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Aims of Marathon Science School
1

Our aim is to provide excellent balanced education values for all our pupils. We
are committed to:
•
•
•
•

Academic ability
Character building ( i.e., self-confident)
Develop cultural and religious beliefs
Provide high quality and homely boarding environment

Our very strong team of teachers will inspire and motivate the pupils to produce their
best every lesson and every day.
In Marathon School we will create an atmosphere of eager to inquire, motivated to
work hard and learn.
We will challenge pupils to achieve their full potential individually and develop skills
to be an effective member of a team. Also develop leadership skills through practical
group projects.
We would expect a very high standard of behaviour and be good ambassadors to
Marathon School and their community.
Our residence will offer quality individual support with wide range of life enriching
activities.

School Development Plan - SDP
See separate document
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2

General Information

Map of School
See Appendix 1

TERM DATES
It is on the web site.
SCHOOL TERM FOR School Hours
MONDAY
8:30
9:50

TUESDAY

WEDNESDAY

9:45
11:00
BREAK

11:25
12:30
13:30

12:30
13:30
14:30

LUNCH BREAK
BREAK

14:30

15:30

Teachers finish at 4 o’clock

Uniform
Navy blue jackets and trousers with a white shirt.
Black shoes.
Marathon School tie
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THURSDAY

FRIDAY

Health & Safety
2.1.1 Duties of Employees (Sections 7 and 8 of the Act)
Section 7 of the act makes it a duty of all employees while at work to:
•
•

Take reasonable care for their own safety and also for the safety of anyone
else that may be affected by their “acts or omissions”.
To cooperate with those on whom the act places duties and requirements.
Section 8 of the act makes it unlawful for anyone to interfere “intentionally or
recklessly” with – or to misuse – anything which has been provided for the
purpose of health, safety or welfare.

2.1.2 Duties of Employers
•
•
•
•
•
•
•
•

Prepare a written Health and Safety Management Policy.
Ensure that staff is aware of the policy and their responsibilities within that
policy.
Ensure that the appropriate safety measures are in place.
Ensure that staff is properly trained in good health and safety practice.
The Management of Health and Safety at Work Regulations 1999 require
employers of staff at a school to:
Make an assessment of the risks of activities
Introduce methods to control these risks
Tell their employees about these measures
(Source Department of Education and Skills)

2.1.3 Duties of Teachers
Teachers have a contractual duty under their conditions of employment to secure the
health and safety of pupils both on and off the school premises.
2.1.4 Kitchen Staff
Common hazards in kitchen areas include the following:
• Hot surfaces - danger of burns
• Hot liquids - danger of scalds
• Knives and other cutting tools
• Slippery surfaces - danger of falls
• Fires - especially fat or oil fires
• Heavy loads - danger of strains
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•

Electrical equipment or sockets - danger of electrocution if mishandled or used
with wet hands

Danger can he minimised by careful training and awareness of potential hazards.
•
•
•
•

Avoid loose sleeves, scarves and ties
Keep long hair tied back and covered
Wear clean overalls/clothes
Do not wear bracelets, dangling earrings or necklaces

2.1.5 Office Staff
All staff and volunteers must:
•
•
•
•
•
•
•
•
•
•

Keep stairs, gangways and fire escape routes free from obstructions
Put cables of telephones, portable electric appliances etc. where they will not
trip anyone
Close filing cabinet drawers after use and have only one drawer open at any
time
Keep articles of clothing and any other combustible materials away from
heaters
Use suitable knives and cutters for cutting paper, board, string and sharpening
pencils
Not carry any load, which is too heavy, and make sure that they can see over
any load they are carrying
Not obstruct access to fire-fighting equipment and make sure they know how
to use it
Switch off all electrical appliances and remove plugs from sockets before
leaving work
Never work on office equipment unless they have been given instructions and
trained
Not stretch or use makeshift platforms when storing materials
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2.1.6 Electrical Equipment
Staff and students may have access to electrical equipment throughout the premises
and in computer rooms. Namely:
• Computers and related office equipment i.e. printers, monitors etc
• Security systems
• Photocopiers
• Kitchen appliances i.e. kettles
• Television and video equipment
• Audio equipment
• Telephones
The School recognises that electrical appliances, if not maintained, can pose serious
fire and health hazards and imposes stringent regulations on the purchase, use and
maintenance of all electrical tools and appliances.
•

All new purchases must be from authorised dealers. The School will not permit
the purchase of second-hand or used appliances unless from a reputable
vendor.
• The School maintains an inventory of all electrical equipment - all warranties,
guarantees and receipts are to be filed with the Bursary department.
• The School employs a trained electrician to inspect electric appliances and
equipment on a regular basis, according to product warranty.
• Staff and students encountering difficulties with electrical appliances should
move away from the appliance, notify reception, and if necessary, isolate the
area to prevent any potential risk to others.
• No unqualified person should undertake to repair or adapt any electrical
appliance without supervision by a trained member of staff.
Never use any piece of equipment for anything other than its intended use. Please
also see Electronic equipment policy.

Security
Management responsibility for School security is shared between the Management
Committee, the Headteacher and the Head of Pastoral. The School has drawn up the
following arrangements to enable this responsibility to be effectively discharged. The
identified person for day-to-day responsibility for School security is the Headteacher.
A summary of the School security arrangements will be included in the School
Prospectus.
The following employees have responsibilities for ensuring the security of the School
site and premises:
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Control of
contractors

Building Manager

Security of
money

Bursar

Emergency
procedures

1. Check credentials of
contractors prior to
appointment 2. Brief
contractors on School
Security requirements and
arrangements 3. Day-to-day
supervision of contractors
on site
Collection of payments and
banking of payments to the
School
Control of petty cash floats

Trip / Visit Leader

Collection of payments and
prompt handover to
Bursar

Designated Staff

Control / issue of pocket
money
Duties and responsibilities
in accordance with School’s
Fire Awareness policy and
procedures

Fire: Boarding Housemaster in
conjunction with Deputy and
Health & Safety Officer
First Aid / Accidents:
Designated/qualified First Aiders

Immediate treatment of
injuries or illnesses prior to
the arrival of emergency
services to save lives,
reduce effects of injury and
speed recovery.
Building
Head of Pastoral in conjunction
Regular assessment of
security risk
with Designated Security Systems
requirements, installation
assessments
Company
of security systems, staff
training and system
maintenance
For further details see the School Security Policy in School Office
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3

Teaching

Teaching & Learning Policy
The aims of the policy are to promote effective teaching, learning and assessment for
learning.
Core issues in the classroom:
•
•
•
•
•
•
•
•
•
•
•
•

consistency of excellent teaching and high quality experiences for pupils
Monitoring teaching and learning and pupil progression in every subject.
Teachers need opportunities to develop teaching and learning strategies
and to reflect upon and review the curriculum.
support pupils’ knowledge and skills re: literacy, numeracy, creativity, ICT,
Work Related Learning and Citizenship
There should be effective systems for using assessment data to inform
planning
Challenge and Support
Differentiation
Display as learning tool and celebration
Seating plans
Range of whole class, group, pair and individual work
Pupil involvement
AFL

Homework Policy
Teachers Agree To:
• set, assess and record homework tasks regularly
• Ensure that pupils write down details of homework.
• set tasks that match the ability of our pupils and which we are confident they
can complete on their own
• assess homework according to policy agreed in each department
• contact families where difficulties arise in the regular completion of
homework
Homework
The completion of homework is an essential part of our pupils’ learning at Marathon
School. Homework provides the possibility for further study of the work covered in
class and is a means of exploring the different aspects of the curriculum in the pupil’s
own time, at his own pace and at a level appropriate to the ability of each pupil.
Through the completion of tasks and activities pupils will develop self-reliance, gain
experience in working on their own and thus become more independent, autonomous
marathon science school
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learners and gain confidence applying knowledge. The regular completion of
homework provides the possibility of increasing the learning time of our pupils and so
raising their achievement. The completion of regular homework is important in
practicing and building learning skills which will be useful to our pupils throughout
their lives and which will enrich the use of their leisure at all stages. In order that
pupils may complete homework in a supportive environment.

Assessment
The aim of this policy is to ensure that pupils’ work is marked in a consistent way in all
subject areas. This should help pupils respond more effectively to teachers’
corrections, comments and advice. It will also improve the quality of our teaching and
accelerate pupils’ learning.
We recognise that some subjects have extremely heavy marking loads and we have
tried to write a policy that can be sustained. Departments will need to decide how to
implement the suggestions we make. It may be appropriate to have a system of
marking some things some of the time for example.
We believe that all marking should be informative. Marking should diagnose problems
that pupils might be having and set small, achievable targets for improvement. We
cannot expect pupils to improve unless we have advised them on how to do better. It
is also important that pupils understand why they have been given a particular mark,
grade or comment. For example, the work is an excellent effort, or it is significantly
better than last time, or it is correct.
We also believe that departments need to be explicit about how they mark and give
an explanation to pupils of what a grade or a score or a correction means about the
pupil’s achievement.
It is important to recognise that talking to pupils is an important way of responding to
their work. Marking need not always be written on pupils’ work.
It is hoped that this school policy will be used as the basis for each department to
write its own policy.
These suggestions are intended to be a skeleton and departments will need to add
details to make it meaningful for their subject.

WHAT SHOULD BE CORRECTED?
1. Teachers will want to correct subject specific errors, for example:
a. misuse of terminology b. incorrect scientific formulae
c. inflection errors d. inappropriate sequencing of instructions or events
e. incorrect ingredients or tools f percentages
marathon science school
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2. All of us are teachers of language; we will wish to focus on elements of pupils’
writing. From time to time all teachers may wish to make this the focus of their
marking of a pupil’s work. Items to concentrate on could include:
a. grammar b. punctuation c. capital letters d. paragraphing (where appropriate)
e. register and common spelling errors
3. Where possible teachers should supply rules or strategies so that pupils can check
and improve their work themselves.
e.g. Length: think of long, use a comma to allow the reader to take a breath, read your
work out loud, where would you pause? apples or apple’s ? - more than one apple or
does it belong to an apple?
4. Teachers will need to exercise professional judgement in the extent to which they
correct pupils’ work.
It will not always be appropriate to correct every mistake. Over correction may lead to
frustration on the part of the pupil. A focus on a selection of errors may be more
effective. When correcting spellings for example, don’t feel you have to correct every
error, it may be better to focus on 3 - 5 words. If possible look for errors that form a
pattern.
e.g. fitting, sitting, hitting all, call, ball thought, brought
HOW TO CORRECT
The reason we mark work is so that pupils know where they stand and so that their
work improves. Marking needs to be consistent and informative with clear aims for
pupils and teachers.

GUIDELINES:
1. Always make a positive comment before a negative one.
2. Comment on the content before looking at errors.
3. Limit the number of corrections, as it can become very disheartening to have
everything corrected.
4. Teachers maybe the only audience for pupils’ work. Try and respond like an
interested reader. Be positive whenever possible, without misleading the pupils about
the quality of their work. Parents may also look at pupils’ work and are interested in
how it is marked.
5. At the end of marking try and give advice on how the pupil could improve. One
small target is sufficient.
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6. It may be appropriate to ask the pupil to talk to you about their work and this could
be part of the written comment. To make this possible it will be necessary to allow
lesson time for it.
7. Give some lesson time for pupils to read your comments and look at the corrections
you have made.
Maybe allow pupils to improve their work for re-marking.
8. Pupils can learn a lot by being involved in the marking process. They can look at
each other’s work critically and make suggestions about improvements.
9. Marking overload may be an issue and this will need to be addressed by
departments. Focusing on one particular group one week and another the next may
be a strategy for coping with this.
Pupil Progression – Tracking Progress
It is very important to evaluate pupil progress at regular intervals. Different elements
of formal and informal assessment from all their subjects need to be centralized into a
single record for each pupil.
Every subject will have half term assessment, collected in centralized records.
We will make use of internal as well as externally set exams. Such as Edexcel Progress
plus.
The school would like to measure its value added by doing CATs test in the beginning
of Year 7.

Rewards
Marathon School is committed to recognising not only the academic achievement but
also the contributions to the school community and excelling personal goals.
We will always praise our pupils and be positive about their achievement.
In addition to a system of certificates for recognized achievements, there will be other
rewards such as day and residential trips.
We strongly believe that the rewards must be proportional to the achievement
otherwise it would its value.

SEN Policy
The School could not enroll any pupil with SEN as it does not have the facility at the
moment.

Media Resources
Appropriate use of reproduction of materials is encouraged to enrich the classroom
activities. The waste should be minimised as much as possible. Recycling is
encouraged where possible.
marathon science school
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4

Staff Issues

Staffing Structure and Job Descriptions
Executive Committee – Seven Hills Educational Trust
12345678-

Setting up and maintaining good education.
Overseeing the finance.
Responsible for H & S and Maintenance overall.
Receiving regular reports from chair and Headteacher
Promoting Schools.
Providing liaison with outside agencies.
Dealing with disciplinary appeals.
Overseeing the pay and rewards for staff.

Chair – Mr. Kamil Canbay
123456-

Liaison between the departments.
Receiving regular reports and progress.
Chairing disciplinary meetings and hearings.
Being a part of complaints procedure.
Responsible for overall running of school and welfare of pupils.
Representing school on different occasions.

Headteacher – Mr Uzeyir Onur, B.Sc., B.Ed.
1- Coordination between day school and boarding school.
2- Liaison between departments such as Bursary, Registrar and marketing.
3- Representing School on different occasions.
4- Liaison with other agencies such as HMI, Dept. of education.
5- Maintaining good education.
6- Appointment and interviewing new staff.
7- Checking that everyone does their responsibilities.
8- Liaison with parents.
9- Reporting to Chair and Executive Committee.
10- H & S of staff and pupils at school.
11- Delivering proposed curriculum effectively.
12- Exam entries and monitoring exam arrangements.
13- Monitoring pupil progress.
14- Overseeing staff training.
15- Keeping appropriate pupil reports.
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Finance officer –
123456789-

Overseeing the school fees, other income and receipts.
Keeping appropriate financial reports.
Liaison with the Headteacher and responsible to chair.
Midterm and long term financial planning.
Managing foreseeable financial crises.
Liaison with other appropriate agencies such as banks, accountants.
Payment of staff wages.
Overseeing the Building maintenance and IT Systems.
Overseeing the security systems.

ASSISTANT HEADTEACHER –
1- Day to day running of the school
2- Creating good atmosphere for learning.
3- Dealing with pupil behaviour issues.
4- Supervision pupil’s arrivals, lunch and dismissal.
5- Emergency fire drills.
6- Issues with cover lessons.
7- H & S at school includes pupils, Teachers and buildings.
8- Communicating with other agencies and school community such as parents.
9- Supervision and running exams.
10- Keeping up to date pupil’s records.
11- Collating subject reports to parents.
12- Liaison with other departments and responsible to Headteacher.
13- Organising parents evening with liaison other departments.

BOARDING HOUSE STAFF JOB DESCRIPTION
4.1.1 Head of Boarding 4.1.1.1 Job Description for Head of Boarding
The primary responsibility for all boarding staff is the safety and well-being of every
student in the boarding houses.
• Encouraging pupils to develop personal skills and abilities to the highest level
through a supportive house structure.
marathon science school
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•
•
•
•
•
•
•

Leading by example.
Planning and reviewing pastoral and learning activities.
Assessing the achievements and progress of students.
Working with parents, teachers and students to agree and achieve shared
goals.
Creating a boarding house that is a safe and stimulating environment in which
every child matters and feels safe and happy.
Participating fully in the school’s extra-curricular activity programme.
Promoting a vibrant and exciting atmosphere in the boarding house.

Management Responsibilities
•

Lead and manage house staff and house tutor teams.

4.1.1.2 Main Duties and Responsibilities
Broadly responsible for
• Implement and maintain the National Minimum Standards for Boarding Schools for
welfare and pastoral care in the Boarding House: Annually review and develop
House Policies and Handbooks
• Follow the school’s policies and procedures and ensure that all members of the
boarding staff team are familiar with these policies and are aware of the
appropriate response needed in these areas
• Maintaining administration files detailing procedures and routines including
records required by National minimum standards for minimum schools
• Organisation of daily routines and programmes
• Social integration , Contribution to the activities and the community life in the
School
• boarders’ physical, personal, social, moral and spiritual welfare
• boarders’ out-of-day-school-hours academic and broader education
• working efficiently and effectively in a team of boarding staff
• the good upkeep of boarding areas and the efficient and appropriate use of
boarding facilities and equipment
• implementing school policy generally and, in particular, ensuring adherence to the
School’s Policies on Boarding, Safeguarding and Health and Safety
• keeping up to date with boarding issues nationally, via INSET and by being familiar
with, and responding appropriately to, key requirements and publications (such as
the School’s own handbooks and statements on Boarding)
• liaising as necessary with other colleagues and with external persons and agencies
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Specific responsibilities include
• carry out duties as Deputy DSL
• setting and maintaining a positive tone, a friendly but purposeful ethos and high
standards in the boarding areas
• maintaining good order and adequate supervision of boarders at all times
• sustaining an environment in which it is pleasant to live and which is conducive
both to boarders’ academic study specifically and to their personal development
generally
• ensuring the smooth operation of effective routines, both for the pupils and in
respect of the staff’s duty rota
• sharing responsibility for Health and Safety within the House
• being prepared to act in a serious emergency, even when not ‘on duty’
• helping to maintain complete and up-to-date files on boarders and ensuring that all
relevant information is passed promptly, and all relevant documents copied
systematically, to those who need to know (especially Form Tutors and Heads of
School Section)
• ensuring the boarders are engaged in the appropriate activity at the appropriate
time
• Maintaining high standard of food served in the kitchen
• Maintaining the building: planning and carrying out maintenances in line with
approved budgets
• liaising as necessary with present, past and prospective boarders’ parents and
guardians
• liaising routinely with certain external support services, and, by agreement with the
Headteacher, with other external agencies
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Boarding assistant
Broadly responsible for
They will provide individual and small group mentoring to students in the House.
Assist students in improving academic achievement by meeting with them on a
regular basis to clarify learning problems and work on study skills. Other assistance
might include:
• boarders’ physical, personal, social, moral and spiritual welfare
• working efficiently and effectively in a team of boarding staff
• the good upkeep of boarding areas and the efficient and appropriate use of
boarding facilities and equipment
• implementing school policy generally and, in particular, ensuring adherence to the
School’s Policies on Boarding, Safeguarding and Health and Safety
• keeping up to date with boarding issues nationally, via INSET and by being familiar
with, and responding appropriately to, key requirements and publications (such as
the School’s own handbooks and statements on Boarding)
• liaising as necessary with other colleagues and with external persons and agencies
Specific responsibilities include
• setting and maintaining a positive tone, a friendly but purposeful ethos and high
standards in the boarding areas
• maintaining good order and adequate supervision of boarders at all times
• sustaining an environment in which it is pleasant to live and which is conducive
both to boarders’ academic study specifically and to their personal development
generally
• ensuring the smooth operation of effective routines, both for the pupils and in
respect of the staff’s duty rota
• sharing responsibility for Health and Safety within the House
• being prepared to act in a serious emergency, even when not ‘on duty’
• helping to maintain complete and up-to-date files on boarders and ensuring that all
relevant information is passed promptly, and all relevant documents copied
systematically, to those who need to know (especially Form Tutors and Heads of
School Section)
• ensuring the boarders are engaged in the appropriate activity at the appropriate
time
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• liaising as necessary with present, past and prospective boarders’ parents and
guardians
• liaising routinely with certain external support services, and, by agreement with the
Headteacher, with other external agencies
• attending relevant School/Boarding meetings

4.1.2 Prefects—not confirmed ---to be decided
We do not have prefects system however we have councilor representative of their
friends.
•
•
•
•
•
•

4.1.2.1 Practice
Appointment of prefects is the responsibility of the Housemaster and a clear
definition of roles is published.
Prefects are given guidance on their roles and to whom they can turn for
assistance. Duties include supervision of prep, dormitory duties and responsibility
for particular year groups.
Prefects are instructed in child protection policies and anti-bullying procedures.
Prefects are encouraged to see their role as supportive rather than disciplinary. At
no time may a prefect threaten or physically intimidate another pupil.
There are regular meetings between prefects and the Housemaster.
Clear monitoring of supervisory duties will be undertaken by duty staff to identify
potential prefects.
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TEACHING STAFF
4.1.3 Teachers
4.1.3.1 Job Description for Teachers – General
The school teachers teach one or more national curriculum subjects to classes of
pupils aged 11-16 or 11-18. The subjects are determined by the national curriculum
but how they are taught is left to the professional judgement of the teacher, whose
priority it is to ensure pupils learn.
Teachers develop schemes of work and plan lessons in line with national objectives.
They encourage, monitor and record the progress of individual pupils, and devise and
adapt resources to suit their own students. Secondary school teachers must also keep
up to date with developments in their subject area, new resources and methods.

4.1.3.2 Main Duties and Responsibilities:
•
•
•
•
•
•

•
•
•
•
•
•
•

planning, preparing and delivering lessons to a range of classes;
marking work, giving appropriate feedback and maintaining records of pupils'
progress and development;
researching new topic areas and maintaining up-to-date subject knowledge;
devising and writing new curriculum materials;
selecting and using a range of different learning resources and equipment;
undertaking pastoral duties, such as taking on the role of form Mentor, and
supporting pupils on an individual basis through academic or personal
difficulties;
preparing pupils for external examinations, such as GCSE and administering
and invigilating these examinations;
managing pupil behaviour in the classroom and on school premises, and
applying appropriate and effective measures in cases of misbehaviour;
supervising and supporting the work of teaching assistants, trainee teachers
and newly qualified teachers (NQTs);
participating in and organising extracurricular activities;
participating in departmental meetings, parents' evenings and whole school
training events;
liaising with other professionals, such as learning mentors, careers advisers,
educational psychologists and education welfare officers;
undergoing regular observations and participating in regular in-service training
(INSET) as part of continuing professional development (CPD).
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4.1.4 Supply or Cover Teachers
4.1.4.1 Job Description for Supply or Cover Teachers
To teach designated pupils and to undertake associated pastoral duties as well as
other general responsibilities in the school as agreed with the Headmaster, having full
regard for the school’s ethos, aims and policies.
4.1.4.2 Main Duties and Responsibilities:
•

Teach pupils according to their individual needs including the planning,
preparation and assessment of work in line with the agreed policies of the
school.

•

Monitor and be responsible for the use of teaching resources provided for the
class.

•

Supervise the use of support staff relevant to the class.

•

Implement and maintain the discipline and behaviour policy of the school.

•

Be responsible for monitoring and reporting to parents on the progress of
pupils in the class.

•

Contribute to the provision of a safe, secure learning environment.

•

Ensure that each child is taught within a framework of equal opportunities.

•

To be responsible for the maintenance and efficient and effective use of
teaching/learning materials allocated.

4.1.5 Teaching Assistants
4.1.5.1 Job Description for Teaching Assistants
Teaching Assistants will help children in all areas of the curriculum including the
preparation of the learning environment. They will also liaise with parents and
maintain pupil records.
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4.1.5.2 Main Duties and Responsibilities:
Teaching and learning
• Assist in the educational and social development of pupils under the direction
and guidance of the headmaster and class teachers
• Assist in the implementation of Individual Education Programmes for students
and help monitor their progress
• Provide support for individual students inside and outside the classroom to
enable them to fully participate in activities
• Work with other professionals, such as speech therapists and occupational
therapists, as necessary
• Assist class teachers with maintaining student records
• Support students with emotional or behavioural problems and help develop
their social skills

Administrative duties
• Prepare and present displays of students' work
• Support class teachers in photocopying and other tasks in order to support
teaching
• Undertake other duties from time to time as the headmaster requires
Standards and quality assurance
• Support the aims and ethos of the school
• Set a good example in terms of dress, punctuality and attendance
• Attend team and staff meetings
• Undertake professional duties that may be reasonably assigned by the head
teacher
Be proactive in matters relating to health and safety

marathon science school

22

Staff Training
4.1.6 NEWLY QUALIFIED AND BEGINNING TEACHERS AT MARATHON SCHOOL
4.1.6.1 Rationale
All staff are entitled to support and training to ensure rapid assimilation into the
school community. NQTs and beginning teachers (BTs) have special needs which
The school IS committed to meeting. The transfer from living in a community where
the individual is the target of the learning process to one where the individual is the
organiser of the learning experience requires support.
4.1.6.2 Aims
The system of induction for NQTs and BTs aims to make the transfer as smooth and
stress free as possible. The school aims to set aside time for support meetings both
within the School. The school aims to work closely with the other inset providers who
will provide additional training and support.
All NQTs and BTs will receive regular feedback on their performance and have an
opportunity to raise issues or needs.
4.1.6.3 Responsibilities
The school mentor has overall responsibility for the NQTs and BTs. They will act as the
communication focus between the individual and Headteacher of study, and other
outside institutions. They will also have responsibility for the overall progress and
supervision of all NQTs and BTs.
The NQT induction coordinator will have specific responsibilities for supporting and
supervising the NQTs and ensuring that the national requirements are met. All NQTs
and BTs will be assigned to a department and year team. These coordinators have the
day-to-day responsibility for the individual and will write reports on a regular basis.
These reports will be discussed with the individual and then forwarded to the school
mentor for dissemination.
4.1.6.4 Procedures
The school mentor will organise the first contact between the school and the
individual which will involve a short tour of the school and a meeting with the
relevant department coordinators.
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4.1.6.5 Induction Programme
The school mentor will draw up an induction programme for staff joining in
September, which will involve a series of meetings with a variety of senior staff.
Those staff who join at other times of the year will be seen by the school mentor on
an individual basis.
4.1.6.6 Reports
Reports on NQTs and BTs will be completed according to the relevant guidelines by
the Headteacher of study. This usually requires a detailed analysis of the strengths
and weaknesses of the individual. The aim is to encourage self-reflection and
development. The draft report will be discussed with the individual before final
typing. Copies will be sent to the mentor, institute Mentor and the individual.
4.1.6.7 Meetings
Time for meetings will be provided within non-contact time or part of the after school
meeting schedule. Cover will be provided for lesson observation if necessary. A
detailed record of discussions held should be maintained.
4.1.6.8 Liaison With Outside Institutions
The school mentor has overall responsibility for liaison with the various agencies
involved. Headteacher of study should discuss any concerns or issues they may have
with the school mentor before contacting outside agencies.
For comprehensive details of induction programme and requirements of NQTs and
Schools’ obligations can be found on the Education and Skills website.
4.1.6.9 Training Overseas Boarding Mentors
The Mentors will be encouraged to arrive at least two months before the commence
of the Education term.
There will be an induction program of:
-

Essential information about the education system
Health and Safety
Child Protection
Language training
Visiting established educational institutions
Teaching Ethos and Methods
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School Trips
4.1.7 Preparation for the Visit
•
•
•
•
•
•
•

•
•
•
•
•

•

Briefing is essential for pupils and supervisors (both teacher and adult helpers).
Written parental consent must be contained.
Appropriate insurance must be obtained.
Information must be given to parents about clothing, footwear, food etc. that
is required.
Details must be obtained about any child's medication, with parent's written
consent to administer it (for example, travel sickness).
Management Committee’s approval must be obtained for overnight stays and
the residential visits form completed well in advance.
Parents must know in advance of arrangements, party regulations, and names
of leaders and accompanying adults, clothing etc. required, contingency plans,
itinerary, emergency arrangements, names, addresses and telephone numbers
of accommodation used and what insurance has been arranged. This can be
done through a parents' meeting or letter with a reply slip.
The school visits form must be returned by the parents.
There must be a clearly designated leader and for larger groups a deputy
leader.
The level of supervision must be agreed with the Headteacher for visits other
than in the immediate neighborhood of the school, three weeks' notice must
be given to parents and office staff to ensure catering arrangements.
Children receiving free school meal are entitled to a packed lunch.
For further guidance on the legal requirements and for a comprehensive health
and safety procedures, consult the DfES website: http://www.dfes.gov.uk See:
the Duty of Care during Pupil’s Off-Site Visits, Including Visits To Activity
Centers.
For Health and Safety on trips please refer to Educational Visits Policy
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Internet Acceptable Use Policy
4.1.8 Code of Conduct for Teachers /Adults in school
1. All use of the school’s resources must be for professional and curriculum
purposes.
2. Always supervise pupils using the Internet or ensure another appropriate adult
properly supervises them.
3. Ensure that all pupils follow the correct procedures. If you wish pupils to make
their own searches on the World Wide Web or send emails ensure they have
parental/guardian permission first and ensure they understand the school’s
Internet Acceptable Use Policy Safety Rules.
4. Under no circumstances should you view, upload or download any material
that is likely to be unsuitable for children. This applies to any material of a
violent, dangerous or inappropriate sexual content.
5. Check the source of any Web materials before you use them with pupils
because they could be inaccurate, biased or out of date. Note the domain
name and type or reputation of the organisation.
6. If you find something inappropriate as a result of a search, contact the ICT
technicians immediately.
7. Do not disclose any password or login name to anyone, other than the persons
responsible for running and maintaining the system.
8. Do not give out personal details such as addresses, telephone / fax numbers of
any adult working at the school, any pupil at the school.
9. Be aware of your audience when you write emails or publish Web pages. The
use of strong language, swearing, racist, sexist or aggressive comment is not
allowed. Do not state anything that could be interpreted as libelous.
10. Users are responsible for all emails sent and contacts made that may result in
email being received. Be aware of netiquette standards. For example: make
your subject line as descriptive as possible; keep your messages short; end
your message with your name; do not attach large files unless absolutely
necessary; do not use capital letters in messages (this is considered as
shouting); proof read before you send; check your email regularly; delete
unwanted emails; always acknowledge that you have received a document
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that someone has sent you; do not send anonymous messages or forward
chain letters or unsolicited mail.
11. All pages you wish to publish on the Web must be scrutinized because the
whole world could be watching! (It is always sensible to have a proof-reader /
objective eye look over materials first.)
12. If you publish information on the Web, only use names of pupils if you have
written permission from parents and pupil photographs should not be used.
13. Do not publish or upload any material that is subject to copyright. If you want
to use something in your own published materials seek permission from the
author first.
14. Do not respond to inappropriate emails. Let ICT technicians know if you are
sent offensive or annoying mail. (Forward them a copy of the email.)
15. Always respect the privacy of other users’ files. Do not enter the file areas of
other staff without their express permission.
16. Report any incident that breaches the Acceptable Use Policy rules immediately
to the Headteacher.
4.1.9 Acceptable Use Policy: Safety rules for pupils
1. Only use the Internet for schoolwork and homework.
2. Make sure an adult is supervising you when you use the Internet either at
school or at home.
3. When using the Internet at school make sure you follow your teacher’s
instructions
4. If you are doing research on the World Wide Web, surf with a friend or another
pupil. Two heads are better than one!
5. Ask “Is it true?” Do not assume that information published on the Web or
written in emails is true!
6. Keep passwords private. Do not tell anyone any password or login name you
have been given.
7. Only write to ‘netpals’ (email penpals) approved by the teachers in your
school.

marathon science school

27

8. Be careful what you write. Check your work before you send anything. Do not
write things that could upset and offend others. Do not use bad language,
write sexist or racist comments.
9. Do not put yourself in danger. Do not give personal information about yourself,
such as your address, telephone number and private details about yourself in
an email or on a Web site.
10. Do not put others in danger. Do not ever give personal information about
anyone else in an email or on a Web site.
11. Do not respond to bad email messages. Ignore them but let your teacher know
immediately if you are sent anything you do not feel comfortable with.
12. Never arrange to meet anyone as a result of an email correspondence unless
your parent/guardian or an adult you trust goes with you. Unfortunately, you
can never be sure that someone is really who he or she says they are.
13. Be a wise surfer. Do not go to sites or download any materials that you think
could be offensive or pornographic.
14. Always respect the privacy of other users’ files. Do not enter the file areas of
other pupils.
15. Report any incident that breaches the Acceptable Use Policy rules immediately
If you break the above rules the following could happen:
(a) You could put yourself or others in danger. So think carefully about
what you do.
(b) You could give yourself and the school a bad name.
(c) Your teacher may decide that you can only use the Internet if they sit
next to you.
(d) Your teacher(s) may decide to ban you from using the Internet for a
time.
(e) You could have your email account withdrawn.
(f) A letter could be sent home informing your parent/guardian of the
nature and breach of rules.
• If you do not understand any part of this Acceptable Use Policy, you must ask your
teacher.
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5

Marathon Science School

Behaviour and Disciplinary Policy
5.1.1 Introduction
Marathon School has high expectations for the behaviour of all pupils and this will be
achieved through developing positive attitudes based on mutual respect.
Marathon school will take every opportunity to help our young people to make
correct decisions.
The intention of this policy is to create an atmosphere of a learning community that
works as a team. This community made up of Headteachers, teachers, classroom
assistances, parents and pupils have same goal and aspirations. Every individual will
take their responsibilities very seriously and work hard to provide help and support
each other.
Our pupils will be reminded at every opportunity that this community will try its best
to provide all their needs to enable them to achieve their full potential. And it will be
expected of them to play their part to the best of their ability.
5.1.2 Aims of Behaviour Policy
•

To develop positive attitudes and constructive relationships based on
mutual respect of one another
• Create an atmosphere of learning
• To set high expectation of learning and behaviour
• To prepare our pupils for adult life better
• To deal with the incidents fairly and effectively
• To monitor and evaluate the effectiveness of the policy
In order to achieve our aims, children must be fully aware of our expectations of
acceptable behaviour; they must understand how positive behaviour is rewarded and
unacceptable behaviour sanctioned.
This will be a working document and our practice in this area will constantly develop the policy will be updated at regular intervals to reflect these developments.
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The Curriculum and Learning
It is believed that an appropriately structured curriculum and effective learning
contribute to good behaviour. Thorough planning for the needs of individual pupils,
the active involvement of pupils in their own learning, and structured feed- back all
help to avoid the alienation and disaffection which can lie at the root of poor
behaviour.
It follows that lessons should have clear objectives, understood by the children, and
differentiated to meet the needs of children of different abilities. Marking and
record keeping can be used both as a supportive activity, providing feed-back to the
children on their progress and achievements, and as a signal that the children's
efforts are valued and that progress matters.
Classroom Management
Classroom management and teaching methods have an important influence on
children's behaviour. The classroom environment gives clear messages to the
children about the extent to which they and their efforts are valued. Relationships
between teacher and children, strategies for encouraging good behaviour,
arrangements of furniture, access to resources and classroom displays all have a
bearing on the way children behave.
Classrooms should be organised to develop independence and personal initiative.
Furniture should be arranged to provide a environment conducive to on-task
behaviour. Materials and resources should be arranged to aid accessibility and
reduce uncertainty and disruption. Displays should help develop self-esteem
through demonstrating the value of every individual's contribution, and overall the
classroom should provide a welcoming environment.
Teaching methods should encourage enthusiasm and active participation for all.
Lessons should aim to develop the skills, knowledge and understanding which will
enable the children to work and play in co-operation with others. Praise should be
used to encourage good behaviour as well as good work. Criticism should be a
private matter between teacher and child to avoid resentment.
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Rules and Procedures
Rules and procedures should be designed to make clear to the children how they can
achieve acceptable standards of behaviour.
Rules and procedures should:
•
•
•
•
•
•

be kept to a necessary minimum;
be positively stated, telling the children what to do rather than what not to do;
actively encourage everyone involved to take part in their development;
have a clear rationale, made explicit to all;
be consistently applied and enforced;
Promote the idea that every member of the school has responsibilities towards
the whole.

Communication and parental partnership
The school gives high priority to clear communication within the school and to a
positive partnership with parents since these are crucial in promoting and
maintaining high standards of behaviour.
Where the behaviour of a child is giving cause for concern it is important that all
those working with the child in school are aware of those concerns, and of the steps
which are being taken in response. The key professional in this process of
communication is the class teacher who has the initial responsibility for the child's
welfare. Early warning of concerns should be communicated to the Headteacher so
that strategies can be discussed and agreed before more formal steps are required.
A positive partnership with parents is crucial to building trust and developing a
common approach to behaviour expectations and strategies for dealing with
problems. Parental participation in many aspects of school life is encouraged. This
participation assists the development of positive relationships in which parents are
more likely to be responsive if the school requires their support in dealing with
difficult issues of unacceptable behaviour.
The school will communicate policy and expectations to parents. Where behaviour is
causing concern parents will be informed at an early stage, and given an
opportunity to discuss the situation. Parental support will be sought in devising a
plan of action within this policy, and further disciplinary action will be discussed
with the parents.
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5.1.3 Pupils Code of Conduct
•
•
•
•
•
•
•
•
•

They must show their respect to their peers and staff with their behaviour
and language.
Best behaviour is expected at all times including the school trips.
Pupils should address staff and visitors with courtesy. They should also use
common sense and good manners such as opening doors and using polite
language.
Use of force or bullying is not tolerated in any shape or form.
The pupils must understand that the buildings and the resources are for
their benefit, they must not damage or graffiti these.
All the litter should be put in the bins and everyone should help the school
tidy.
Food should only be allocated places.
Wear full uniform.
Carry appropriate school equipment at all times.

5.1.4 Teachers and Support Staff
The teachers are encouraged to develop a wide range of strategies to prevent conflict
and promote good behaviour.
• Setting appropriate level of work
• Challenging pupils to produce their full potential
• Making effective use of seating plans
• Treating pupils fairly and consistently
• Acting as role models
• Praising and rewarding good work and behaviour
• Establishing class rules and routines
• Teachers may ask a pupil to go outside for a short period of time
• A system of detentions may be used effectively
• A disruptive pupil may referred to Headteacher
A meeting between head teacher and house master may be organized with the
persistent offenders. Parents will be informed of serious incidents as soon as
possible.
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5.1.5 Pastoral Support
A pastoral support plan will be put in place for any pupil who is causing for concern.
The plan will be monitored by the housemaster and outside agencies may be used as
appropriate.
Break , Lunch Time and Evening Supervision
The pupils will be supervised during break, lunch time and evenings. There will be rota
of duties published half termly.
5.1.6 Referral System
The purpose of the referral system is to provide information about individual pupils
and to refer an incident for further attention. This will also help to monitor the
effectiveness of the behaviour policy.
The referral should be completed and passed on to the line manager. It will be
ensured that a copy of the form is stored in pupils records.
Rewards and Sanctions
Children need a calm and purposeful classroom and boarding atmosphere if they are
to learn well. Effective teaching, designed to stimulate and engage pupils, helps
maintain an orderly learning environment. Within this framework we aim to promote
good behaviour through rewarding attentive listening, co-operation, work effort,
achievement, kindness and politeness. Rewards for good behaviour include:
•
•
•
•
•
•

verbal praise
Log book system
certificates
notes to Parents
opportunities to show good work to others
display of children's certificates

We aim to discourage poor behaviour by ensuring that children understand that
certain behaviour is unacceptable. We show them that misbehaviour is never
condoned or allowed to disrupt the learning or safety of others. Children who
misbehave will be reminded first, then warned. Repeated misbehaviour will incur
sanctions, which are predictable and will be consistently carried out.
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Sanctions for moderate misbehaviour include:
• Reprimand
• change of seat
• completion of work in free time
• reduction of playtime
• withdrawal from class to Form Mentor or another teacher
• detention
• community work such as cleaning and tidying around the house
Serious incidents of misbehaviour, such as the following, will normally lead to
withdrawal from the class or playground and boarding activities.
1. Leaving the School premises without permission.
2. Leaving the classroom during lesson time without permission
3. Physically hurting other children or adults
4. Threatening or bullying other children
5. Fighting
6. Kicking walls, slamming doors, throwing or damaging property
7. Refusing to do as requested
8. Intentional rudeness to adults
9. Abusive language or swearing
10. Temper tantrums
If children persistently behave in this way, Parents will be contacted, a Monitoring
Report will be drawn up and ultimately the child may be excluded from School.

Marathon School Disciplinary Policy
Marathon School Disciplinary Policy is based on guiding our young people to make
right decisions; to work cooperatively with each other, respect to others and school
resources and make most of opportunities on offer.
Every incident is treat with utmost care and sensitivity.
5.1.7 Very Serious Incidents
The following incidents will not be tolerated in Marathon School. In the event of these
proven incidents, the pupil may b excluded for a fixed period of time.
• Swearing
• Disruptive behaviour
• Fighting
• Damage to school property
• Bullying
• Smoking
marathon science school
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• Endangering himself or others
Exclusions can only be authorized by the Headteacher. The length of the exclusion will
be proportional the seriousness of the incident. The exclusions will be recorded and
monitored annually.
Parents have the right to appeal against the decision to the appeals panel.
The work will be set for excluded pupils.
5.1.8 Extreme incidents
In the event of the incidents, the pupil will be permanently excluded from Marathon
School.
• Carrying dangerous weapons
• Violent attack to staff or other pupils
• Drug or glue abuse
• Inappropriate sexual conduct
• Other incidents that’s deemed to be extreme by the Headteacher and the
housemaster.
In the event of a child being physically restraint it should be recorded and stored in
appropriate file.
A record of all sanctions applied is kept in a bound and numbered book, which
contains a list of permitted sanctions. The record is made within 24 hours and legibly
recorded. Each entry includes:
• The name of the pupil
• The date and location of the incident which led to the sanction being applied
• Details of the inappropriate behaviour
• The nature of the sanction
• The name of the staff member giving the sanction
• The name(s) of any other staff present
• The effectiveness and any consequences of the sanction
• The signature of the staff member concerned
Examples of major punishments to be recorded are those used by the school only for
particularly serious offences, any serious punishment which is not included in the
school’s written disciplinary policy, punishments for offences likely to be sufficiently
serious to be quoted in future reports or references for the boarder concerned, and
punishments for offences which would constitute criminal behaviour in the case of an
adult.
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Unauthorised forms of punishment
Pupils including prefects and those in other positions of authority, are not given
authority to use any sanctions or physical intervention against other pupils.
No unreasonable, idiosyncratic or excessive sanctions must be used by staff or others
at the
School or boarding house, including any sanction intended to cause pain, anxiety or
humiliation, nor are any of the following used as a punishment:
•
•
•
•
•
•
•
•
•
•
•
•

Corporal punishment
Any form of hitting of a child (including hitting a child in anger or retaliation)
Deprivation of access to food or drink
Enforced eating or drinking
Prevention of contact by telephone or letter with parents or any appropriate
independent listener or helpline
Requirement to wear distinctive clothing or the wearing of night-clothes by day
Use or withholding of medical or dental treatment
Intentional deprivation of sleep
Use of fines other than by way of reparation and not exceeding two thirds of
the child’s immediately available pocket money provision
Locking in a room or area of a building
Intimate physical examination of the child
Withholding of any aids or equipment needed by a child eg spectacles

Physical Restraint
By law all teaching staff and other staff authorised by the Headteacher to have control
or charge of pupils may use such force or physical contact as is reasonable in the
circumstances to prevent a pupil from doing or continuing to do any of the following:
• Committing a criminal offence
• Injuring themselves or others
• Engaging in any behaviour, whether in a classroom or elsewhere, that there is
immediate danger to himself and to others
This applies on School premises, and away from the School, for example on a field trip
or any other authorised School activity. It only applies when no other form of control
is available and where it is necessary to intervene.
Staff will wherever practicable tell the pupils to stop, and what will happen if they do
not. The member of staff will try to keep communicating throughout the incident and
will make it clear that the restraint will stop as soon as it is no longer necessary. Staff
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will always avoid touching or holding a pupil in a way that might be considered
indecent.
The member of staff must inform the Deputy Headteacher or Headteacher
immediately following an incident where force has been used, and will be asked to
provide a written report as soon as possible afterwards.
Any use of physical restraint is by reasonable and non-injurious means, only when
immediately necessary and for the minimum time necessary to prevent injury to self
or others or very serious damage to property, and always recorded in writing.. The
anti-bullying, behaviour and discipline policies must be implemented in conjunction
with the comprehensive guidance included in Section 550 of The Education Act 1996,
The Use of Force to Control or restrain pupils.’

Rewards
The emphasis of the school is on rewards to reinforce good behaviour, rather than
on failures. We believe that rewards have a motivational role, helping children to
see that good behaviour is valued. The commonest reward is praise, informal and
formal, public and private, to individuals and groups. It is earned by the
maintenance of good standards as well as by particularly noteworthy achievements.
This is as true for adults as for children. Rates of praise for behaviour should be as
high as for work.
Recognition of the following rewards are presented publicly during assembly:Number of Merit

Reward

0-10

small stationery item

0-25

£2.50 canteen voucher

0-50

a football

0-100

surprise gift

Example of behaviour report for each class
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Code
Meaning
Code
Meaning
Code
Meaning

NAME

L

Issues

38

D1

D2

A

Uniform

U

Awards

Inc

Excellent effort should get present

X

Issues

.........................

Period 2

Period 3

Issues

Notes:

Awards

.........................

Warning Short detention Long det. Removal from class

W

Good work

G

P2 register

Equipment

E

Awards

.........................

Late (time)

Am register
P1 register

Period 1

P3 register

Issues

Awards

.........................

Period 4

Period 5

Issues

Awards

.........................

Date: ......................................................

P4 register

Responsible pupil: .......................................................

P5 register

Year 7 Behaviour report
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Total issues

Sanctions
Although rewards are central to the encouragement of good behaviour, realistically
there is a need for sanctions to register the disapproval of unacceptable behaviour
and to protect the security and stability of the school community. In an environment
where respect is central, loss of respect, or disapproval, is a powerful punishment.
The use of punishment should be characterized by certain features:It must be clear why the sanction is being applied.
It must be made clear what changes in behaviour are required to avoid future
punishment.
• There should be a clear distinction between minor and major offences.
• It should be the behaviour rather than the person that is punished.
Sanctions range from expressions of disapproval, through withdrawal of privileges, to
referral to the Headteacher, letters to parents and, ultimately and in the last resort,
exclusion (following the school policies). Most instances of poor behaviour are
relatively minor and can be adequately dealt with through minor sanctions. It is
important that the sanction is not out of proportion to the offence.
•
•

Where anti-social, disruptive or aggressive behaviour is frequent sanctions alone are
ineffective. In such cases careful evaluation of the curriculum on offer, classroom
organisation and management, and whole school procedures should take place to
eliminate these as contributory factors. Additional specialist help and advice from the
Educational Psychologist or Child Guidance Service may be necessary. This possibility
should be discussed with the Headteacher.

marathon science school

39

Sanction hierarchy step-by-step
(Minor offence)
1
2

Action
Initial offence =
committed
Offence
=
continues

3

Offence
continues

=

4

Offence
continues

=

Response
Warning is given
A short
detention is
issued (e.g. 2030mins)

+

At this stage
the pupil
maybe
relocated to a
different seat
to avoid further
misbehaviour
A longer
+ At this stage
+ The pupil maybe
detention is
the pupil
sent outside for a
issued (30 – 60
maybe
few minutes to
mins)
relocated to a
reflect on their
different seat
action(s) and the
to avoid further
consequences to
misbehaviour
them.
Pupil is removed from class to avoid further disruption to the + Notify senior
lesson
teachers

If the above behaviour does improve within 2-3 lessons (a week) then the member of
staff can ask for this pupil to put on report.
At every staff meeting one of the agenda point will be report up date where embers of
staff discuss which pupils are to be put on/taken of report etc.
If the complaint regarding a particular pupil is concerning one particular subject than
that pupil maybe put on a subject report
If the complaints regarding a pupil concerns two or more subjects than the pupil will
be put on a school report.
To achieve consistency the targets are selected from a pre-existing list as shown
below.
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Detention
Detention may be given:
§ For work not done, incomplete or of poor standard .For low level poor
behaviour out of class
§ For persistent lateness, failing to bring books and equipment to lessons
§ Detentions must be carried out by the teacher to be effective.
Pupils must be given opportunity to explain themselves before a sanction is issued.
Whole class detentions must be avoided, they don’t usually work and creates more
negative attitude from pupils.
A subject teacher can detain a pupil at break lunch and after school for up to 20
minutes. For any detention longer, the deputy head must be informed.
Pupils should be provided with some work during the detention.
Headteacher’s Detention
Headteacher may do Saturday detentions for 2 hours for persistent unacceptable
behaviour.
(Saturdays 1.00 – 3.00pm in School Uniform) – for the more serious breaches of
discipline or for a pupil who fails to respond positively to the other sanctions e.g. has
in excess of five negative comments on the day sheet and /or other detentions in one
week. Headteacher’s Detention takes precedence over every activity including team
games.
Parents are informed of the detention giving reasons. An appropriate written /
practical task is set.
Withdrawal of Privileges
For some ongoing issues / misbehavior may lead to the withdrawal of privileges, for a
designated period, usually up to three days.
Internal Suspension:
A pupil who commits a serious breach of School Rules may be immediately suspended
within school. In this instance he will be removed from the peer group to work under
supervision as arranged by the Deputy Head. Parents will be informed and a further
sanction may follow.
Very Serious Incidents
Marathon Science School Disciplinary Policy is based on guiding our young people to
make right decisions; to work cooperatively with each other, respect to others and
school resources and makes most of opportunities on offer.
Every incident is treated with utmost care and sensitivity.
marathon science school

41

The following incidents will not be tolerated in Marathon Science School. In the event
of these proven incidents, the pupil may be excluded for a fixed period of time.
• Swearing
• Disruptive behaviour
• Fighting
• Damage to school property
• Bullying
• Smoking
• Endangering himself or others
Exclusions can only be authorized by the Headteacher. The length of the exclusion will
be proportional the seriousness of the incident. The exclusions will be recorded and
monitored annually.
Parents have the right to appeal against the decision to the appeals panel.
The work will be set for excluded pupils.
Extreme incidents
In the event of the incidents, the pupil will be permanently excluded from Marathon
Science School.
•
•
•
•
•

Carrying dangerous weapons
Violent attack to staff or other pupils
Drug or glue abuse
Inappropriate sexual conduct
Other incidents that’s deemed to be extreme by the Headteacher and the
housemaster.
In the event of a child being physically restrained, the incident should be recorded and
stored in an appropriate file.
A record of all sanctions applied is kept in a data base, which contains a
list of permitted sanctions. The record is made within 24 hours and legibly recorded.
Each entry includes:
•
•
•
•
•
•
•
•

The name of the pupil
The date and location of the incident which led to the sanction being applied
Details of the inappropriate behaviour
The nature of the sanction
The name of the staff member giving the sanction
The name(s) of any other staff present
The effectiveness and any consequences of the sanction
The signature of the staff member concerned

marathon science school

42

Examples of major punishments to be recorded are those used by the school only for
particularly serious offences, any serious punishment which is not included in the
school’s written disciplinary policy, punishments for offences likely to be sufficiently
serious to be quoted in future reports or references for the boarder concerned, and
punishments for offences which would constitute criminal behaviour in the case of an
adult.

Unauthorised forms of punishment
Pupils including prefects and those in other positions of authority are not given
authority to use any sanctions or physical intervention against other pupils.
No unreasonable, idiosyncratic or excessive sanctions must be used by staff or others
at the
School or boarding house, including any do not sanction intended to cause pain,
anxiety or humiliation, nor are any of the following used as a punishment:
•
•
•
•
•
•
•
•
•
•
•
•

Corporal punishment
Any form of hitting of a child (including hitting a child in anger or retaliation)
Deprivation of access to food or drink
Enforced eating or drinking
Prevention of contact by telephone or letter with parents or any appropriate
independent listener or helpline
Requirement to wear distinctive clothing or the wearing of night-clothes by day
Use or withholding of medical or dental treatment
Intentional deprivation of sleep
Use of fines other than by way of reparation and not exceeding two thirds of
the child’s immediately available pocket money provision
Locking in a room or area of a building
Intimate physical examination of the child
Withholding of any aids or equipment needed by a child eg spectacles

Physical Restraint
By law all teaching staff and other staff authorised by the Headteacher to have control
or charge of pupils may use such force or physical contact as is reasonable in the
circumstances to prevent a pupil from doing or continuing to do any of the following:
• Committing a criminal offence and may cause injury to themselves or others in
the process
• Injuring themselves or others
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• Causing damage to property which may lead to injury to themselves or others
This applies on School premises, and away from the School, for example on a field trip
or any other authorised School activity. It only applies when no other form of control
is available and where it is necessary to intervene.
Staff will wherever practicable tell the pupils to stop, and what will happen if they do
not. The member of staff will try to keep communicating throughout the incident and
will make it clear that the restraint will stop as soon as it is no longer necessary. Staff
will always avoid touching or holding a pupil in a way that might be considered
indecent.
The member of staff must inform the Deputy Headteacher or Headteacher
immediately following an incident where force has been used, and will be asked to
provide a written report as soon as possible afterwards.

Any use of physical restraint is by reasonable and non-injurious means, only when
immediately necessary and for the minimum time necessary to prevent injury to self
or others or very serious damage to property, and always recorded in writing.. The
anti-bullying, behaviour and discipline policies must be implemented in conjunction
with the comprehensive guidance included in Section 550 of The Education Act 1996,
The Use of Force to Control or restrain pupils.’
Report Targets
Behaviour toward staff
1. No talking without permission
2. No talking back or arguing with members of staff
3. No sarcastic and/ or rude remarks to members of staff
4. No aggression toward members of staff
Behaviour toward pupils
5. No name calling other pupils
6. No aggression toward other pupils
7. No bullying other pupils
8. No taking other pupils property
Behaviour in the classroom
9. Always take full equipment to lessons and homework
10. Always have a full and tidy school uniform
11. Be on time for lessons and homework
12. Use a pencil and ruler to draw tables, graphs, diagrams and underline work
13. No talking without permission from a member of staff
14. Do not move from an allocated seat without permission
15. No putting head on a table
16. Never touch equipment without permission
17. Complete all class and homework tasks set to the best of your ability
18. No wasting of resources
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General behaviour
19. Always tidy and clear your work place
20. Always tidy and clear where you eat
21. Do not graffiti or vandalise school property
22. Never enter a lab/classroom without adult supervision
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There is space for three distinct targets to be written, which
Report
structure
does not
overload
the pupil, however, if more need to be
written then some can be combined using ‘and’.

Report targets

Period/Da
y
1

1
2

3
2

4

H/W

3

Checked
by
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Mon

Tue

English

Communicatio
n

P.E

I.C.T

Sarf

Geograph
y

Science

History

Turkis
h

Histor
y of
Islam

Spanish

Maths

Scienc
e

Sarf

I.C.T

Maths

Music

English

PHSERE

Maths

P.E

Quran
English Studie
s

Science
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Headings consist of day (in
short) and period
including homework from
the previous day
Wed
Thu
Fri

Arabic

As the member of staff evaluates the pupil’s effort to
achieve their target(s) a tick (√) or a cross (x) will be
written in the relevant box as shown below. Also the
time table is shown on the report to help staff to draw
conclusion on which subject(s) the pupil is succeeding
or failing to achieve their targets as also shown below.

Homework box is there to monitor pupil’s behaviour during
homework sessions as it is part of the school day. Since
different year groups have a different number of homework
sessions on different days. A maximum of three sessions can
be monitored for each day with each row being a different
session.

Comments
Weekly report card for week beginning

Report

structur

General details
…………………………../…………………../……………………………
Pupil
…………………………...…………………….……………………………

Year 9M

Mentor
…………………………...…………………….……………………………

Any additional notes staff wish to add can be
written in this box with concise reference to the day
and period to which it refers. E.g. Mon, P1 – etc.

Year group for quick reference so
that correct report is used
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5.1.9 Attendance and Punctuality
•

Pupils are encouraged to have a perfect attendance and punctuality report. Parent
will be invited in to discuss these issues for those fall below the expected
attendance rate.

Whistle Blowing Policy
We recognise that children cannot be expected to raise concerns in an environment where
staff fail to do so.
All staff and volunteers should be aware of their duty to raise concerns, where they exist,
about the management of child protection, which may include the actions of colleagues. Any
such concerns should be raised with the Headteacher or Designated LA officer.

Staff Absence
Staff should inform the Headteacher and seek guidance as soon as possible if they know of
possible future absence. Medical appointments should normally be made outside school
hours.
All staff must complete a leave of absence form, which the Headteacher signs, or a selfcertification medical form. In the case of illness a doctor’s medical certificate is required after
the fourth working day.
In the case of unforeseen absence, it is the responsibility of the teacher to telephone the
person responsible for cover by 7:30am at the latest.

6

Pupil Support

Equal Opportunities
Policy on racism
We believe all of our pupils should develop a full understanding and appreciation of the
multi-cultural society in which we live. Part of that understanding will be a clear respect for
all people, whatever their race or religion. Racism is therefore unacceptable.
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•
•
•
•

We will make sure that the teaching materials we use are able to help develop pupils
understanding of a multi-cultural society and that racism is unacceptable.
No discrimination will be made against any pupil because of their race or religion in
the curriculum,
Any action by pupils or adults which goes against our anti-racist statement must be
challenged.
Any racist behaviour will be challenged and the positive alternatives will be shown.

Policy on sexism
We aim to support all our staff and pupils in their personal development and recognise their
achievements and contributions to the school community. We will therefore challenge
traditional role models by developing an awareness of the contributions made by both men
and women to all aspects of our society.
Sexist behaviour is unacceptable.
•

Any racist action should be dealt with by the adult who witnessed it. When this is not
possible it is important that all those who become involved pass on a full, written
account of what happened to the housemaster or the responsible teacher.

•

As with any kind of unacceptable behaviour, any racist incident must be fully
investigated before a decision is made about what is to be done.
After a racist incident has been dealt with appropriate support/feedback should be
given to both the victim and the initiator of racist behaviour. The kind of support
given should be appropriate for the pupils concerned and the incident that occurred.
Whenever racist graffiti or posters are discovered they should be reported
immediately to the appropriate person who should ensure they are removed.
Offensive and racist publications or other learning materials should be removed.

•
•
•
•

We will ensure that our teaching materials are stimulating and accessible to all pupils.
Where possible, resources will reflect the contributions of both men and women to
all curriculum areas.

EQUAL OPPURTUNITIES POLICIY
We aim to create a safe and secure environment for all pupils and adults within our school;
an environment which enables them to feel respected and valued for their contribution to
our culturally diverse community.
This policy covers all ethnic, national and religious groups represented in our school
community.
Promoting racial equality, cultural and religious diversity
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Marathon School aims to promote racial equality and cultural diversity in the following ways:
•
•
•
•
•
•
•
•
•
•
•

whole school vision and planned strategy
staff involvement and commitment
curriculum planning and delivery,
extracurricular opportunities
high expectations of all pupils
opportunities for pupil participation and responsibility
pupil admission and groupings policy
assemblies
display
communication
monitoring procedures
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Marathon Science School
Safeguarding Policy

7

Key Contacts

Designated Safeguarding Lead (DSL): Uzeyir Onur
D. Designated person: Halil Ibrahim Sarikaya
Headteacher: Uzeyir Onur
Chairman of Governors: Kamil Canbay
Tel: 077 382 272141

Reviewed: September 2020
Renewal: September 2021
Reviewed By: DSL

8
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9

Purpose

Schools and their staff form part of the wider safeguarding system for children. Everyone who
comes into contact with children and their families has a role to play in safeguarding children.
In order to fulfil this responsibility effectively, all professionals should make sure their
approach is child centered. This means that they should consider, at all times, what is in the
best interest of the child. School staff are particularly important as they are in a position to
identify concerns early and provide help for children to prevent concerns from escalating.
Schools should work with Social Care, the police, health services and other services to
promote the welfare of children and protect them from harm.

(Keeping Children Safe in Education – DfE, September 2018 )

This policy is for all staff, parents, governors, volunteers and the wider school community. It
should be read in conjunction with safeguarding arrangements in the school, the staff code of
conduct and the behaviour policy. In addition, the document ‘Keeping Children Safe in
Education – DFE, September 2018 MUST be read in conjunction with this policy and is kept
as an appendix to this policy.
10 Safeguarding awareness
When new staff, volunteers or regular visitors join our school they are informed of the
safeguarding arrangements in place, the name of the Designated Safeguarding Lead (and
Deputy) and how to share concerns. They are given a copy of our school’s Child Protection
Safeguarding policy along with the “Keeping children safe in education” September 2018
document (staff are required to confirm they have read and understood the information).
Staff are kept informed about child protection responsibilities and procedures through
induction, briefings and awareness training. There may be other adults in the school who
rarely work unsupervised, more usually working alongside members of the school staff.
However the Headteacher will ensure they are aware of the school’s policy and the identity
of the Designated Safeguarding Lead and Deputy.
11
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12
13 Definition of safeguarding
Ofsted adopts the definition of safeguarding used in the Children Act 2004 and in ‘Working
Together to Safeguard Children’. This can be summarised as:
• protecting children from maltreatment;
• preventing impairment of children’s health or development;
• ensuring that children are growing up in circumstances consistent with the provision
of safe and effective care;
• taking action to enable all children to have the best outcomes.
Safeguarding is not just about protecting children from deliberate harm. It relates to
numerous aspects of school life including:
• pupil’s health and safety;
• the use of reasonable force;
• meeting the needs of pupils with medical conditions;
• providing first aid;
• educational visits;
• intimate care;
• internet or e-safety;
• Appropriate arrangements to ensure school security, taking into account the local
context.
Safeguarding can involve a range of potential issues such as:
• bullying, including cyberbullying (by text message, on social networking sites, and so
on) and prejudice-based bullying;
• racist, disability, and homophobic abuse;
• radicalisation and extremist behaviour;
• child sexual exploitation;
• sexting;
• substance misuse;
• issues that may be specific to a local area or population (e.g. gang activity and youth
violence);
• particular issues affecting youth violence, sexual exploitation, female genital
mutilation and forced marriage. (Ofsted, 2016)
“Everyone who comes into contact with children and their families has a role to play in
safeguarding children.” (DFE Guidance, 2014, keeping children safe in education)
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14 Statutory Framework
Statutory guidance in Keeping Children Safe in Education (April 2014) and Working Together
to Safeguard Children (March 2015) sets out how individuals and organisations should work
together to safeguard and promote the welfare of children. It requires all schools to follow
the procedures for protecting children from abuse which are established by the Local
Safeguarding Children Board. Schools are also expected to ensure that they have appropriate
procedures in place for responding to situations in which they believe that a child has been
abused or is at risk of abuse. These procedures should also cover circumstances in which a
member of staff is accused of or suspected of abuse.

15 Designated Safeguarding Lead (DSL)
The DSL will:
• ensure that the Pan – London Child Protection Procedures are followed in the school
as Marathon school has boarding facilities in Hackney, and a school in Lewisham,
hence we need to be aware of both boroughs procedures;
• ensure that all staff are aware of these procedures;
• ensure that appropriate training and support is provided to all staff;
• develop effective working relationships with other agencies and services;
• decide whether to take further action about specific concerns (e.g. refer to Children’s
Social Care);
• liaise with Children’s Social Care Teams over suspected cases of child abuse;
• ensure that accurate records relating to individual children are kept in a secure place;
submit reports to and attend child protection conferences;
• ensure that the school effectively monitors children identified as ‘at risk’;
• provide guidance to parents, children and staff about obtaining suitable support;
• be aware of minimum standards and regulations relating to boarding schools and
ensure that the school meets these requirements.

16 Definition of Harm
Harm: Ill treatment or the impairment of health or development (impairment suffered from
seeing or hearing the ill treatment of another). ‘Development’ means physical, intellectual,
emotional, social or behavioural development; ‘Health’ means physical or mental health; ‘Ill
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treatment’ includes sexual abuse and forms of ill-treatment which are not physical (Adoption
and Children Act 2002 Section 10)
NB: The Adoption & Children Act 2002 s1120 amended the definition of Harm to include those
instances where a child may witness domestic violence.

Recognition of Significant Harm
Any allegation of a sexual nature, or parents whose behaviour may present risk because of:
Domestic violence, drug & alcohol abuse and mental health problems; any physical injury
caused by assault or neglect which requires medical attention; repeated incidents of physical
harm; any contact with a person assessed as presenting a risk to children, or children who live
in low warmth, high criticism environments, and children who suffer from persistent neglect;
children who may be involved in prostitution; other circumstances where professional
judgement and/or evidence suggesting that a child’s health, development or welfare may be
significantly harmed.
Indicators of Abuse
Physical:
Unexplained injuries or burns, bruises, finger marks, fear of undressing or medical help.
Improbable explanations for injuries, fear of returning home or parents being contacted, and
unexplained absence from school.
Neglect:
Constant hunger, poor personal hygiene, inappropriate clothing, frequent lateness, and nonattendance. Poor social relationships, constant tiredness, independent, street wise, no
parental support for education and compulsive stealing or scrounging.
Emotional Abuse:
Fear of new situations, inappropriate emotional responses, self-harm, can’t accept praise,
and low self-esteem. Lack of home support, depression, withdrawn, social isolation – doesn’t
get involved.
Sexual Abuse:
Bruises, scratches, bite marks on the body, persistent infections in the anal or genital area.
Any sexual awareness inappropriate for the child’s age – shown in drawings, play or
vocabulary. Frequent masturbation, changes in behaviour, refusal to stay with certain people.
Presence of self-harm, depression, low self-esteem and pregnancy.
Forced marriage
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A forced marriage is one entered into without the full consent of one or both parties. It is
where violence, threats or other forms of coercion is used and is a crime. Our staff
understand how to report concerns where this may be an issue.

Child Sexual Exploitation (CSE)
Child Sexual Exploitation (CSE) is a form of child abuse, which can happen to boys and girls
from any background or community. The definition of Child Sexual Exploitation (CSE) from
the Department of Education (DfE, 2017) has been adopted:
"Child Sexual Exploitation is a form of child sexual abuse. It occurs when an individual or
group takes advantage of an imbalance of power to coerce, manipulate or deceive a child or
young person under the age of 18 into sexual activity (a) in exchange for something the victim
needs or wants, and/or (b) for the financial advantage or increased status of the perpetrator
or facilitator. The victim may have been sexually exploited even if the sexual activity appears
consensual. Child sexual exploitation does not always involve physical contact; it can also
occur through the use of technology".
It is understood that a significant number of children who are victims of CSE go missing
from home, care and education at some point. Our school is alert to the signs and
indicators of a child becoming at risk of, or subject to, CSE and will take appropriate
action to respond to any concerns. The designated safeguarding lead is the named CSE
Lead in school on these issues and will work with other agencies as appropriate.
Female Genital Mutilation (FGM)
FGM comprises all procedures involving partial or total removal of the external female
genitalia or other injury to female genital organs. It is illegal in the UK and a form of child
abuse.

As of October 2015, the Serious Crime Act 2015 (Home Office, 2015) introduced a duty on
teachers (and other professionals) to notify the police of known cases of female genital
mutilation where it appears to have been carried out on a girl under the age of 18. Our
school will operate in accordance with the statutory requirements relating to this issue, and
in line with existing local safeguarding procedures.

County Lines
a. A group (not necessarily affiliated as a gang) establishes a network between an urban
hub and county location, into which drugs (primarily heroin and crack cocaine) are
supplied.
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b. A branded mobile phone line is established in the market, to which orders are placed by
introduced customers. The line will commonly (but not exclusively) be controlled by a third
party, remote from the market.
c. The group exploits young or vulnerable persons, to achieve the storage and/or supply of
drugs, movement of cash proceeds and to secure the use of dwellings (commonly referred
to as cuckooing).
d. The group or individuals exploited by them regularly travel between the urban hub and
the county market, to replenish stock and deliver cash. e. The group is inclined to use
intimidation, violence and weapons, including knives, corrosives and firearms.

17 Radicalisation and Extremism
“Schools have a duty of care to their pupils and staff. This includes safeguarding them from
the risk of being drawn into terrorism.” (DFE Prevent Duty Guidance)

Recognising Extremism
Early indicators may include:
• showing sympathy for extremist causes;
• glorifying violence;
• evidence of possessing illegal or extremist literature;
• advocating messages similar to illegal organisations or other non-proscribed extremist
groups;
• ‘out of character’ changes in behaviour, dress or peer relationships.
What should staff do?
If we have concerns about a child or group of children being violent, or being drawn into
violent extremism, or being vulnerable to this, we should respond as we would to all
vulnerable children. The DSL (Uzeyir Onur) Should be contacted immediately, with a written
statement if possible. In their absence colleagues should contact the Headteacher (Uzeyir
Onur).
Interventions
Interventions to support pupils will depend upon the issues of each individual case. However,
they may include:
• review meetings with family;
marathon science school

58

•
•
•
•

increased adult support (via support for attendance; learning; behaviour, counselling
or referral to an external agency/voluntary organisation);
provision of opportunities for involvement in extracurricular activities;
support from the attached school police officer;
parents can be advised of parental support groups.

Prevention
Following local authority guidance, marathon science school recognises that in a school
context, five strands that support the prevention of violent extremism are to:
• understand how an extremist narrative, which can lead to harm, can be challenged by
staff in schools; and
• model to pupils how diverse views can be heard, analysed and challenged in a way
which values freedom of speech and freedom from harm;
• understand how to prevent harm to pupils by individuals who are vulnerable through
strategies to support, challenge and protect;
• increase the resilience of pupils and of school communities through helping pupils
acquire skills and knowledge to challenge extremist views, and promoting an ethos
and values that promotes respect to others;
• use teaching styles and curriculum opportunities which allow grievances to be aired,
explored and demonstrate the role of conflict resolution and active citizenship.
Within the curriculum:
• CPSHEE
• Assemblies
• Seating plans
• Registration/tutor time
• Curriculum offer, including coverage of citizenship, social, moral, spiritual and
cultural issues (see also DFE document ‘Promoting Fundamental British Values’)
• Displays
• Visiting speakers
• School Behaviour Policy
• Internet safety awareness
Beyond the Curriculum:
• Enrichment & extra-curricular events / activities
• Use of borough support
• Links with community and / or faith groups
Visitors
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Visitors to the school are made aware of our safeguarding and child protection policies on
arrival at the school and are given information about what to do if they are concerned about
any aspect of child welfare.
Visitors who are invited to speak to pupils will be informed about our preventing extremism
policy and relevant vetting checks are undertaken. We undertake due diligence to ensure
that visiting speakers are appropriate. Speakers will be supervised at all times and will not be
allowed to speak to children with a member of staff being present.
Staff must not invite speakers into school without first obtaining permission from the
headteacher.

Awareness training
Awareness training for staff regarding radicalisation and extremism will be part of general
safeguarding training, with specific induction for staff new to the school.
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18 School Procedures

Child makes child protection allegation or there is a concern about a child.

Staff member records the concern in the child’s own words. The record
should be clear, precise and factual.
The staff member tells the DSL (or the deputy DSL) on the day the concern
arises and gives them a written account taken from the child.
The DSL interviews child.

Decisions/actions as follows:
1.) No further action required.
2.) Continue to monitor the child, refer to ‘in house’ services, or
3.) Contact parents /carers where necessary, or
4.) Refer to Child Protection Duty Line.

LB Lewisham, the Local Authority Designated Officer (LADO)
Tel: 0208 314 3114
Hackney Safeguarding Service Duty
Tel: 0209 356 2710
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19 When to be concerned
Staff should be concerned about a pupil if he or she:
• has any injury which is not typical of the bumps and scrapes normally associated with
children’s injuries;
• regularly has unexplained injuries;
• frequently has injuries (even when apparently reasonable explanations are given);
•
•
•
•
•

gives confused or conflicting explanations regarding how injuries were sustained;
exhibits significant changes in behaviour, performance or attitude;
indulges in sexual behaviour which is unusually explicit and/or inappropriate to his or
her age;
discloses an experience in which he or she may have been significantly harmed;
gives other (peers and or adults) reasons to believe that he or she may be suffering
significant harm.

20 Dealing with a disclosure
If staff are concerned about a child who has an injury which is not typical of the bumps and
scrapes normally associated with children’s injuries, but the child has not disclosed any
information, the member of staff should:
• ask what has happened;
• listen to the child’s response;
• follow the ‘pupil disclosure’ bullet points (see below).
If a pupil discloses that he or she has been abused in some way the member of staff should:
• not promise confidentiality;
• reassure him/her that what has happened is not his/her fault;
• stress that it was the right thing to do;
• if necessary, ask open questions, not leading questions;
• listen to what is being said without displaying shock or disbelief;
• accept what is being said;
• allow the child to talk freely;
• reassure the child, but not make promises which might not be possible to keep;
• listen rather than ask direct questions;
• not criticise the alleged perpetrator;
• explain what must be done next and who needs to be informed.
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21 Record Keeping
When a pupil has made a disclosure, the member of staff should:
• make brief notes as soon as possible after the conversation;
• the recording must be clear, precise and factual;
• not destroy the original notes, in case they are needed for further investigation;
• record the date, time, place and any noticeable non-verbal behaviour and the words
used by the child;
• record statements and observations rather than interpretations or assumptions.

22 Allegations Involving School Staff
These relate to: a member of staff who has behaved in a way that has harmed a child or may
have harmed a child; possibly committed a criminal offence against or related to a child;
behaved towards a child in a way that indicates he/she is unsuitable to work with children.
• Allegations that might indicate that a person is unsuitable to continue to work with
children are where a person has:
- behaved in a way that has harmed or may harm a child;
- possibly committed a criminal offence against a child;
- behaved towards a child that indicates that he/she is unsuitable to work with
children.
• All allegations must be reported immediately.
• Headteacher must be informed and the person must be identified.
• Allegations against the DSL should be reported to the headteacher.
• If the allegation made to a member of staff involves the Headteacher, the member of
staff will immediately inform the Chairman of governors, Kamil Canbay, who would
consult LADO.
• All procedures must be applied with common sense. Every incident must be taken
seriously and followed up accordingly.
• LA officers must be informed immediately. Parents must be informed – it must be
handled very sensitively.
• If there is any risk of serious harm and LA officer is not reachable than the police may
be contacted
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23 Confidentiality
Although the guidance has been updated, the DFEE circular 10/95 acknowledges that Child
Protection raises issues of confidentiality that must be clearly understood by all staff in
schools. The circular advises that all staff in schools, both teaching and non-teaching staff,
have:
‘a responsibility to share relevant information about the protection of children with other
professionals, particularly the investigative agencies (Children Schools and Families and the
Police). If a child confides in a member of staff and requests that the information is kept
secret, it is important that the member of staff tells the child sensitively that he or she has a
responsibility to refer cases of alleged abuse to the appropriate agencies for the child’s sake.
Within that context, the child should, however, be assured that the matter will be disclosed
only to people who need to know about it. Staff who receive information about children and
their families in the course of their work should share that information only within
appropriate professional contexts. Safeguarding records should be kept securely locked.’

24 Missing Children
“A child going missing from education is a potential indicator of abuse or neglect. School
and college staff should follow the school’s or colleges procedures for unauthorised absence
and for dealing with children that go missing from education, particularly on repeated
occasions, to help identify the risk of abuse and neglect, including sexual exploitation, and to
help prevent the risks of them going missing in the future” (Keeping Children Safe in
Education – September 2016)
The Attendance and Welfare Advisor has regular scheduled meetings with Heads of Year. The
SLT lead for attendance also meets regularly with the AWA and all relevant designated
administrative staff. Records are kept of all pupils admitted to the school and those pupils
leaving for whom rigorous checks are carried out.
Role of Headteacher
It is the Headteachers responsibility that there is 2 year training for designated and senior
teachers and 3 year training programme for all other staff.
Also it is the responsibility of the Headteacher to make aware of the school policy to all
supply and temporary staff.
5
5.1

The Role of Teachers
The Designated Senior Member of Staff (“Designated Person”)

5.1.1 The Designated Person, Uzeyir Onur is responsible for contacting the Children’s
Services to register concern about a child's welfare and implementing measures
relating to safeguarding. He is the first point of contact for parents, pupils, all staff and
external agencies in matters of safe guarding. His responsibilities are to:
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•
•
•
•
•
•
•
•
•
•

Be conversant with Local Safeguarding Children Board procedures.
Consult and refer cases under Local Safeguarding Children Board procedures.
Consult the Children’s Services department on issues such as informing parents,
informing other children or staff, seeking medical help, if an allegation or suspicion
occurs.
Organise training on safeguarding within the School.
Attend training every 2 years
Be aware of the role of other agencies.
Cooperate as fully as possible with police and Children’s Services investigations – and
ask to participate in their planning meetings if appropriate.
Keep appropriate records.
Support staff.
Monitor and evaluate the effectiveness and implementation of the School's Policy

5.1.2 If the Designated Person is absent for any reason Halil Ibrahim Sarikaya is in charge.
The Designated Person or the Deputy Headteacher will inform the initiating member
of staff about the action taken.

5.2

Teaching Staff

5.2.1 Teachers bring a number of advantages to the recognition of child abuse.
o They have regular and frequent opportunities to observe children and changes
in their behaviour.
o They have an ongoing relationship with children who may confide in them
about difficulties.
o They have wide knowledge of the wide range of behaviour likely to be seen in
children of a particular age.
o They have opportunities to observe the response of a group of children to
particular situations. They will therefore be sensitive to surprising or unusual
responses.
5.2.2 Teachers have a statutory duty to pass on any Child Protection concerns and to follow
these School (and local LSCB) procedures (Education Act 2002 & Children Act 2004):
o Be alert to signs of abuse.
o Take immediate action in the child's best interest by reporting any evidence of
abuse or non-accidental injury to the Designated Person.
o Know the role of the Designated Person and School procedures.
o Enquire about the progress of individual cases in which they are/have been
involved.
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o Thereafter accept their restricted role as the case becomes the province of
other agencies.
o Record accurately in writing information that may be required in Child
Protection procedures. This note should record the time, date, place and
people who were present as well as what was said. All evidence, for example
scribbled notes, mobile phones with text messages, clothing, and computers,
must be safeguarded and preserved. Also make a note of what happened next.
o
6

All Staff: Helping a child who wants to tell you about his/her abuse

6.1

Staff should remember that the priority is to protect the child. The matter should be
taken seriously. React calmly, listen carefully, observe but do not judge. Don’t stop the
child who is freely recalling significant events. Reassure the child that s/he has done
the right thing in telling you. Indicate the action you will take and make it clear that
you will have to tell the designated member of staff (no secrets). If the child comes
back to talk at a later stage s/he should be told that you cannot comment or advise as
that might affect his/her security, but you can listen. Bear in mind these 'must nots':
6.1.1 Do not drag the child to the designated person – this would be abusive in itself!
6.1.2 Do not yourself contact the parents
6.1.3 Do not interrogate the child or ask leading questions
6.1.4 Do not speak to anyone about whom allegations are made, including colleagues
6.1.5 Do not promise confidentiality
6.1.6 Do not ask a child outright if s/he or others have suffered abuse
6.1.7 Avoid criticising the alleged perpetrator
6.2

The following guidelines may be helpful;

TEN KEY POINTS TO FOLLOW IF YOU SUSPECT, OR ARE TOLD OF, ABUSE:
Adults looking after children or young people in schools (or in residential establishments or
youth organisations) should be aware of the risks of abuse (by adults or other young people),
and take steps to reduce those risks.
Adults (staff or volunteers) in charge of children or young people should know what to do if
they suspect that someone is being physically or sexually abused, or if someone tells them
that this is happening. The following key points give a guide on what to do and not to do:
1. Always stop and listen straight away to someone who wants to tell you about incidents or
suspicions of abuse.
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2. If you can, write brief notes of what they are telling you while they are speaking (these
may help later if you have to remember exactly what was said) – and keep your original
notes, however rough and even if you wrote on the back of something else (it’s what you
wrote at the time that may be important later – not a tidier and improved version you wrote
up afterwards!). If you don’t have the means to write at the time, make notes of what was
said as soon as possible afterwards.
3. Do not give a guarantee that you will keep what is said confidential or secret – if you are
told about abuse you have the responsibility to tell the right people to get something done
about it (see below). If asked, explain that if you are going to tell the people who can sort it
out, but that you will only tell people who absolutely have to know.
4. Don’t ask leading questions that might give your own ideas of what might have happened
(e.g. “did he do X to you?”) – just ask “what do you want to tell me?” or “is there anything
else you want to say”.
5. Immediately tell the person in charge of the school or group (unless they are themselves
accused or suspected or abusing) – don’t tell other adults or young people what you have
been told.
6. Discuss with the person in charge whether any steps need to be taken to protect the
person who has told you about the abuse (this may need to be discussed with the person
who told you).
7. Never attempt to carry out an investigation of suspected or alleged abuse by interviewing
people etc – social services and police staff are the people trained to do this – you could
cause more damage and spoil possible criminal proceedings.
8. As soon as possible (and certainly the same day) the person in charge should refer the
matter to the local social services department (helped by your notes) – they will be in the
telephone Headteacher. Follow their requests about what to do next. They will set up any
necessary investigations, and can advise you – that is their job. (If someone has made an
allegation about the adult in charge of the school or group, YOU should contact the local
social services department yourself, and ask them what to do next.)
9. Never think abuse is impossible in your school or group, or that an accusation against
someone you know well and trust is bound to be wrong.
10. Children and young people often tell other young people, rather than staff or other
adults, about abuse – make sure that your senior young people know the points on this sheet
as well as the responsible adults (e.g. prefects, cadet NCOs, young people leading activities
for others).
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Important:
Bullying can develop into physical or sexual abuse – as can idiosyncratic punishments
introduced by individuals: have effective school practices to counter and monitor bullying
and misuse of discipline.
Be vigilant for early warning signs – such as favouritism, development of excessive one to one
contact, increased involvement with changing or showering.
Openly discuss within the staff group issues such as acceptable and unacceptable touching.
Openly discuss with pupils issues such as times of day or week, and locations in school, that
are high risk for bullying or illicit activities.
Reporting Procedure
6.3
A member of staff needs only reasonable cause for concern in order to act. One
sentence from the child indicating abuse or non-accidental injury provides you with
reasonable grounds and is sufficient for you to act. This may also apply if clear
information comes from a sibling or another adult. However as many of the signs of
child abuse are also commonly associated with other medical, social or psychological
problems, a member of staff may naturally wish to discuss some initial concerns with
other staff.
6.4

It is Headteacher’s responsibility to report unexplained absences after 2 days for a
child who is on child protection list.

7
Allegations against School staff
These relate to: a member of staff who has behaved in a way that has harmed a child, or may
have harmed a child; possibly committed a criminal offence against or related to a child,
behaved towards a child/children in a way that indicates he/she is unsuitable to work with
children.
7.1

Allegations that might indicate that a person is unsuitable to continue to work with
children are where a person has:
Behaved in a way that has harmed a child or may harm a child.
Possibly committed a criminal offence against a child.
Behave towards a child that indicates that he /she is unsuitable to work with children.
• All allegations must be reported immediately
• Headteacher must be informed and the person must be identified.
• The trust must be informed if the allegations made against the Headteacher.
• Allegations against the Designated Person should be reported to the
Headteacher. In this case, the Deputy Headteacher will be in charge to follow
the child protection procedure and will be in liaison with the Social Services
Department.
o Procedures
• All procedures must be applied with common sense
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•
•
•
•
•
•

Every incident must be taken seriously and followed up accordingly.
LA officers must be informed immediately
Parents must be informed- it must be handled very sensitively.
Headteacher must inform the accused person about the allegation after
consulting the LA officer.
If there is any risk of serious harm and LA officer is not reachable than the
police may be contacted.
Schools can call upon the services of an independent investigator.

7.2

Teachers and all School staff must protect themselves, and staff should bear in mind
that even perfectly innocent actions can sometimes be misconstrued. Children may
find being touched uncomfortable or distressing for a variety of reasons. It is also
important not to touch pupils, however casually, in ways or on parts of the body that
might be considered indecent.

7.3

The Sexual Offences Act (Amended) 2004 states that it is a criminal offence for a
person aged 18 or over in a position of trust in a school to engage in any sexual
activity with a person under the age of 18 (in that school) irrespective of the age of
consent, even if the basis of their relationship is consensual.

7.4

In circumstances which involve an allegation against a member of staff, the
responsibility for dealing with the matter lies with the Headteacher.

7.5

Staff who hears an allegation of abuse against another member of staff should report
the matter immediately to the Headteacher, unless the Headteacher is the person
against whom the allegation is made. In that case the allegation must be reported to
the Chair.

7.6

Immediate suspension of the member of staff is only one of a number of options,
which will be considered. Others include leave of absence, or providing a classroom
assistant or colleague to be present in contact time. A member of staff in such
circumstances will be advised of appropriate support, for example from his/her trades
union, or a colleague contact.

7.7

In the event of an allegation being made against a teacher, the Headteacher will
consider immediately whether or not there is sufficient substance in the allegation to
warrant an investigation. If there is reason to suppose abuse could have occurred he
will refer the matter to the Local Authority Designated Officer (LADO). There are
three instances only where allegations against staff do not need to be referred to
Children’s Services: where the allegation relates to the use of reasonable force; where
the allegation is demonstrably false; or where the allegation represents inappropriate
behaviour and/or poor practice.
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7.8

If the Headteacher is wholly satisfied that the child or children is/are not at risk of
significant harm and that a reportable criminal offence has not been committed he
will consider the separate need for disciplinary action. In that case an investigation at
School level would be necessary.

7.9

Occasionally false allegations of abuse are made. To avoid as far as possible such an
allegation, and situations which may give rise to misinterpretation, Staff should be
guided by the following advice:

7.9.1 Avoid whenever possible unobserved situations of one to one contact with a child. If
they are unavoidable, always keep a door open and try to ensure you are within the
hearing of others.
7.9.2 Do not offer to transport children alone in your car without seeking advice and telling
another colleague that this is what you propose to do.
7.9.3 Do not engage in or allow any sexually provocative games whether based on talking or
touching or engage in ‘horseplay’ involving children.
7.9.4 Never make suggestive remarks or discriminatory comments to a child.
7.9.5 When supervising children changing their clothes for sport or for any other reason or
when on duty in the boarding houses be aware that children may be uncomfortable
with you seeing them when they are not fully dressed. Give children as much privacy
as is possible and practical in these situations.
7.9.6 Avoid ‘favouritism’ and singling out ‘troublemakers’.
7.9.7 Never trivialise child abuse.

8

Whistleblowing

8.1

Staff should familiarize themselves with the School’s Whistleblowing Policy. It is
particularly important in the context of Child Protection. Staffs have a statutory duty
to report concerns that a child is at risk of abuse, is being, or has been abused, to the
Designated Person. This is because the interests of the child are paramount. However,
fear of reprisal is a real issue for staff in reporting abuse by colleagues. The Public
Interest Disclosure Act 1998 provides protection against victimisation for persons
who, acting in good faith, raise concerns about a wide variety of malpractices in the
public interest.
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8.2

When establishing the validity of any cause for concern care will be taken

8.2.1 to protect the whistle-blower;
8.2.2 to avoid alerting anyone about whom a concern has been raised;
8.2.3 to avoid alerting other colleagues who may warn the subject of the concern;
8.2.4 to record the information;
8.2.5 to keep all records secure and confidential.
9

Consultation/Referrals

9.1

If the Designated Person receives allegations or has suspicions of abuse, or needs
advice, he will inform the Children’s Services department, within 24 hours, of his
concerns. If the consultation/referral is by telephone a written confirmation will be
made. If the case meets the criteria for eligibility, the Children’s Services department
will make background enquiries, including with the police. If the concerns appear well
founded,
Role of child protection officers include liaise with other agencies and conferences as
and when required.

9.2
9.3

10
10.1
10.2
10.3

a strategy discussion will follow, normally within two working days. At this point a
decision will be taken either to proceed with an S47 enquiry/criminal investigation or
not. If the concerns are substantiated and the child is deemed at continuing risk of
significant harm, a conference will be convened.
Record keeping and storage
Child Protection records are kept securely by the Designated Person, separately from
other pupil records.
The records of concern is passed on to new school when the child is moved to new
school or institution.
Also the records are passed on to the appropriate agencies.
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11

Compliance

11.1

The School policy is regularly updated in order that we comply with new legislation
and good practice. Currently the School's policy for Child Protection is consistent with,
and so reinforces:
11.1.1 The Children Act 1989 & 2004
11.1.2 The Education Act 1996 S549 banning corporal punishment
11.1.3 The Education Act 2002 S157
11.1.4 Working Together to Safeguard Children 2006
11.1.5 Safeguarding Children and Safer Recruitment In Education January 2007
11.1.6 Boarding Schools National Minimum Standards Regulations
11.1.7 The specific procedure for Child Protection as prescribed by the Local Safeguarding
Children Board;
11.1.8 The U.N. Convention on the Rights of the Child which contends that all children have
an inalienable right to protection from harm.
11.1.9 Human Rights Act 1998
11.1.10
Freedom of Information Act 2000
11.1.11
OFSTED (from April 2007)
11.1.12
Sexual Offences Act (Amend) 2003 (Abuse of Trust)
11.1.13
Education and Inspections Act 2006 (from 1 st April 2007) SS8895 (School
Discipline & Pupil Restraint)
11.1.14
Safeguarding Vulnerable Groups Act 2006 (in force from 2008) Vetting and
barring
11.1.15
Prevent duty 2015
11.1.16
Working Together 2015
11.1.17
Keeping Children Safe in Education 2018
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CONDUCT OF STAFF
1. Behaviour Management
All pupils have a right to be treated with respect and dignity. Corporal punishment is unlawful in all
schools. Equally, staff should not use any form of degrading treatment to punish a pupil. The use of
humour can help to defuse a situation. The use of sarcasm, demeaning or insensitive comments
towards pupils is not acceptable in any situation.
This means that adults should:
Not use force as a form of punishment.
Try to defuse situations before they escalate.
Keep parents informed of any sanctions.
Adhere to the school’s behaviour management policy.
2. Care, Control and Physical Intervention
All members of school staff have a legal power to use reasonable force on a student and as such do
not require parental consent. The law states that you may use such force as is reasonable in any such
circumstance to prevent a pupil from doing or continuing to do any of the following:
Committing a criminal offence (or, for a pupil under the age of criminal responsibility, what would
be an offence for an older pupil).
Causing damage to property of any person (including the pupil him/herself).
Engaging in any behaviour prejudicial to maintaining good order and discipline at the school or
among any of its pupils, whether the behaviour occurs in a classroom or during any other authorised
school activity.
There is no legal definition of reasonable force, but you must be sure that any physical intervention is
warranted by the circumstances of the particular incident (i.e. not in response to a trivial action) and
that the degree of force used is in proportion to the seriousness of the behaviour, or the
consequences it is intended to prevent. Any force used should be the minimum to achieve the desired
result.
This means that staff should:
Only intervene in the manner in which a reasonable parent would do, when children are putting
themselves or others at risk. This may include restraining an angry child who has lost self-control using
the minimum restraint possible to protect themselves and others from injury.
Always seek to defuse situations.
Always use minimum force for the shortest period necessary.
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Please also read Appendix 1: The Use of Restraint
No member of staff is expected to place him or herself at unreasonable risk of personal injury. Any
injuries sustained in the course of duty should be reported to the headteacher as soon as possible.
Accident report forms should be completed or, in the case of very minor injuries, detailed notes made
about the incident. When the action of a child has caused the injury, it is important that a note is
made of whether the child’s action seemed to be a deliberate, pre-meditated (however briefly) attack
on a member of staff, or whether it was the result of an accident or carelessness/thoughtlessness.

3. Curriculum
Many areas of the curriculum can include or raise subject matter which is sexually explicit, or of an
otherwise sensitive nature. Care should be taken to ensure that resource materials cannot be
misinterpreted and clearly relate to the learning outcomes identified by the lesson plan. This plan
should highlight particular areas of risk and sensitivity.
This means that adults should:
Have clear written lessons plans
This means that adults should not:
Enter into or encourage inappropriate or offensive discussion about sexual activity
4. Educational Visits and After School Clubs
Staff should take particular care when supervising pupils in the less formal atmosphere of a
residential setting or after-school activity.
During school activities that take place off the school site or out of school hours, a more relaxed
discipline or informal dress and language code may be acceptable. However, staff remain in a position
of trust and need to ensure that their behaviour cannot be interpreted as seeking to establish an
inappropriate relationship or friendship.
Where out of school activities include overnight stays, careful consideration needs to be given to
sleeping arrangements. Pupils, staff and parents should be informed of these prior to the start of the
trip.
This means that adults should:
Always have another adult present in out of school activities, unless otherwise agreed with senior
staff in school.
Undertake a risk assessment
Have parental consent to the activity
Ensure that their behaviour remains professional at all times.
5. Gifts
Staff at the school should:
Ensure that gifts received or given in situations which may be misconstrued are declared
Generally, only give gifts to an individual, young person as part of an agreed reward system
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When giving gifts other than as above, ensure that these are of insignificant value and given to all
children equally.
6. Infatuations
All staff should be aware that it is not uncommon for pupils to be strongly attracted to a member of
staff and/or develop a infatuation. Any such situations should be responded to sensitively to maintain
the dignity of all concerned. Staff should also be aware that such circumstances always carry a high
risk or works or actions being misinterpreted and for allegations to be made against staff.
A member of staff, who becomes aware that a pupil may be infatuated with themselves or a
colleague, should discuss this at the earliest opportunity with a senior colleague so that appropriate
action can be taken. In this way, steps can be taken to avoid hurt and distress for all concerned.
All adults at the school must report any indications (verbal, written or physical) that suggest a pupil
may be infatuated with a member of staff.
7. One to One Situations
Staff working in one to one situations with children and young people may be more vulnerable to
allegations. Teachers and others should recognise this possibility and plan and conduct such meetings
accordingly.
This means that adults should:
Avoid meetings with pupils in remote, secluded areas of school.
Ensure there is visual access and/or an open door in one to one situations.
Inform other staff of the meeting beforehand, assessing the need to have them present or close by.
Avoid use of ‘engaged’ or equivalent signs wherever possible. Such signs may create an opportunity
for secrecy or the interpretation of secrecy.
Always report any situation where a child becomes distressed or angry to a senior colleague.
Consider the needs and circumstances of the child/children involved
Not arrange meetings with pupils away from the school premises unless approval is obtained from
the parent and the headteacher
8. Photography, Videos and other Creative Arts
Sometimes staff will take photographs/films as part of coursework, or to illustrate a piece of work.
However, these should only be done on a school camera, not a personal camera or phone.
Parents/careers need to give their consent for images of their children to be used, and care should be
taken that these are adhered to if the photo is to be used for a school publication. Students should
not take photos of each other or of lessons.
This means adults should:
Be clear about the purpose of the activity and about what will happen to the photographs when the
lesson/activity is concluded.
Ensure that a senior member of staff is aware that the photography/image equipment is being used
and for what purpose.
Ensure that all images are available for scrutiny in order to screen for acceptability.
Be able to justify images of children in their possession.
Avoid making images in one to one situations.
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This means that adults should not take, display or distribute images of children unless they have
consent to do so.
9. Physical Contact
The school recognises there are occasions when it is entirely appropriate and proper for staff to have
physical contact with pupils, but it is crucial that they only do so in ways appropriate to their
professional role.
This means that adults should:
Be aware that even well intentional physical contact may be misconstrued by the child, an observer
or by anyone to whom this action is described.
Never touch a child in a way which may be considered indecent
Always be prepared to explain actions and accept that all physical contact be open to scrutiny.
Never take part in horseplay, tickling or fun fights.

10. Power and Positions of Trust
As a result of their knowledge, position and/or authority invested in their role, all adults working with
children and young people in education settings are in positions of trust in relation to the young
people in their care. A relationship between a member of staff and a pupil cannot be a relationship
between equals. There is potential for exploitation and harm of vulnerable young people and staff
have a responsibility to ensure that an unequal balance of power is not used for personal advantage
or gratification.
Wherever possible, staff should avoid behaviour, which might be misinterpreted by others, and report
and record any incident with this potential. This means that staff must NOT:
Use their position to gain access to information for their own advantage and/or a child’s or family’s
detriment
Use their power to intimidate, threaten, coerce or undermine pupils
Use their status and standing to form or promote relationships with children, which are of a sexual
nature.
11. Powers to search Pupils either with or without Consent
School staff must not search pupils even if consent is given. In an event where a search is necessary
and consent is given this must be carried out by a member of the senior person. (The search may also
involve the lead behaviour manager, the community police officer or the security officer). In addition,
Head teachers and authorised staff have a statutory power to search pupils or their possessions,
without consent, where they have reasonable grounds for suspecting that the pupil may have a
prohibited item such as knives or weapons, alcohol, illegal drugs, stolen items, tobacco and cigarette
papers fireworks, pornographic images or articles that have been or could be used to commit an
offence or cause harm. Force cannot be used to search without consent for prohibited items listed
under the school rules, for example, mobile phones.
12. Propriety and Behaviour
Every member of staff has a responsibility to maintain public confidence in their ability to safeguard
the welfare and best interests of children and young people. They should adopt high standards of
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personal conduct in order to maintain the confidence and respect of their peers, pupils and the public
in general.
An individual’s behaviour, either in or out of the workplace, should not compromise her/his position
within the work setting.
This means that adults should not:
Behave in a manner which would lead any reasonable person to question their suitability to work
with children or act as a role model.
Make sexual remarks to a pupil (including email, text messages, phone or letter). If you receive a
personal text or email from a student you should not reply and must inform a senior member of staff
as soon as possible.
Discuss their own sexual relationships with, or in the presence of, pupils.
Discuss a pupil’s sexual relationships in inappropriate settings or contexts
Make (or encourage others to make) unprofessional personal comments which scapegoat, demean
or humiliate, or might be interpreted as such.
Frequent social venues where they know or suspect students of the school will be present.
13. Pupils in Distress
There may be occasions when a distressed pupil needs comfort and reassurance. This may include
age-appropriate physical contact. Staff should remain self-aware at all times in order that their
contact is not threatening, intrusive or subject to misinterpretation.
This means that adults should:
Consider the way in which they offer comfort to a distressed pupil.
Always tell a colleague when and how they offered comfort to a distressed child
Record situations which may give rise to concern.
14. Sexual Contact with Young People
Any sexual behaviour by a member of staff with or towards a child or young person is both
inappropriate and illegal.
This means that adults should:
Not pursue sexual relationships with children and young people either in or out of school.
Avoid any form of communication with a child or young person which could be interpreted as
sexually suggestive or provocative i.e. verbal comments, letters, notes, electronic mail, phone calls,
texts, physical contact.
15. Social Contact
Staff should not establish or seek to establish social contact with pupils for the purpose of securing a
friendship or to pursue or strengthen a relationship Even if a young person seeks to establish social
contact, or if this occurs coincidentally, the member of staff should exercise her/his professional
judgement in making a response and be aware that such social contact could be misconstrued.
Staff should not give their personal details such as home/mobile telephone number; home or e-mail
address to pupils unless the need to do so is agreed with senior management.
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Staff should:
Always approve any planned social contact with senior colleagues, for example when it is part of a
reward scheme or pastoral care programme
Advise senior management of any regular social contact they may have with a pupil which may give
rise to concern.
Report and record any situation, which they feel, might compromise the school or their own
professional standing.
Under no circumstances should a member of staff ever be in contact with students through Facebook
and similar sites. As well as compromising the member of staff it can also have implications for other
staff and indeed the students who are involved in the virtual conversation.
We must be careful to ensure we apply staff code to all situations, both real and virtual.
For those staff who do use Facebook and similar sites please remember the following:
1. The expectation that a member of staff’s Facebook page (or similar) should make no reference
either in words or pictures to other members of staff.
2. The expectation that a member of staff’s Facebook page (or similar) should contain no images or
written content that might bring other staff members or the school into disrepute.
If you have any concerns about this please do speak to your Senior Leadership line manager as soon
as possible.
16. Student Confidentiality
Please treat information you may receive about children and young people in a discreet and
confidential manner.
Do not share information you hold or which has been requested of you without seeking advice from
the headteacher
Please be cautious when passing information to others about a child/young person.

17. Transporting Children
In certain situations e.g. out of school activities, staff or volunteers may agree to transport children.
Wherever possible and practicable it is advisable that transport is undertaken other than in private
vehicles, with at least one adult additional to the driver acting as an escort. Any member of staff using
their own vehicle to transport children on behalf of the school should ensure their insurance covers
“business” use.
Adults should:
Plan and agree arrangements with all parties in advance, responding sensitively and flexibly to
disagreements.
Ensure that they are alone with a child for the minimum time possible.
Be aware that the safety and welfare of the child is their responsibility until this is safely passed
over to a parent/carer.
Report the nature of the journey, the route and expected time of arrival in accordance with agreed
procedures.
Ensure that their behaviour and all arrangements ensure vehicle, passenger and driver safety.
Take into account any specific needs that the child may have.

marathon science school

78

marathon science school

79

