meeting expectations of being ready to learn. If a student does not have 

the equipment they need during a lesson, they should be sent to the Study Centreand issued with a C1 

consequence( 30 mins detention) – equipment.  

• Planners are provided to every student at the start of the year. If lost, a replacement can be purchased from 

Study Centre for £2. Form tutors may issue a free replacement at their discretion depending on the 

circumstances.  Any student missing a planner should be issued with a daily planner page in the first lesson 

they attend. Copies of daily planner pages are available in main reception. This offence should lead to a C1 

consequence (30 mins detention) – not ready to learn. Persistent offenders who regularly do not have their 

planner require a phone call home to ask for parental / carer support. If the problem persists, the sanction 

should be escalated to Head of Year for and potentially the student could be placed on report to improve 

their organisation for learning. 

 

 

 

X1 Scientific Calculator 

Colmers Equipment List 2021List 

X1 scientific calclulatorist 
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4.19 Punctuality 

• Prompt starts to lessons are essential to successful learning. All staff can support this by being at classroom 

doors or out on corridors for both dismissal from lessons and meet and greet.  

• Prompt lesson endings support prompt starts to subsequent lessons. It is important not to dismiss students 

too early or too late from lesson: students should be dismissed on the bell. The whole class or groups of 

students should not be detained after the bell.  If there is an essential issue, such as health and safety / theft 

that must be resolved, On Call or Senior Response must be sought so that the knock-on effect to next 

lessons is minimised.  

• Students are deemed to be truanting if more than 5 minutes late to lesson without a note or if out of lessons 

without a note. This should be sanctioned with C1 consequence (30 mins detention) – late to lesson or a C2 

consequence (1hr detention) – Truancy and a Senior Response called. 

• Persistent offenders: students who persistently arrive late to lesson will be picked up through data tracking 

/ Form Tutor and should be placed on report with a focus on punctuality as a key factor in being ready to 

learn.  

 

4.20 Behaviour on Corridors 

• Students are expected to move swiftly with a sense of purpose, quietly using indoor voices and safely 

between lessons and at break and lunch time. 

• Students exhibiting poor behaviour on the corridor should be issued with C1 consequence (30 mins 

detention) – unsafe behaviour outside of the classroom. In the event this is a major health and safety risk, 

this should be referred to On Call / Senior Response and a serious incident report completed and may lead 

to Fixed Term Exclusion.  
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5.  In-lesson behaviour management  

 

• Behaviour management in lessons is complex. Every class and every day are different in school. Visible 

consistencies and consistent routines help all students understand expectations and help the whole staff 

team maintain a culture of high standards. However, a nuanced approach is needed depending on the 

dynamics of each class, the individual needs of students and the nature of the lesson being delivered.  

• Well-planned lessons are essential to securing good behaviour for learning. In many instances, poor 

behaviour choices increase when there is a lack of appropriate or accessible work. However, it is also the case 

that a brilliantly planned lesson can be sabotaged by poor choices of individuals or groups of students:  all of 

us will be challenged at times to dig deep into our behaviour management tool-kits and use a range of 

strategies to influence the decisions and choices that students make in lessons. 

• The emphasis of our behaviour management approach is to reinforce positive choices through recognition 

and modelling, calm consistent routines and redirection. In the event students do not respond positively and 

meet expectations, sanctions may be required i.e. consequences / faculty withdrawal / fixed term exclusion. 

• We expect all staff to engage in collaboration and constructive professional development of our individual 

and collective behaviour management tool-kits, mindful that however experienced or new we are, we will 

face some challenges with behaviour management. On our staff team, it is essential staff feel able to ask for 

help. 

• Staff are expected to embed the language of ‘Ready, Respectful, Safe’ in their approach to behaviour 

management. Before issuing a detention or a faculty withdrawal, staff are expected to deploy a range / 

sequence of tactics while exercising professional judgement in the specific circumstances of the lesson: in all 

circumstances, a pupil should receive a reminder (take up time given), warning (take up time given) and 

withdrawal from the classroom. 

• We endeavour to always follow a principle of Praise in Public, Reprimand in Private (PiP & RiP). While quiet 

praise is also highly effective, public reprimand is usually counter-productive and there is an emphasis on 

avoiding this wherever possible. 

• The approach taken to dealing with disruption in lessons is designed to assist students in making positive 

choices about their behaviour through staff redirection, de-escalation and positive reinforcement. The 

following sequence sets out steps a member of staff may go through within their behaviour management 

toolkit during a lesson to address behaviour that does not meet expectations: 

o Public recognition for individuals doing the right thing, first time 

o Redirection / distraction  – ‘can I help’?, reference to previous positives, , asking a question about 

the work, proximity, silent signals, moving seats 

o Reminders – clear expectations, give choices, remind of previous good contact 

o Take up time 

o Warning – clear expectations, give choices, remind of previous good contact, opportunity to 

make the right choice before issue of sanction 

o Take up time 

o Withdrawal from the classroom 

• Scripted, short, in/out interventions to de-escalate conflict and invite improved behaviour will be used to 

support our approach to behaviour management. 

• The Colmers Consequence System that apply in lessons are set out in more detail in section 9 

• On Call and Senior Response may be called to a lesson by calling 6001 in event of an emergency or in the 

event that, after all other options have been exhausted, a student refuses to comply with faculty withdrawal 

(see below).  
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6. Clear Sanctions / Consequences 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

C1 
Same Day 30-Minute Detention 

3.00 – 3.30 p.m. 

C2 
Same Day 60-Minute Detention 

3.00 – 4.00 pm 

C3 
Friday Headteacher’s 90-Minute Detention 

3.00 – 4.30 pm 

C4 
Internal Exclusion  (iX) 
All Day, up to 3 days 

C5 
Fixed Term Exclusion (FTE) 

 

This consequence system is linked to the school’s disciplinary stages, 

passport and sharing panel placements and serious persistent or one 

off situations could lead to permanent exclusion.. 
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Colmers Consequence System September 2021 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

Students have the home school agreement and  

behaviour for learning routines. 
HIGH and CLEAR EXPECTATIONS 

Students in form time will follow a rigorous routine of equipment 
checks and uniform checks. 

 
      If not perfect students will receive a C1 (SMS) 

Consequence (SMS) 

Students in class will have 
Reminder 
Warning 

Classroom Withdrawal  and C2 Consequence (SMS) 

Do not attend C1 (SMS) 
C2 Consequence next day 

CONSEQUENCE 2 (C2) 
1 hour same night detention 

Classroom Withdrawal 
Any 2 C1 events on the same day. 

Non-attendance or unacceptable behaviour in a C1 consequence 

 
Do not attend C2 (phone call) 

C4 Consequence next day 

If a student does not behave appropriately in a C2 and if there is  

non-attendance to a C3 detention they will automatically go into C4 

the next day. 

CONSEQUENCE 3 (C3) 
Headteacher’s Detention, Friday  3:00 – 4:30pm 

 

Student who in a week is late to school twice, receives 2 or more 
Classroom Withdrawals. 

CONSEQUENCE 4 (C4) 
Internal Exclusion (iX) 

 

A serious breach of our home school agreement 
Behaviour in C2 is not appropriate. 

Non-attendance to a C2 (2 days in iX) or C3 (3 days in iX). 
Minimum 2 days Internal Exclusion will be served on all other 

occasions. 
Some situations may also lead to FTE 

CONSEQUENCE 5 (C5) 
Fixed Term Exclusion 

A serious breach of our home school agreement 

If the student does not behave in a C4 they will have a FTE and Internal 
Exclusion plan (3 day transition) with a Parent / Carer Meeting. 

If the student repeats certain behaviours in a week they will 
complete a C3 Headteacher’s consequence on a Friday. 

 

This consequence system will link to the school’s disciplinary stages, passport and sharing panel placements and serious 

persistent or one off situations could lead to permanent exclusion. 

CONSEQUENCE 1 (C1) 
30 minute same night detention 

Answering Back to a member of staff. Inappropriate out of classroom behaviour 
Incorrect Uniform Running on the corridor 
Late to school ‘Play fighting’ 
Late to lesson Use of a mobile phone or earphones 

Not ready to learn with correct 
equipment, including calculators, PE kit, 
planner, pencil case, exercise book. 

 
Discriminatory comments or behaviour 

*please note this is not an exhaustive list 
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6.1 Consequences 

• Consequences can be issued by the class teacher through class charts. 

• Categories of Consequence are clearly labelled (C1 to C5) the majority of staff will only use C1 or C2 as seen 

below. 

 

 

 

6.2  Classroom Withdrawal from lesson 

• Every Faculty is expected to run a  Withdrawal timetable . 

• Classroom Withdrawal is a sanction in the behaviour management routine issued when, despite further 

redirection tactics, reminders and warning and being issued the student persists in behaviour that disrupts 

learning. 

• After issuing a Classroom Withdrawal, the class teacher needs to complete a C2 consequence (1hr detention) – 

classroom withdrawal log. 

• The class teacher may choose to inform parents / carers of a classroom withdrawal -  calls to parents / carers 

must be logged on SIMS by the person making the call. 

• Repeat incidents of Classroom Withdrawal will be picked up by HOFs, HOYs, PSW, SLT and may lead to students 

being placed on report or moved up a Stage. 

• The procedure for a Classroom Withdrawal is that the class teacher sends the student with a Classroom 

Withdrawal Note, to the agreed withdrawal destination. The class teacher must provide the work for the 

student.  The class teacher must phone the withdrawal location in advance to advise they are sending a 

student. 

• The Classroom Withdrawal Note sets out the expectations for the student which are that they enter the 

withdrawal classroom politely and quietly, wait to be told where to sit, sit where they are told and quietly 
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complete the work that has been set. They are to leave their work with the teacher in the withdrawal 

classroom. The note also sets out the consequences of failure to behave well during Withdrawal. 

• In the event a student refuses to co-operate with Classroom Withdrawal, the class teacher should call 6001 for 

On Call or Senior Response. This will be logged on class charts as C2 consequence (1 hr detention) – senior 

response and will lead to parents/carers being contacted.  The senior member of staff will give the student the 

option to complete the Classroom Withdrawal or face C4 – Internal Exclusion or a C5 – Fixed Term Exclusion.  

• If a student disrupts learning during a time they are sitting a Classroom Withdrawal, a Senior Response will be 

made a C4 isolation day / internal exclusion will be completed. The sanction/ consequence for severe 

disruption to Classroom Withdrawal will be Fixed Term Exclusion and will be decided by Senior Response. 

• Serious incidents of non-co-operation in lessons that lead to Senior Response requests should be written up on 

an incident sheet and emailed to pastoral@colmers.school. 

 

6.3  Fixed Term Exclusion 

• The decision to issue an External Fixed Term exclusion lies with the Headteacher, usually on recommendation 

of Tom Perry, Deputy Headteacher. 

• Statutory paperwork must be issued for every External Fixed Term Exclusion and all paperwork, associated 

with the exclusion incident(s), including incident reports and witness statements, must be collated and stored 

in the student’s file.  

• Work must be provided for any Fixed Term Exclusion, this will be in the form of revision workbooks or 

subject resources issued to the students before the start of the exclusion.  

• A re-integration meeting must be scheduled at the end of or during a Fixed Term Exclusion, to have taken 

place before the student returns to lessons. 

 

6.4   Restorative Justice 

When a student has made poor choices leading to sanctions, it is sometimes both important and helpful to 

ensure some form of restorative actions are undertaken to “put things right” and repair relationships. This may 

simply be a restorative conversation in which the student has the opportunity to apologise and clear the air for a 

fresh start. Restorative conversations are essential to re-setting relationships after serious incidents. All staff are 

expected to prioritise such conversations and to ask for support to enable these to happen, for example 

assistance in the lesson for ten minutes from a member of the Faculty or SLT to enable such a conversation to 

take place. Support from the intervention team can also be organised to mediate difficult conversations as part 

of the restorative process. 

  

mailto:pastoralteam@colmers.school
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7. Effective, Staged Intervention 

7.1   Staged Intervention and Disciplinary Stages 

Colmers School Disciplinary Stages 
Student’s will be presented to a disciplinary panel meeting if; 

• Their behaviour has been in conflict with the school’s values. 

• They are not following the expectations as set out in the home school agreement. 

• Their actions are against the behaviour policy of the school. 

• They are affecting learning in classrooms and or being disruptive to the school community. 

 

As a school we commit to our home school agreement and ensure as much early and pro-active interventions 
can occur to support our student’s. These may include the following; 

• Head of Year (HOY) proactive behaviour group. 

• External programmes or support if needed i.e. AVFC, In Unity, CAR programme, RCADS. 

• Communicate effectively with regular parental phone calls by HOY. 

• Make a referral to Pastoral Support Worker (PSW) proactive mentoring groups. 

• Early help conversation between HOY and student. 

• Communicate for the need for a parental meetings. 

• Pathfinders referral made by the HOY. 

• PSW complete early help assessment. 

• Family Plan completed by Pathfinders Lead. 

• Family plan reviewed by Pathfinders Lead. 

• Passport, Managed Move / Alternative Provision 

 
Stage 1 

Head of Year Warning 
 

 

Stage 2 
Assistant Headteacher Warning 

 

 

Stage 3 
Deputy Headteacher Warning  

 

 

Stage 4 
Headteacher Warning 

 
 

Permanent Exclusion 
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7.2     Permanent Exclusion 

• Permanent exclusion is a measure of absolute last resort at Colmers and will only be considered when all 

alternatives have been completely exhausted and the risks of the student remaining a member of our school 

community are too great to be safely managed. 

 

7.3 Placing students on report 

• When a student is persistently failing to meet expected standards, they may be placed on report as an 

intervention to help them improve.  

• Students may be placed on report to their Form Tutor, a Head of Faculty, Head of Year, PSW or Senior 

Leader. In all cases, the decision to place on report must be agreed with the Head of Year.  

• When placed on report, the person overseeing the intervention must inform parents in a standard letter. 

This can be requested from main reception, where a template report request from can be filled in for the 

letter to be sent home. The letter will state the name of the person overseeing the report, the date from 

which the support measure starts and the review date. At the time the letter is issued, the support measure 

will also be logged by the reception staff in SIMS. Ideally this should also be accompanied by a phone call or 

face to face meeting, made by the person overseeing the report, which should also then be logged on SIMS.  

•  All reports should be reviewed after two weeks and a decision should be taken at that time to either end 

the reporting period because the student has been successful or continue for a further 2 weeks. The 

outcome must be communicated to parents/ carers by template letter, requested from main reception, and 

ideally communicated by phone or face to face meeting. In the event a student is on report for 4 weeks and 

does not make the improvements that are required, this should then be escalated to the Head of Year for 

review in order to identify further interventions that may be needed. 

 

7.4   Individual / Group Student Interventions 

• The pastoral support workers and Intervention team are responsible for developing and delivering a range of 

individual and group interventions designed to assist young people with challenging behaviour, learning 

difficulties, attachment issues or mental health challenges. These interventions are generally appropriate for 

students exhibiting concerns at Stages 1,2 and 3. 

• Referrals regarding interventions should be made through Heads of Year: allocations will be decided at 

Pastoral BASE meetings and communicated to staff regularly through the School Bulletin. 

 

7.5   Dealing with challenging classes 

• Sometimes it becomes apparent that a combination of students who are together in one class, for one or 

more subjects, pose a particular challenge to the teacher or team of teachers working with that group.  

• In the event a class group is recognised as particularly challenging, a number of actions will be initiated to 

turn around the problems and ensure the class meets expected standards of behaviour. It is likely that the 

following will be considered: 

o Observation of the group by one or more members of the intervention team 

o Specific behaviour training for the group based on an analysis of the key issues 

o Meeting of all teachers teaching the group and agreement to common protocols / routines / shared 

seating plan 

o Placing the group on class group report with a named owner (form tutor / key worker / Head of Year 

/ Head of Faculty) 

o Review of pupil groups to consider any movements that might be needed 

o Individual coaching for staff to enhance behaviour tool-kit 
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7.6   Intervention for attendance concerns 
4 Wave Attendance Strategy Flowchart 

8.  

9.  
 

• Good attendance is an essential foundation to individual success and conversely, poor attendance is a major 

barrier to learning and progress. Our partnership working with parents and carers is essential to us improving 

the attendance of those students who fall below the expected measure of good attendance – 95%. 

 

• Attendance is a regular focus with students through tutor time, assemblies and communication home, led by 

Heads of Year working closely with Attendance Manager, Simone Gilchrist . 

• It is expected that form tutors follow up any student absence that does not have a reason (i.e. coded N on 

the register) within 2 weeks of the absence. 

• Regular absences and persistent poor attendance will be addressed through a range of interventions that will 

be co-ordinated through Simone Gilchrist and Heads of Year.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Please look at attendance intervention micro scripts. 

 

 

 

 

 

 

Wave 1 – Focus 96% + 
Form Tutors 

Actions ✓ Weekly recording of attendance in planners in Attendance Monday. 
✓ Weekly 1:1 conversations with targeted students utilising the data provided (groups will  be fluid) 

Recording ✓ Phone call home to target group of students using tutor training and CPD complete this action. 
✓ Update Attendance Intervention Tracker 

Praise ✓ GET TO GREEN PRIZE DRAW EACH MONDAY in Attendance Monday session. 
✓ Weekly positive pings for 100% attendance and improved attendance. 
✓ Weekly PLOGS for improved attendance. 

 

 

Wave 2 – Focus 93% – 95.9%  
HOY / PSW 

Actions ✓ HOY / PSW to ensure a phone call or email is actioned to parent of student whose attendance goes below 96.9%. Identify 
students who need to receive AL 1 (Attendance Letter – Headteacher’s Concern). 

✓ Weekly 1:1 conversation with targeted students and attendance recorded in planner. 
✓ Identify in bi-weekly Attendance Strategy Meeting (with PSW and SLT Link) any students who need a 3 Houses Intervention. 
✓ 3 Houses Intervention completed by HOY or PSW. Actions effectively completed and communicated to all relevant stakeholders 

in bi-weekly meeting. 
✓ Parental meeting for students before they drop to 95%.  3 Houses parent form used if necessary and any referral forms 

completed to Pathfinders for early help external support if necessary. 

Recording ✓ Update Attendance Tracker 
✓ Phone call or email home to target group of students. 
✓ 1:1 student conversations 
✓ 3 Houses intervention form completion 
✓ Informal meetings with parents 

Praise ✓ Weekly positive pings for improved attendance. Public praise through weekly assembly and certification. Year group notice 
board updates. 

 
 
Wave 3 – Focus 90% - 92.9% 
SLT Link/PSW/ Governor Panel 

Actions ✓ SLT Link/PSW ensure a phone call or email is actioned to parent of student whose attendance goes below 95. 
✓ Weekly 1:1 conversation with targeted students and attendance recorded in planner. 
✓ Identify students who need a 3 Houses intervention and action 
✓ Ensure necessary referral forms completed to Pathfinders or other agencies for early help external support if necessary. 
✓ Identify students who need to receive AL2 or AL3 (Attendance Letter – medical evidence). 
✓ Identify students for a Governor Panel linking attendance to outcomes/workplace 
✓ Parental meeting for students before they drop to 93%.  3 Houses parent form used if necessary and any referral forms 

completed to Pathfinders for early help external support if necessary. 

Recording ✓ Update Attendance tracker 
✓ 1:1 parental or student contact via phone call or email. 

Praise ✓ Weekly positive pings for improved attendance. 
✓ Phone calls home for any attendance improvement. 
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9.1   Safeguarding Intervention 

• All staff receive regular training on management of safeguarding concerns. Specialist support and 

intervention is overseen by Craig Boardman, DSL, with Sue Brookes, Safeguarding and Early Help Manager 

leading on intervention case work. If you have any immediate concerns about a student that you think may 

need urgent intervention, this should be logged on MyConcern and followed up directly and immediately, in 

person, by phone or via email, with either Craig or Sue. It is your responsibility to ensure the matter is picked 

up, you are expected to follow up with the DSL and raise further concerns if you think that there remains an 

issue that has not been addressed. 

• All staff are expected to keep up to date with safeguarding, to regularly revisit the statutory guidance 

“Keeping Children Safe in Education” and if unsure about any element of your safeguarding responsibilities, 

to ask for clarification / assistance. 

 

9.2   The Inclusion / Intervention Spaces   

• At Colmers, we have an extensive team of specialist staff deployed to support planned, reactive and 

immediate interventions for students with additional or complex needs / vulnerability. The main spaces in 

which these staff are located are listed below. At no time should students be sent to an Intervention Space 

without this being arranged in advance. 

 

9.3  Learning support 

• Students with additional learning needs are identified in the school’s SEND Register, which is owned by 

Ruth Bennett, Assistant Head and SENDCo. Students with the most complex needs will have an Education, 

Health and Care Plan (EHCP), setting out their needs and their statutory entitlement to additional support 

which may come with additional funding. They are recognised by the E code on the SEND register. The 

threshold for an EHCP is high and the process for granting an EHCP is lengthy and complicated. The majority 

of students with special educational needs are therefore recognised through the K code on the SEND 

register. 

• All students on the register, whether E or K code, will have a Pupil Profile which sets out the strategies that 

are likely to assist that student in lessons.  Class teacher planning, support and intervention in lessons is the 

first line of support for all children with SEND. 

• A range of further support and interventions is delivered by the team of Teaching Assistants, co-ordinated by 

Denessa Spencer, Assistant SENDCo. this ranges form in-lesson support to individualised intervention for 

reading, cognition and other specific learning needs. If you have particular concerns about a student’s 

learning needs, these should be communicated to Denessa Spencer in the first instance for further 

assessment and consideration of additional support and intervention. 

•  Ange Storrie, HLTA, specialises in support for children with specific learning issues and co-ordinates reading 

recovery programmes for our weakest readers.  

Wave 4 – Focus <90%  
Ass Head CBO / AO SGI / DH TPE 

Actions ✓ Ass. Head and AO to identify parents and invite for SARM in weekly Attendance Meeting (AL4 letter) 
✓ Complete SARM. Set targets and agree action plan and review dates. 
✓ Monitor attendance as per Fast Track process. 
✓ 1 Unauthorised absence = Deputy Headteacher 
✓ Case by case – 1 more unauthorised absence = AL5 (Attendance Letter – formal warning notice). 
✓ Minimum of 10 further sessions of unauthorised absence will lead to a referral to ELIT (Education Legal Intervention Team). 

Recording ✓ Update Attendance Tracker 
✓ Letter for SARM and SARM Meeting. 
✓ 1:1 parental or student contact via phone call or email. 
✓ Deputy Headteacher Meeting. 

Praise ✓ Weekly positive pings for improved attendance. 
✓ Phone calls home for any attendance improvement. 
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9.4   Support for students with ADHD 

• Colmers has relatively high numbers of students diagnosed with ADHD (some of whom also have an ASC 

diagnosis). Pam Evans, HLTA,  co-ordinates support for students and their parents/carers, including 

partnership working with Allenscroft Medical team, to provide specialist input on how best to support those 

individuals.  

• All students with diagnosed ADHD have a Pupil profile, setting out interventions and support strategies that 

are likely to assist that student in lessons.  It is particularly important to remember the reduced attention 

span of some of our students with ADHD and to consider this when tailoring your plans to meet their needs. 

• Pam Evans is the first point of contact if you have any concerns or would like advice regarding the needs of 

a student with ADHD,  

 

9.5   Support for students with ASC 

• Colmers has relatively high numbers of students diagnosed with ASC, (some of whom also have an ADHD 

diagnosis). Rosie Quinney, HLTA,  co-ordinates support for students with ASC. 

• All students with diagnosed ASC have a Pupil profile, setting out interventions and support strategies that 

are likely to assist that student in lessons.  It is particularly important to remember the heightened sensitivity 

to noise / smells and the challenges dealing with change / uncertainty for some of our students with ASC and 

to consider this when tailoring your plans to meet their needs. It can be particularly important to consider 

their seating arrangements and to seek advice on what works best for them. 

• Rosie Quinney is the first point of contact if you have any concerns or would like advice regarding the needs 

of a student with ASC.  

 

9.6 Support for Students with Social, Emotional or Mental Health Needs 

• A significant number of students  face specific challenges as a result of social, emotional and health needs. A 

range of individual and group interventions are delivered in school. including  programmes designed to 

improve behaviour. 

 

• Each year group has pastoral support worker to support students with specific challenges. Year 7 = Kath 

Adie. Year 8 = Kenza Nandha. Year 9 = Carol Meredith. Year 10 = Kim Dennis. Year 11 = Chloe Bromley. 

SEND PSW = Kirsty Strevens. 

 

9.7  In School Counselling 

• Colmers invests in our own on site counselling support for students facing individual challenges. Shelley Keil 

and her team of councillors offer one-to-one counselling and also a drop-in service for students who need a 

space to talk in confidence and find peer support for some of the difficulties they are experiencing. 

• Referrals to Shelley are made through Heads of Year in the first instance and are co-ordinated by Craig 

Boardman. 
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10. Incidents, Concerns & Complaints 

 

10.1 Reporting Serious Incidents 

• Serious incidents including fighting, bullying, verbal abuse to staff, dangerous or threatening behaviour, 

should be reported immediately to Senior Response via 6001 and at the first opportunity this needs to be 

recorded using the Incident Report form. The incident report should be sent to pastoral@colmers.school . 

The subject of the email should contain the initials of the student and the year group and the words Serious 

Incident with the name of the senior response member of staff. 

• While it is always the intention to feedback to staff once an incident has been investigated and action taken, 

at busy times there may be gaps in communication and staff are welcome and invited to ask for the 

feedback if it has not been received. 

 

10.2 Logging of bullying / racist / homophobic incidents / transphobic 

• We are required to maintain a log of bullying, racist, homophobic and transphobic incidents. When 

completing an incident report, all incidents that are deemed to be bullying, racist and/or homophobic must 

be ticked accordingly on the incident report and the subject of the email should also indicate the serious 

incident is bullying, racist or homophobic.  When the incident is dealt with through the 

pastoral@colmers.school. and will then be forwarded to Tom Perry Deputy Headteacher. 

 

10.3 Use of physical intervention / restraint 

• While under no circumstances can staff use physical intervention as a behaviour management tool, there 

are sometimes situations where the safety of a student can only be secured by use of restraint.  All staff will 

be fully supported under these circumstances. Staff should be assured that you are not expected to restrain 

a child unless you feel confident and comfortable doing so and, ideally, have had restraint training. 

• Staff are advised that they should not physically intervene to block or prevent a student leaving a space 

who is determined to leave, unless their leaving represents an immediate threat to the safety of the student 

or another student in which case a physical restraint may be needed. 

• In the event that you have intervened physically to restrain a student, please alert a member of SLT as soon 

as possible so that you can be supported following the incident. At your earliest convenience, you must 

complete a Pupil Physical Restraint Incident Form. This is for your own protection and will ensure that the 

incident is then followed up. 

• If a student accidently makes physical contact with a member of staff, this should be reported to senior 

response via 6001 and then reported on an Incident Report and sent to pastoral@colmers.school so that 

the event is recorded for the protection of the member of staff form any spurious or malicious allegations.  

Please make clear on the incident report that you are confident the contact was not intentional and mark 

the email Incident - for information. 

• If a student deliberately makes physical contact with a member of staff, either in a confrontational situation 

or a situation where they are not paying due regard to health and safety, this will be dealt with as a very 

serious incident, requiring immediate Senior Response.  A full incident report should be completed, with 

details of witnesses present to aid investigation. The report should be sent to pastoral@colmers.school 

marked serious incident. 

 

10.4 Injuries to students 

• In the event a student is injured in school, or is involved in a physical altercation / incident in which they 

might have sustained an injury, they must be sent to Student Services for a first aid check and the injury will 

then be logged and parents / carers informed. Even if a student says they do not wish to be checked over, 

they should be sent to Student Services to avoid any injuries remaining undetected.   

mailto:pastoralteam@colmers.school
mailto:pastoralteam@colmers.school
mailto:pastoral@colmers.school
mailto:pastoral@colmers.school
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10.5 Injuries to staff 

• If you are injured at work, whether accidentally or through a serious incident, you must contact Teresa 

Davies as a priority. Teresa will organise any medical / first aid check needed and ensure you are taken care 

of properly! You will be required to complete a Yellow Accident Form noting details in full. 

 

10.6 Student Issues and Concerns 

• At Colmers, we expect students to alert us to their concerns and to report issues before they become a 

problem. We insist that students cannot be bystanders and that they have a responsibility to report wrong-

doing for the benefit of the school community. At the same time, we recognise that many students may find 

it hard to come forwards with information and therefore we encourage students to use the SHARP system if 

they wish to report a concern or issue in confidence.  

• If a student has a concern about something with friendships, other students, lessons, staff or issues at home, 

they are encouraged in the first instance to talk to their Form Tutor for advice, guidance and support. It may 

be that a quiet word between professionals can iron out problems the student is encountering. In the event 

the issue needs more specialist input, this should be referred through Head of Year or PSW. 

• In the event a student makes a serious allegation against a member of staff, this should be reported 

immediately to Head of Year or a member of SLT. Initial factfinding will be carried out and the student will 

be reminded of the serious consequences of making false allegations or spurious complaints. If after this 

fact finding the student pursues the allegation, the Headteacher will be informed and subject to the 

outcomes of the fact finding may commission an investigation, keeping the member of staff informed and 

supported at all times and following the process as set out in the school’s policy for dealing with allegations 

against staff. Any instances of false or malicious allegations will lead to Internal Exclusion as a minimum, will 

be followed up with parents / carers and may place the students’ place in school at risk. 

 

10.7 Staff Concerns and Complaints 

• Staff are encouraged to identify issues and concerns at the earliest opportunity, maintaining a solution 

focused approach to solving issues before they become concerns or complaints. If unsure who to talk to 

about an issue or a concern, you are welcome to talk to any member of SLT who will seek to support you in 

finding a constructive way through. 

• In the event that you do not feel able to resolve an issue or a concern, you should refer to the Grievance 

Policy for details of the informal and formal routes open to you. 

 

10.8 Parent/Carer Concerns and Complaints 

• Parent / carer concerns and complaints may be communicated directly to any member of staff and it is 

important that staff feel confident responding at the appropriate level. If the concern is something you feel 

uncomfortable to dealing with directly, then seek advice from you’re your Head of Year / Head of Faculty in 

the first instance.  Outcomes of concerns should be logged on SIMS and communicated to Heads of Year / 

Heads of Faculty. 

• Any communication from a parent/carer that may constitute a serious allegation against a member of staff 

or student should be referred immediately to a member of SLT for advice on next steps. 

• It is important to recognise the difference between a concern and a complaint: a parent or carer who wishes 

to make a formal complaint should be directed to the Complaints Policy and must put the complaint in 

writing on the Complaint Form, which can be found on the school website or requested from main 

reception. Once the complaint has been received, it will be reviewed by Teresa Davis and a decision will be 

taken about next steps. Staff will be kept informed about any complaints that warrant investigation and will 

be supported during any process in which a complaint against them is being dealt with. 
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• Parents and carers are expected to conduct themselves appropriately when expressing concerns and making 

complaints; a new Parent Code of Conduct and Adult Behaviour Policy, introduced September 2019, set out 

our expectations of parent/carer conduct. Abusive behaviour towards staff should be reported immediately 

to Teresa Davis and will be addressed swiftly by the Headteacher in line with our policy. 

 

11. Parent/Carer Meetings 

Due to the need to social distance and to keep every member of our school community safe, the ability to meet with 

parents and carers is a logistical challenge.  However, what we have learnt in the last six months, is that there are 

many different ways in which we can continue to stay in touch with others and use technology to communicate with 

people that have in fact been difficult to reach. 

In addition to the challenges of keeping people safe, there is an increased need to keep intervention staff available 

during the school day so that they can support students and staff in the efficient and effective running of the school. 

Therefore, the guidelines below should be followed: 

• All meetings must be booked in advance and added to the school diary on main reception.  This enables us to 

keep a record of who is on the school site.  

• Parents/carers will still be allowed to drop off items for their children at Student Services. 

 

 


