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Introduction

At Hill Top School we believe in a child centred approach. Each child is a unique individual with its own specific rights to life, liberty and the pursuit of happiness that is common to us all. All children at Hill Top School are seen and thought of as special and merit as much individual attention as their development requires. All pupils are entitled to maximum participation in the social, political, cultural, moral and religious education aspects of life, which the school provides as a fundamental right, regardless of any learning difficulties. These are described in our aims and objectives.

We recognise the right of all pupils, irrespective of disability to receive a full and effective education accessing all aspects of the National Curriculum, compatible with their needs in order to prepare them to share in, and contribute to a life within a wider community. Hill Top School seeks to provide an environment in which pupils may acquire knowledge, which is developed and applied within a framework of cognitive development. The absolute premium is not upon the acquisition or possession of knowledge in itself, but knowledge to be manipulated and applied to the process of thinking and problem solving. The curriculum is principally concerned with the acquisition of skills, their application and their synthesis with knowledge in emerging techniques as an important experience in the learning process.

Pupils will be assisted in gaining experiences through the process of Personal, Social and Health Education which relate to the attitude and values they should acquire and assimilate within the educative process. Understanding these areas will help to develop values associated in shaping personality and social relationships. Common experiences will enable individual pupils to relate to each other within the shared framework of the school but will also focus upon what is socially acceptable and relevant to their future development in operating the basic principals of living within the context of the wider community.

Parents are crucial to the future development of each individual child and as partners, in the guiding and shaping their children's education within the school situation.

To enable this philosophy to emerge consideration will be given to the social and emotional climate in which education is delivered, the compatibility of the environment and capabilities of the pupils in order to establish a stimulating, interesting and meaningful situation that will have a positive and beneficial effect both now and in the future for all pupils.

The equality of opportunity is the fundamental right of all pupils and staff, regardless of race.  School will take an active stance against prejudice and discrimination.  This policy in practice reflect all statements in relation to Equal Opportunity including race equality’

Rationale

Hill Top School is committed to a policy of pupil behaviour, supervision and movement, which will aid and benefit the pupil, community, teachers and parents alike.

The school will be directed in the behaviourist principles of motivation through positive reinforcement, together with strong emphasis on personal accountability and responsibility for each individual’s behaviour. 

Major emphasis will also be to develop promote respect for themselves, the community and others. To achieve this end, the school will work toward a clear direct structure in which pupils can clearly identify themselves and make an appropriate response to the circumstances surrounding them; consequently the focus will be placed on self discipline and respect.

The overriding discipline regulating a code of behaviour is that pupils should behave with respect, courtesy and consideration for others. The principle of self-discipline will always be encouraged. 

Rules will be kept to a minimum, but all members of staff must enforce the rules in place uniformly and consistently. Within this framework it is however, essential to have some degree of flexibility, which will take account of individual circumstances and individual pupils.

· Staff are encouraged to strike a balance between rewards and sanctions when dealing with pupils and it is expected that the use of merits rather than reprimands will be a feature of a great majority of lessons.

· However, within this framework there will be clearly occasions when sanctions have to be used. The selected sanction should always reflect the degree of seriousness of the offence as well as the appropriateness to the individual concerned.

· It is the responsibility of all the staff to ensure that all pupils who are in their care have a clear knowledge of the rules and procedures that apply in school.

· Where possible the intention of the procedure employed at the school will be that of early skilled intervention to avoid potentially greater conflict arising.

· Through the care and supervision offered at the school an atmosphere conducive to learning and the promotion of quality relationships based on mutual respect is to be achieved.

· Clear expectations with respect to the boundaries and limits are to be set by the staff, which will assist in achieving these behavioural objectives.

Aims

Through the positive ethos the school will promote:

· Responsible behaviour

· Self-discipline

· The values upon which these are based

· Personal accountability

By

· Encouraging good relationships with mutual respect between all the staff and pupils with parents as partners

· Motivating children to achieve and behave well through praise and encouragement as well as developing a sense of personal accountability for their shortcomings

This will be assisted by:

· Well planned lessons with clear objectives that challenge different abilities by exciting and harnessing their enthusiasm

· A staff group that have high expectations on pupil success both in the classroom and round the school 

· A whole school approach to identifying pupils who have specific behavioural difficulties and implementing Individual Behaviour Programmes

It is unrealistic, however, to expect that discipline problems will not occur, as children can be awkward, mischievous and disruptive at times. As inappropriate behaviour puts demands on teachers' time and energy and can affect the learning of all the children, a system of sanctions has been developed to aim at dealing firmly but fairly with unacceptable behaviour. Therefore, pupils should never be in any doubt as to what is and what is not acceptable behaviour in order that the stability of our school community can be upheld.

School Rules

At Hill Top School, there are a number of rules, which will benefit everyone:

· Respect yourself and our school community by treating each person as you would wish to be treated

· Take care of the school building and school equipment

· Share work and play fairly

· Work to the best of your ability

· Respect the rights and properties of others

· Be honest, open and tell the truth.

· Be polite

· Help and care for each other

These are the fundamental principles to the establishment of a good community spirit and 

are interpreted in the day to day running of the school in the simple rules of:

· Pupils should walk in the school and not run.

· Pupils should talk and not shout.

· Pupils should not bring sweets, toys, valuable or dangerous objects into school.

· Pupils will stay in school and must not leave the premises during the school day without permission.

· Inappropriate clothing, earrings and jewellery are not to be worn.

All the above rules were discussed by the School Council and the pupils decided on

 ‘Our School Rules’ which has been adopted throughout school.

1.
We walk sensibly and quietly around school, this; keeps everyone safe.

2.
We keep valuables safe at home.

3.
We look after our own and others’ property at all times.

4.
We wear correct school uniform everyday to be smart.

5.
We respect other people, are polite and make friends.

6.
We stay healthy.  We leave chewing gum and sweets at home.  No Smoking.

7.  We look after our own and others’ work.
We believe everyone in our school community should be allowed to work purposefully and happily.

To promote good behaviour, we will:

Praise:

· Frequently both verbally and in written form.

· By displaying and promoting good work in class and about school

· By awarding certificates of praise and achievement

· Displays, Student of the Week and Class Certificate Winners during the Friday Praise Assembly

Sanctions:

· By expressions of disapproval for inappropriate behaviour

· By constructive isolation

· By referral to senior staff whilst maintaining individual staff accountability

· By involvement of parents

· By setting tasks of accountability to match misdemeanour

· By detention and completion or correction of work by pupils in their own time

· By removal of privileges

Instances of inappropriate behaviour are recorded in variety of methods to assist in the monitoring and evaluation of behaviour and as a 'pulse' source of the school climate.

Bullying

Bullying of any sort will not be tolerated. Please refer to Anti-Bullying Policy

Classroom and Lesson Organisation

Staff accompany pupils' movements as they move into and out of the classroom.  Pupils are encouraged to enter the classroom as a place of work and move around with the correct attitude. Staff consider appropriate seating arrangement, which may change from lesson to lesson and/or be utilized to minimize distractions and ensure all pupils are engaged on task

Use of voice
 a)
Teachers
Staff find that it is more productive to wait for pupils to be quiet, which may require direction, so that pupils have the opportunity to listen and ask questions.  

b)
Pupils
Pupils are made aware of the tone of voice and mannerisms the staff use and what they imply. The pupils know what you find acceptable when they talk to you, both in terms of noise level and manner of speaking.

When setting a task, be aware of the pupils' abilities and try to make a realistic assessment of the quality and quantity of work expected from each pupil, and what the aims for lessons are. The pupils know the consequences if the work falls below the standard the staff feel is attainable. Help is given, where needed, when the pupil is attempting the task. Unless the activity dictates otherwise, pupil should remain seated, and not disturb others. 

Staff move around the room marking, encouraging, praising and offering advice to both individuals and groups helping to re-focus pupils attention on their task if necessary.

If pupils need help, staff have an established routine for what the pupils should do  - perhaps putting their hand up, reading quietly or doing an alternative activity staff have provided, until staff can get to them.

At least one extra activity is made available for those pupils who finish early and the pupils are told or know what and where to find it. Suitable activities range from completing an unfinished task, reading, learning games, to providing a choice from a prepared list of activities. 

Queues of children around desks are avoided as pupils will be off task, and more likely to disturb others. Pupils, standing, may also obscure good vision around the class.

It is important that staff see everything that happens, as a hard stare can be very effective where appropriate.  Staff react to any disturbance using eye contact, gestures, physical presence, or by asking questions and acting appropriately.

Directions and corrective statements by staff are deliberately kept short as it is often more effective to give gentle, private reprimands, especially if a pupil might otherwise lose face in front of peers. (Some pupils also prefer to be praised in this way, finding it difficult to be singled out in from of others, even for good things).

Staff are alert to early warning signals and act before situations develop.

STAFF ARE ALWAYS CONSISTENT IN THEIR APPROACH SO THAT THE CHILDREN CAN MEASURE THE RESPONSE AND REACT ACCORDINGLY.
Care and Control

All Staff

The general details relating to the school day are contained in the school prospectus, which is freely available at the school, and as such is not specifically referred to in this section. However, it must be stated that both teaching and SSA staff are intimately involved in the care process at Hill Top and that there is to be no delineation between the SSA and teaching staff with respect to care policy, as all staff are actively involved in this caring process.

Teaching Assistant Staff

The TA’s are currently led by the Care Manager, assisted by a Deputy, and consists of twelve full time workers in addition to the above. The TA staff are allocated to specific class groups at all points in the working day. TA staff are also actively involved in the management and organisation of lunch and lunchtime activities.

Care Manager

This is a key role in the school, for developing a very effective and direct link with parents.  This person is responsible for establishing and maintaining good links between homes and school, and other supportive agencies such as Education Welfare and Community Based Services.

Pupil Management

From time to time occasions may arise, despite the quality of care being offered, when a pupil may abscond or become engaged in a serious incident, whereby the positive use of physical restraint may be required. The simple maxim for such intervention is one of endangerment to self, others and property on occasion where pupils are believed to have on their person items that may cause danger to others, or property i.e. knives, scissors, lighters, drugs and other dangerous objects or items believed to be stolen. Staff may ascertain whether such objects are present and confiscate them. The Physical searching of a pupil should only be carried out by contact with a parent/carer and obtained consent.  A file and detailed account should be made of the reasons for the search, who carried it out and what was found. (Search record book)

Should a search be necessary and parental consent can not be obtained, the HT/DHT should be informed and police cooperation sought. Drugs have to be reported, (it is acknowledged that such incidents at Hill Top School are of very low incidents)

Stolen Property

Searching a pupil for stolen property would not normally be regarded as appropriate action. The school does have the powers of detention of a pupil who is believed to have stolen items upon them. The parents and carers should be involved and police if deemed necessary, (it is acknowledged that such incidents at Hill Top School are of very low incidents)

Hill Top School has adopted the strategies outlined in the Gateshead LA Guidelines on the use of force to control or restrain pupils. (Spring 2000) (DCSF November 2007-guidance on use to control or restrain pupils).

Above all, care and control is effected through a clear framework of general routines, with well defined boundaries of behaviour being evident to all pupils. This is underpinned by honesty and respect and good consistent professional practice.

Health Care

The school actively complies with the authority's health policy. The school's medical room is situated in the administration area of the school. First aid equipment is situated there and there is a secure medical cabinet for the storage of medication.  A Teaching Assistant is responsible for First Aid throughout the school. Should the TA be offsite, the school office staff will call for another first aider.
Aspects of health and safety are documented in the local authority's Health and Safety Guidelines. The school has achieved Healthy Schools awards since 1998 and is annually entered for this award.

At Hill Top School, good order and control is achieved within a well established framework of general expectations and routines, by all staff working as a team to achieve consistency within these structures.

It is recognised that a high level of staff supervision and presence, through active participation, is the most effective management strategy to maintain the best level of good order and a caring environment.

It is believed that early intervention by staff will prevent many minor incidents developing into more serious ones. It is appropriate that each member of staff will be managing situations and incidents on an individual pupil basis as part of a coherent structure in order that pupils realise that they are accountable to all staff members and not just those in hierarchical positions of authority.

Sanctions

From time to time sanctions are imposed by individual members of staff in the day-to-day management of pupils in the teaching and care environment. 

Detention

These may take the form of completing additional tasks during leisure time or after school. 

Below are detailed a few guiding principles for after school detention.

· Parents are to be given 24 hours notice in writing. However, where agreement has been reached previously with a parent, a telephone contact could be made to effect an immediate detention.

· The member of staff setting the detention is to be responsible for monitoring the detention and for making arrangements for the pupils safe return home.

· Parents may object to the detention but the school has the legal right to exercise an after school detention, providing 24 hours written notice has been given. Due consideration having been given to the individual pupils special needs and arrangement for return have been agreed.

· When a detention has been imposed staff need to ensure that the above criteria have been fulfilled and there has been consultation with the Head, Deputy, K.S. Co-ordinator informed and Care Manager consulted.

· Detention details are to be recorded in the in the main office on incident reports and later in the pupil’s personal file.

Praise Awards 

Points Books

Class Points books are used to promote positive a source of behaviour, where pupils receive reinforcement and encouragement.  Pupils receive 1 point for good work, good behaviour and attendance in each lesson as well as 1 point for appropriate behaviour during assembly, break and lunchtime.  For especially good work and/or behaviour, pupils may be awarded 2 points.  Pupils will not gain marks for showing inappropriate behaviour or making unsatisfactory effort or attendance in lessons.  Comments may also be written to inform staff and tutors of student progress and/or areas for development.

All pupils are encouraged to gain a minimum target of 24 points a day, whereas exceptionally well behaved and hard working pupils may achieve 38 points a day.  Over five days, pupils would be expected to gain 120 – 190 points.

Pupils who achieve the highest number of points each week are presented with a ‘Student of the Week’ certificate and the runners up are congratulated in the Praise Assembly by applause.  Classes who do well are also rewarded.  Third and second places receive applause and the winners receive a trophy to keep for the week.  There are also Half-term and Term winners.  Individuals receive certificates and class winners receive trophies.  Term Certificate winners are awarded a gift voucher or gift.

Scores are monitored each week by the staff and a member of the SMT (on rota) prior to the Praise Assembly.  A weekly report to parents congratulates pupils’ achievements during that week and notes the number of points gained. This is taken home each Friday to inform parents and they are invited to comment. (See Appendix) Parents are also invited to attend Praise Assemblies.
The Care Manager collates the information for the Excellent and Achievers Certificates.  Excellent Certificates are awarded for 100% attendance and winners receive a gift or voucher.

Physical Intervention

From time to time, when the normal and usually effective management strategies fail, occasions arise whereby the positive use of physical intervention may be appropriate. Detailed guidance on the appropriate use of physical intervention is provided in the department of Health's Document 'Guidance on Permissible forms of Control in Children's Residential Care', Published in April 1993 and the 1997 Education Act.

At Hill Top these guidelines have been acknowledged and absorbed into practice. It is acknowledged that there are a number of occasions when an initial form of physical intervention is appropriate, and detailed examples and instances can be found on pages 16, 17 and 18 of the Guidance document. It is understood that a member of staff may use their physical presence or take hold of a child to assist in encouraging a positive response to staff instruction.

By appropriate interventions a child may be successfully diverted from destructive or disruptive behaviour by being led away by the hand or arm or by means of an arm around their shoulder. On other occasions some young adults may be more successfully engaged by a hand placed firmly on the arm or shoulder to reinforce the attempts of staff to reason with them. 

On the rare occasions when a pupil may be physically restrained, it will be on account of wishing to protect him/her from harming him/herself, others or damaging property

as an act of care and control and not punishment.

Team Teach

From time to time the normal and usually effective management strategies of de-escalation fail; occasions arise whereby the positive use of physical intervention may be appropriate.  Hill Top School has adopted the 'TEAM TEACH' training package that emphasises a caring response when involved with the positive and protective handling of pupils.  This approach to physical restraint provides good practice for adults and children and is recognised by the DfE, Unions and other professional bodies.  It is also in keeping with the strategies outlined in the Gateshead LEA Guidelines on the use of force to control or restrain pupils.  Two members of staff have successfully completed an intensive 'TEAM TEACH' Tutors Course in teaching techniques for the management of children’s' anger and aggression.  This has enabled them to train up all staff and adults at Hill Top on the techniques/approaches to employ when managing anger and aggression in a safe, legal and effective manner. 

The use of the physical techniques of 'TEAM TEACH' are only one part of a whole range of responses to threatening or actual violent and aggressive behaviour from children.  They should therefore be used only when other methods not involving the use of force have been tried and failed, or are judged unlikely to succeed.  The 'TEAM TEACH' approach is essentially about adults being able to perform a range of physical interventions (gradual and graded) involved, in holding, guiding and escorting children safely.  The principle belief being 'minimum force, maximum care'.  (See appendix for more details)

'TEAM TEACH' must always be seen in the context of maintaining positive therapeutic relationships with children

Reporting of Incidents

The school deploys a number of different methods of reporting incidents, which is dependent upon the nature of the incident. For example, in the staffroom there is the 'Day to Day' Bulletin board where the general information is shared in note form. During the course of the week all the notes that have been recorded are transferred to each pupil's personal record file, together with details that may have been recorded on the above form.

In addition there are key times during the day when information can be passed on to other members of staff; i.e. at the end of the assembly, lesson change-overs, at the end of break time, lunch time or evening dismissal.

When a more serious incident has taken place, staff are required to give a verbal report to the Head or Deputy Head as soon as possible after the incident. The member of staff is then required to make a brief note to be placed on the staff notice board and then at a more appropriate time, complete a much more detailed report on the school's Incident Form, to be handed to the Head or Deputy as soon as it is practical. The senior member of staff will read the incident form and discuss the incident with the member of staff and also with the pupil involved. The incident is recorded in the pupil's personal record file, and in the 'Incident File’, which will be stored in the school office, having been scrutinised by the Headteacher. Both files are available at the school for inspection by officers of the Education Authority. As a matter of routine, copies of the more serious incidents are forwarded to the appropriate LA officers.

Following an incident where physical intention has taken place, all staff involved are required to fill in incident sheet in the TEAM TEACH folder and bound book, which is situated in the school office.  Copies are then circulated to members of the Senior Management Team for discussion.  An interview is arranged with the pupil as soon as he/she is 'under control' where they too are requested to sign the incident sheet.  Parents are informed on the same day about the incident. The HT and Chair of Governors monitor the folder/bound book.
Absenteeism

During school hours if a pupil fails to arrive at school, senior staff should be informed as a matter of course. In normal circumstances, a list of absentees will be presented to the Head or Deputy by the end of morning assembly. Arrangements will then be made, where appropriate, to contact parents by office staff. This will largely be co-ordinated by the Care Manager, especially if visits are to be made or if EWS needs contacting or updating.
Absconsion

The nature of the practice to be employed at Hill Top will be such that absconsions are rare occurrences. Nonetheless, from time to time this may occur; therefore, a clear procedure needs to be established.

If a pupil becomes conspicuous by his/her absence, this must be reported to the Key Stage Co-ordinator immediately. A thorough check of the building and grounds should then take place, or the environment from where the pupil has absconded. If the absconsion takes place near the pupil’s home, a visit should be made there.

If these checks prove to be fruitless, then Northumbria Police must be contacted and the pupil reported as missing, after having informed the Head or Deputy. An officer from the station will then call and take the details. Staff on duty will be aware of clothing being worn; other personal details are kept in the Secretary's office in the index file. This is normally located on the main desk.

Where possible, the pupil's family should be informed by the school before police visit the home. Telephone numbers of the pupils' carers will also be found in the index file.  On being informed by Police that the pupil has been detained, the Senior Staff are to be informed immediately and arrangements made for the pupil's return. If the pupil arrives back on site of his/her own accord, the police are to be informed, and they will send an officer to confirm the pupil's return. This is standard police practice.

If the pupil turns up at home and parents contact the school, similarly arrangements are to be made for the pupil's return, co-ordinated by Senior Staff.  Again the police must be informed of the pupil’s whereabouts, and they will wish to see him/her. The police may already have knowledge of this, and may have informed the parents to detain the pupil at home until they have seen the pupil there. In such cases the pupil's return will be co-ordinated following this formal procedure.

Understandably, absconders will be made accountable for their inappropriate behaviour, and this will be related to the circumstances in which the absconsion occurred. If a pupil is known to be a habitual absconder and it is felt that he/she may abscond again, then the pupil must be kept under very close supervision.

All incidents of absconsion must be clearly reported, detailing all action that has been taken. Similarly, if staff are suspicious that a pupil may abscond, they should inform Senior Staff and record the matter on the incident board.

Child Protection Procedures
See the Gateshead local safeguarding children’s board ‘Leadership and Management’ Safeguarding Policy and Practice. Draft January 2010.

These are located in the Headteacher's and Deputy Headteacher’s Offices and in the staffroom. 

The Headteacher is the nominated person responsible for Child Protection Procedures.

The Deputy Headteacher is the nominated person designated for Looked After Children

Police Visits

At all times, any requests made by the Police to interview pupils must be reported to the Head or Deputy Headteacher.

On no account will pupils be allowed to be taken from the site for interview by the Police, without the consent of the Head or Deputy Headteacher. If consent is given, either a member of staff or parents must be present at the interview.

If the Police are wishing to interview a pupil with a view to an arrest being made, this will generally have been co-ordinated by the Head or Deputy Headteacher.
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At Hill Top School we enthuse lifelong learning and 


health for all.
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