
September 2015 
 

1 

  Student and Parents 
 

1.       Code of conduct    2 

 
2. Access to Toilets    3 

 

3. Classroom Expectation of Students  3 

 

4.  Safe Guarding Children   4 

 

5.        Anti-bullying Policy    5 

 

6. References for students   6 

 

7. Student records    6 

 

8. Equal Opportunities    7 

 

9. Uniform     8 

 

10. Parental responsibility    8 

 

11. Collective worship and assemblies  9 

 
12. Lunchtime arrangements   10 

 

13. Cashless Canteen System   10 

 

14. Student council     11 

 

15. Cycle compound    11 

 

16. Admissions Policy    11 

 

17. Parents’ Evenings    12 

 

18. Attendance     13 
 
19. Students arriving late    14 

 

21. Supporting students with medical needs 15 

 

22. Drugs Policy     16 

 

23. Sex and Relationships Education Policy 18 

 

24. Complaints Procedure    22 

 



September 2015 
 

2 

1. CODE OF CONDUCT  
Also refer to the Behaviour for Learning policy. 

All the policies can be found on the website. A hard copy of policies can be found in 

the staffrooms, the admin offices or with Ellie Hextall, Kimberley Albalda, Joao 

Amaral, Simon Jay, or Sally Wharff on Marian Campus or Carolyn Sumner on the 

Tollfield Campus. 

 

Overview  
 Positive behaviour management is the basis of our Code of Conduct 

 Behavioural limits and common standards must be fairly and consistently 

applied 

 Positive recognition is the basic premise of the Code, more emphasis on 

rewards than sanctions 

 Sanctions at teacher level include asking a student to stay at the end of a 

lesson, to return at break or at the end of the day, to complete work and/or 

discuss issues 

 Each day and each lesson is a fresh start 

 Staff are expected to model appropriate behaviour for students to emulate 

 

Classroom rules 
 Arrive on time and be ready to learn 

 Be respectful  

 Listen to and follow instructions 

 Endeavour to complete your work 

 

Breach of a rule results in a warning and a statement of the rule being broken, ticks 

are applied following further breaches with a statement of the rule being broken 

Two ticks will result in a call for extra help and the student refocused. 2 ticks may 

mean the teacher wishes to speak to the student at the end of the lesson. A 3rd tick will 

result in a removal. 

 

Issues over jewellery and homework should not result in the tick system being used – 

other policies outline the appropriate action 

 

Rewards in the classroom 

 Words of praise  

 Quick notes home 

 Vivomiles 

 Departmental postcards 

 

Recording student breach of Code 

Any ticks given must be entered onto the system 

A removal must be recorded on Facility/ePortal and the teacher must visit the 

detention room to speak to the student (or, if working on another site meet the student 

before the next lesson ). Work should be provided for students who are removed from 

a lesson. 
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Persistent offenders 

Any student with two removals in a term in one subject needs to be discussed with the 

HoF and an action plan drawn up – copy to the HoY. These may eventually feed into 

an pupil passport. 

 

Outside of the classroom 

Poor behaviour on the journey to and from the academy that brings the academy into 

disrepute is unacceptable. Reports of such incidents will be dealt with as appropriate. 

Parents/carers will be informed. 

 
2. ACCESS TO TOILETS  
Before the academy day starts, toilets are available to students in G Block and C 

Block (Marian campus) and M Block (Tollfield campus).  Students are expected to 

behave responsibly and use the toilets in the five minute gap between lessons, at 

breaktime and lunchtime.  Toilets in G and C Blocks (Marian campus) and M and E 

Blocks (Tollfield campus) are available at these times.  Students should not be 

permitted access to toilets during lessons except for emergency circumstances. 

Teachers should use their professional judgement in considering requests.  Students 

with medical needs may use the toilet as necessary, and will be placed on the toilet list 

issued to staff. 

 

3. CLASSROOM EXPECTATIONS – STUDENTS  

This information on classroom expectations of students is intended as a guide to good 

classroom practice and is not intended to be prescriptive. The rules which apply in the 

classroom and consistently across the academy are the rules within the Code of 

Conduct. Different classroom situations, lessons and teachers may require a different 

set of behaviours. However these guidelines may prove useful for staff to discuss with 

students. Classrooms (including laboratories, workshops and gyms) are places of 

work.  Clearly understood rules and expectations allow everyone to work 

successfully, safely and enjoyably. 

 

At the start of lessons, students should 

 enter the rooms sensibly and go straight to their workplace 

 put away any outdoor wear (not on the desk) 

 take out books, pens and equipment 

 remain silent when the register is taken (except when their name is called) 

 

During lessons, students should 

 follow the Code of Conduct (see item 1 in this section) 

 

At the end of lessons, students should 

 not begin to pack away until their teacher tells them to do so 

 stand and push in or put up their chairs when told to by the teacher.   

 leave the room only when given permission by the teacher 

 

During registration, students should 

 sit quietly in their seats 

 have their coats off 

 remain silent when the register is taken 
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Students are not permitted to use iPods (or their equivalent) and mobile phones within 

the academy premises, unless under the direction of a member of staff.  They should 

be confiscated if seen being used without permission.  Any item which may be 

considered hazardous or dangerous should be confiscated and the incident logged and 

reported to the Year Head. 

 

4. SAFE GUARDING CHILDREN 

The following is a brief outline, please refer to the following policies the Child 

Protection Policy and the Safeguarding Policy for more detail. 

All the policies can be found on the website. A hard copy of policies can be found in 

the staffrooms, the admin offices or with Ellie Hextall, Kimberley Albelda, Joao 

Amaral, Simon Jay, or Sally Wharff on the Marian Campus or Carolyn Sumner on the 

Tollfield Campus. 

 

The designated 'responsible person' for Child Protection is Joao Amaral. Together 

with the Executive Headteacher and Head of Academy, these three people are the 

only ones with the authority to invoke the procedures for dealing with child abuse. 

If staff suspect, for any reason, that a child is being abused it should be reported to 

Joao Amaral, or the Head of Academy immediately. It is important that all 

suspicions of abuse are treated as confidential. 

 

The procedures for dealing with cases of suspected child abuse will be those as 

detailed on the Lincolnshire County Council Website.  As part of the Professional 

Development programme, staff will have access to courses regarding child 

protection and information about this subject will be included in the staff induction 

programme. 

 

All documentation relating to a case of suspected or proven child abuse will be 

placed on the student's file, which is kept in a secure filing cabinet. A note will be 

placed on the student record file to indicate that a confidential file exists. 

 

Lincolnshire's Code of Practice states: 

''No-one who is responsible in any way with the care of children can escape the 

responsibility for identifying the signs of child abuse and having done so, for taking 

the appropriate action.'' 

 

If you have reason to believe a child is a victim of child abuse you have the duty to 

report this immediately to the 'responsible person'. If a child discloses information 

about abuse to you, you must: 

 Never promise confidentiality 

 Listen; try not to make any judgement 

 Do not promise anything 

 Support, reassure, take your time 

 Do not question or lead 

 Make careful notes 

 Report immediately 

 Stress that by telling them they have not done anything wrong 
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If the disclosure proves to be unfounded, you should never feel you were in the 

wrong for taking the matter on. The child's welfare is paramount. If the disclosure 

proves to be founded, you will be kept informed of the events and be offered 

guidance and support throughout. This should enable you to continue to give the 

child support during and after any external action. 

 

The very nature of abuse suggests that information must be confidential to those 

immediately concerned and should not be widely discussed. It is however 

acknowledged that the person to whom the disclosure is made needs support 

through what can be a traumatic experience. If a disclosure is made when you are 

teaching or about to teach then you must send a message alerting the Head of 

Academy so that arrangements can be made. This should be used for matters, in 

which your professional judgement, are of such importance that they cannot and 

must not wait.                       

 

5. ANTI BULLYING POLICY  
The following is a brief outline, please refer to the full policy for more detail. 

All the policies can be found on the website. A hard copy of policies can be found in 

the staffrooms, the admin offices or with Ellie Hextall, Kimberley Albelda, Joao 

Amaral, Simon Jay, or Sally Wharff on the Marian Campus or Carolyn Sumner on the 

Tollfield Campus. 

 
Introduction 

It is the policy of the Academy that all students are able to learn and develop their 

potential and all members of the academy community can work, learn and develop 

without intimidation, fear, prejudice or bullying. 

This policy should be read in conjunction with the following:  

 Behaviour for Learning Policy  

 Code of Conduct Policy 

 Child Protection Policy  

 E-Safety Policy 

 Community Cohesion Policy 

 

Definition of bullying 

“Behaviour by an individual or group, repeated over time that intentionally hurts 

another individual or group either physically or emotionally”.  Bullying is therefore 

deliberately hurtful, repeated often over a period of time.  

 

Bullying can take many forms but the main types are:  

 

 Physical - hitting, kicking, and taking belongings  

 Verbal – name calling, insulting, making offensive remarks  

 Indirect – spreading nasty stories about someone, exclusion from social 

groups, being made the subject of malicious rumours, sending malicious e- 

mails or text messages on mobile phones  

 Cyber-bullying, aggression using electronic forms of contact such as e-mail, 

text, chat rooms, social network, social messaging, on-line gaming  

 Coercion - forcing somebody to do something they do not want to do  
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Some forms of bullying are attacks not only on the individual but also on the group, to 

which he or she may belong. Within the Academy we will pay particular attention and 

respond appropriately to:  

 

 Racial harassment and racist bullying  

 Bullying based on religion or culture  

 Bullying based on gender (sexist or sexual bullying) or sexual orientation  

 Bullying based upon home circumstance e.g. young carers  

 Bullying of students who have special educational needs or disabilities  

 Bullying and intimidation of staff by students, parents/carers and staff  

 

Aims  

 To ensure all students are included fully in the life of the Academy  

 To provide a learning environment, free from any threat or fear  

 To reduce and eradicate, wherever possible, instances in which students are 

made to feel frightened, excluded or unhappy  

 To reduce and eradicate, wherever possible, instances in which students are 

subject to any form of bullying  

 To establish a means to deal with bullying and of providing support to 

students who have been bullied  

 To ensure that all students and staff are aware of the Anti-Bullying Policy and 

that they fulfil their obligations to it  

 To provide all students with the opportunities to understand and support the 

eradication of all types of bullying  

 To provide all students with an understanding of all prejudice based bullying 

and bullying based upon protected characteristics  

 To promote positive relationships between all  

 To extend its responsibility to protect its stakeholders from any form of 

bullying inside and outside of the Academy  

 To eradicate bullying both in the Academy and support parents with bullying 

outside the Academy 

 

Responsibilities  

 

 This policy applies to all staff and students, whether temporarily or 

permanently on the Academy roll  

 All staff, all students and their parents/carers have an active part to play in the 

development and maintenance of the policy and its success  

 The governing body support the Executive Headteacher in all attempts to 

eliminate bullying from our academies. The governing body will not condone 

any bullying at all in our academies, and any incidents of bullying that do 

occur will be taken very seriously, and dealt with appropriately. 

 The governing body monitor the policy regularly 

 A parent who is dissatisfied with the way the academy has dealt with a 

bullying incident can ask the Chair of Governors to look into the matter, if the 
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Executive Headteacher has already been informed. 

 All staff have a responsibility to accurately record, report and respond to all 

forms of bullying  

 

6. REFERENCES FOR STUDENTS  
All references should be positive and reflect all aspects of a students’ education. They 

should be word processed or typed.  A copy of the reference should be kept in the 

students’ file in the Year Head Offices. 

 

When completing application forms, students should be encouraged to name at least 

one referee who is known to the student out of the academy and who is not connected 

with the academy.      

 

7. STUDENT RECORDS    

Students’ personal files will be deemed confidential and will be kept in cabinets in the 

Year Head offices.  Access to records by staff should be via the Year Head and if 

records are removed, for example for the purposes of a meeting, they should be 

returned to the Year Head’s office as soon as is possible.  

 

The contents of these files should not be released or discussed with any person by any 

member of staff except with the agreement of the Executive Headteacher. If  requests 

are received from the Police or Social Services for information about a student at the 

academy, the name and telephone number of the person making the request should be 

taken and a phone call made back. No information should be released to any outside 

agency without using this procedure.  

 

Parents will be given access to all personal records relating to their child provided that 

written requests to see records are directed through the Executive Headteacher. Under 

no circumstances should other staff release or comment on records to parents or any 

other persons requesting the information unless clearance has been given by the 

Executive Headteacher. 

 

Personal details of each student are required on their admission to the academy. 

Admission forms are available from the Front Office (Marian campus). These details 

are entered onto a computer for administrative purposes.  

 

When a student enters the academy, we will send for the records from the previous 

school. As soon as these are received, the relevant information should be entered on 

the central computer system and the Year Head should be made aware of the contents 

of the file. When a student leaves the academy all personal and academic details 

should be transferred within one week of the request for records to be sent.      

 

The central computer system will also be used to store National Curriculum records 

for students. 

 

8. EQUAL OPPORTUNITIES 

The following is a brief outline, please refer to the Public Sector Equality Duty Policy 

and Accessibility Plan for more detail. 

All the policies can be found on the website. A hard copy of policies can be found in 
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the staffrooms, the admin offices or with Ellie Hextall, Kimberley Albelda, Joao 

Amaral, Simon Jay, or Sally Wharff on the Marian Campus or Carolyn Sumner on the 

Tollfield Campus. 

 
At Haven High Academy we strive to ensure equality of opportunity for all students 

regardless of ability, gender, race, religion as well as racial, ethnic, national or social 

origins within an environment that is free from harassment and intimidation.  

 

The Public Sector Equality Duty Policy and the Accessibility Plan should be 

considered in conjunction with other academy policies which impinge on issues 

relating to equality of opportunity and access to the academy’s educational provision. 

 

9. UNIFORM  

 

Girls 

Skirt  Black, knee length or longer 

Shirt  White, open necked, polo style 

   with collar and HH logo 

Sweatshirt Black with HH logo 

Trousers Black, no jeans, no leggings 

Tights  Plain black or natural 

Socks  Black or White 

Footwear Flat, plain, ALL BLACK black footwear  (no designer 

logos/stripes/flashes/bows) 

 

Boys 

Trouser Black, no jeans 

Shirt  White, open necked, polo style with collar and HH logo 

Sweatshirt Black with HH logo 

Socks  Black or White 

Footwear Flat, plain, ALL BLACK black footwear (no designer 

logos/stripes/flashes/bows) 

 

Please note the following points: 

 Footwear should be flat, plain and ALL BLACK black – no stripes/flashes/ 

bows/logos 

 One pair of plain ear studs and one ring may be worn 

 Facial jewellery is strictly forbidden 

 Students should not have an extreme hairstyle or wear excessive make-up 

 All students need to have a bag for books, etc 

 Please make sure all items are clearly marked 

 Coats/jackets must not be worn in the building 

 

 

PE Kit (Boys and Girls):  

Plain black shorts or black tracksuit bottoms 

Plain red long-sleeved shirt or t-shirt or red polo shirt 

Plain red sweat top (no hood or zips) 

Plain red football socks (for outdoor wear) 
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Trainers (non marking sole) to support the bones and joints (no plimsolls) 

Football boots /shin pads strongly recommended for use during specific activities such as 

football and rugby 
 

 

10. PARENTAL RESPONSIBILITY  

When a couple divorce/separate, both parents have parental responsibility. Agreement 

as to the arrangements for exercising this responsibility are not subject to a court order 

but are decided by the parents. As an academy we have to ensure that all who have 

parental responsibility are treated equally. 

 

One copy of all reports, letters etc will be sent to the home of the child as shown on 

the academy records. Unless the academy has been notified to the contrary both 

natural parents will be given access to student records and correspondence. Access to 

these records will be made via a request to the Executive Headteacher. 

 

Where a child requires any form of medical treatment, permission must be given by 

the parent. The academy may continue to act independently in the case of an 

emergency. 

 

'In loco parentis’ is no longer a right the academy assumes and it is therefore unlawful 

to act in any way which infringes the requirements of the Children Act 1989. 

 

11. COLLECTIVE WORSHIP AND ASSEMBLIES  
The following is a brief outline, please refer to the full policy for more detail. 

All the policies can be found on the website. A hard copy of policies can be found in 

the staffrooms, the admin offices or with Ellie Hextall, Kimberley Albelda, Joao 

Amaral, Simon Jay, or Sally Wharff on the Marian Campus or Carolyn Sumner on the 

Tollfield Campus. 

 
The 1988 Education Act, as subsequently amended by the 1993 Act requires that all 

students in attendance at the academy, subject to the parental right of withdrawal, 

should take part in an act of collective worship on each academy day. The timing and 

organisation of collective worship can be flexible to meet the needs of the academy, 

but this generally takes place during form period in the morning.  The Act states that 

most acts of collective worship in any one term should reflect the broad traditions of 

Christian belief but should not be distinctive of any particular denomination. The 

nature of collective worship should be appropriate to the family backgrounds of the 

students, their ages and aptitudes.  The assemblies also respond to specific events 

allowing students to reflect on their thoughts and feelings about events real to them. 

 
The Lincolnshire SACRE have acknowledged the difficulty schools have in fulfilling 

a daily act of collective worship due to a lack of accommodation.  Ofsted also accept 

this problem and are supportive of a scheme led by Form Tutors, if it is fully 

resourced, supported and delivered.  

 

The following procedures will therefore be adopted: 

Year or Group Assemblies will be held each week during a designated Assembly 

period. The Assemblies will be led by a member of SLT and the Head of Year with 

Form Tutors in attendance. 
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Staff are expected to escort their Tutor Groups to the assembly, ensure that their 

group are seated in the correct place and behave appropriately. Staff should sit with 

their Form. When the assembly is over staff should supervise their group to leave in 

an orderly fashion.   

 

On the mornings when students are not in assembly, daily collective worship will be 

undertaken in the morning registration by Form Tutor. A booklet of prepared 

materials will be issued and these should form the basis of the daily collective 

worship. This should not preclude Form Tutors responding to items of news and 

current affairs which relate to the week’s theme. 

 

There is a wealth of materials and resources for assemblies available in the academy. 

  

12. LUNCHTIME ARRANGEMENTS (see also Cashless Canteen)  

Students having a meal in the Dining Hall should line up outside and be directed in by 

the teacher on duty. Supervising staff in the Dining Hall have the task of maintaining 

order and ensuring students remove their plates, cutlery, trays and any litter. There 

will be a senior teacher on duty to ensure good order.   

 

Students are not allowed out at lunchtime unless they have permission from their 

parent/carer for them to go home. 

 

Staff are entitled to an academy meal up to the current value of a free academy meal 

when they are supervising students over the lunchtime period for an agreed activity. If 

staff feel they are entitled to a free academy meal, please contact Head of Academy. 

 

13. CASHLESS CANTEEN SYSTEM   

From September 2004 Haven High has been operating a cashless canteen.  This 

enables students to be served more quickly and avoid queuing for long periods to be 

served.  The canteen is available both at morning break and lunchtimes.     

 

During their first few days of the September Term, each new student will either give 

their fingerprint (subject to parental permission) or be issued with a 4 digit code. 

 

Students place credit onto the system in a number of ways: 

 by paying money into a cash machine.  The amount inserted is 

automatically credited to the student. 

 parents/carers may wish to pay for meals a number of times or termly in 

advance so that students do not bring cash into the academy.  This 

payment can be either cash or cheque (made payable to Haven High 

Academy).  Parents can then set a daily limit as to how much a student 

may spend. 

 students who are eligible for free school meals will have their account 

credited with this allowance daily.  In this way no students will know who 

is in receipt of a free school meal 

 

Parents may be interested to receive, upon request, a print-out of the type of food their 

child has been purchasing over each term.  For those students who choose a “healthy 

food” option, Vivomiles may be added to their account. This will, we hope, encourage 
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the eating of healthy options such as salads and fruit. 

 

14. STUDENT COUNCIL  

Haven High Student Council will be composed of elected representatives.  Year 

Councils and Key Stage Councils may be formed from the whole Student Council to 

consider specific issues. The aim of the Council is to promote a sense of caring and to 

provide a structure that encourages students to deal with real issues which affect the 

benefit and welfare of the whole academy community.  

The student council will:- 

 give students the opportunity to participate in shaping and reviewing  

the academy’s Code of Conduct. 

 provide students of all ages in the academy with the opportunity to 

realise that they have a positive role to play in caring for each other 

 assist in dealing with issues such as to protect and support  

victims of bullying, and to assist in eliminating all forms of 

discrimination. 

 encourage the involvement of the whole academy in the caring process 

whereby student councillors report back to their classes following 

council meetings, recognising the importance of ascertaining students’ 

views.   

 foster a sense of ownership and care of premises and property. 

 assist in improving the understanding, co-operation and shared values 

between teachers and students. 

 increase the involvement in student initiated extra curricular activities. 

 give students the opportunity to develop their self confidence, self 

esteem, mutual respect, self discipline and social responsibility.   

 

The member of staff leading the student council is Miss A Dorrian. 

 

15. CYCLE AND SCOOTER COMPOUND   

Students have the benefit of storing their bikes in a special cycle and scooter 

compound to provide them with greater security. Notices outside the compound 

clearly state that students leave their bikes and scooters in the compound at their own 

risk. The academy does not accept any responsibility for theft or damage although the 

Site Managers will do all they can to assist students in these matters.  Parents have 

been informed of this.   The compound is opened by the Site Managers each day from 

8.00am until 8.50am, 15.25pm until 15.50pm and on request for students going home 

for lunch.  At any other time, students must obtain the key from the Front Office 

(Marian campus), Student Services Office (Tollfield campus). 

 

16. ADMISSIONS POLICY    

The following is a brief outline, please refer to the Admissions Policy for more detail.  

All the policies can be found on the website. A hard copy of policies can be found in 

the staffrooms, the admin offices or with Ellie Hextall, Kimberley Albelda, Joao 

Amaral, Simon Jay, or Sally Wharff on the Marian Campus or Carolyn Sumner on the 

Tollfield Campus. 

 

In accordance with the 1996 Education Act the allocation of academy places for 

children with a statement of special educational needs will take place first. 
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For entry to Y7 in September we will allocate places to parents who return an 

application before we consider any parent who has not returned one. 

 

In the event of oversubscription the following criteria will be considered: 

 The child is in the care of the local authority or had previously been in 

care; 

 There is a brother or sister at the academy who will still be attending 

when the child is due to start; 

 The distance from the home to the academy 

 

Sixth form admissions: 

All applicants need to meet the academy’s overall entry requirements for admission to 

the sixth form and any specific requirement for the particular subject. If there are 

more applicants than places available then applicants will be offered places in the 

following order: 

1. Students in public care. 

2. Students with a statement of special educational need 

3. The grade achieved in the relevant subject or subjects, or for those subjects not 

available at GCSE, a relevant subject specified in the academy’s sixth form 

brochure. 

4. The average point score achieved across all GCSE subjects taken by the 

applicant. 

5. Driving distance from home to academy, with the applicant living nearer to 

the academy having priority. 

 

17. PARENTS’ EVENINGS 

The responsibility for the organisation and management of parents’ evenings rests 

with the Lead Behaviour Professional and the Year Heads. The organisation of the 

Year 11 Study and Support and Revision Evenings rests with the Assistant Head 

Student Progress (KS4).  Advice on the appropriate arrangements can be obtained 

from the Head of Academy.  Parents’ evenings are held as follows: 

 

Term 1   Year 11 Study & Support Evening  

   Year 8&10 Parents Evening 

Term 2   Year 7&9 Parents Evening 

   Year 13 Parents Evening 

Term 3   Year 11 Parents Evening 

   Year 12 Parents Evening 

Term 4   Year 8  Options Evening 

  Year 11 Study Support Revision Evening 

Term 5   Year 9&10 Parents Evenings 

Term 6   Year 7 Parent Evening 

 

18. ATTENDANCE   

The following is a brief outline, please refer to the full policy for more detail. 

All the policies can be found on the website. A hard copy of policies can be found in 

the staffrooms, the admin offices or with Ellie Hextall, Kimberley Albelda, Joao 

Amaral, Simon Jay, or Sally Wharff on the Marian Campus or Carolyn Sumner on the 
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Tollfield Campus. 

 

Haven High Academy is committed to providing a full and efficient education for all 

students. The academy believes sincerely that all students benefit from the education 

it provides and therefore from regular attendance. To this end the academy will do as 

much as it can to ensure that all students achieve maximum possible attendance and 

that any problems, which may impede full attendance, are acted upon as quickly as 

possible. 

 

EXPECTATIONS 

We expect the following from our students 

 That they attend the academy regularly 

 That they arrive on time and are appropriately prepared for the day 

 That they will inform a member of staff of any problem or reason that may 

prevent them from attending the academy 

We expect the following from parents 

 To ensure their children attend the academy regularly and punctually 

 To ensure that they contact the academy as soon as is reasonably possible 

whenever their child is unable to attend 

 To ensure that their child arrives in the academy well prepared for the 

academy day and to check that they have done their homework 

 To contact the academy in confidence whenever a problem occurs that affects 

the student’s performance in the academy 

Parents and students can expect the following from the academy 

 Regular, efficient and accurate recording of attendance 

 First day contact with parents through the instant messaging service when a 

student fails to attend the academy without providing a reason 

 Immediate and confidential action on any problem notified to us 

(confidential means that the member of staff notified will not disclose 

information without the consent of the student or their parent) 

 That we will reward good attendance 

 A quality education 

 

RESPONSE TO NON-ATTENDANCE 
When a student does not attend, the academy needs to respond effectively and has 

various strategies such as: instant messaging and first day calling. Where non-

attendance continues, the case will be discussed with the Attendance Officer for the 

academy and further action planned. Where appropriate, the Attendance Officer may 

make a home visit or contact parents to offer advice and support.  Where there is no 

improvement in attendance, students and their parents will be expected to attend a 

panel meeting to try to solve any problems that are causing poor attendance.  If there 

is no further improvement then the case will be discussed again with the Attendance 

Officer with a view to a formal referral being made to the Education Welfare Service. 

In some cases a referral may be made to EWS for legal proceedings to be considered. 

The return to the academy for a student after a long-term absence requires careful 

planning.  

 

Form Tutors should: 

 Complete registers for those present using the academy’s MIS 
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 Letters received from students for absence should be collected and 

passed to the Attendance Officer 

 Pass on notes where the authorisation of absence is questionable to 

Year Head / Deputy Head Pastoral Support 

Heads of Year should: 

 Meet with the Attendance Officer regularly to discuss all students with an 

   average attendance below 90% 

 Discuss and consider level of action to be taken 

Guidance on categorising absence as authorised or unauthorised 
Absences which are considered as unavoidable and are therefore authorised  

 student was ill 

 student was attending a religious festival/ceremony with family 

 student had a medical or dental appointment 

(absence would normally only be appropriate for part of the day) 

 student was in hospital/having hospital treatment 

 student was attending a funeral with family 

 student was attending an interview for a job or place at college 

 student was taking part in a public performance or an examination 

 

Absences which are considered as avoidable and therefore are unauthorised 

 student was minding the house, waiting for workmen etc 

 student was shopping with family  

 student was packing/getting ready for a holiday 

 student was going to a pop concert 

 student was looking after brothers or sisters 

 student was looking after a sick relative 

 student was helping with the housework/ family business 

 student was unhappy/not getting on with others at the academy 

 student was late up, had late night due to family problem. 

 

19. STUDENTS ARRIVING LATE  

Students who arrive at the academy after the register has been started are deemed to 

be late. Students who arrive after the first period of the day are deemed to be an 

unauthorised absence. The appropriate marks should be entered to record these 

situations. Parents have been informed of the need to provide an explanation for late 

attendance. Parents of students who are regularly late will be notified by letter of the 

situation. 

 

If students arrive too late to report to their Form Tutor, they should sign in. 

 

20. SUPPORTING STUDENTS WITH MEDICAL NEEDS   

Please refer to the Support for Students Absent with Medical Needs and First Aid 

policies for more detail.  All the policies can be found on the website. A hard copy of 

policies can be found in the staffrooms, the admin offices or with Ellie Hextall, 

Kimberley Albelda, Joao Amaral, Simon Jay, or Sally Wharff on the Marian Campus 

or Carolyn Sumner on the Tollfield Campus. 

 

The Executive Headteacher accepts responsibility, in principle, for first-aid trained 
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administrative academy staff giving or supervising children taking prescribed 

medicines during the academy day, where those members of staff have volunteered to 

do so. 

 

It should be noted that parents should keep their children at home if acutely unwell or 

infectious. 

 

 Parents are responsible for providing the academy with comprehensive 

information regarding the student’s condition and medication 

 Prescribed medication will not be accepted in the academy without complete 

written and signed instructions from parents 

 Staff will not give a non-prescribed medicine to a child unless there is specific 

written permission from the parents 

 Only reasonable quantities of medication should be supplied to the academy 

(eg four weeks supply at any one time) 

 Where students travel to the academy with an escort, parents should ensure the 

escort has written instructions relating to any medication sent with the 

student. 

 Each item of medication should be delivered to the appointed person by the 

parent in a secure and labelled container as originally dispensed. Each item of 

medication must be clearly labelled with the following information: 

Student’s name 

Name of medication 

Dosage 

Frequency of administration 

Date of dispensing 

Storage requirements (if important) 

Expiry date 

The academy will not accept items of medication in unlabelled containers 

 Medication will be kept in a secure place, out of reach of the students. 

 The academy will keep records, which will be available to parents 

 If children refuse to take medicines, staff will not force them to do so, and will 

inform parents of the refusal, as a matter of urgency, on the same day. If a 

refusal to take medicines results in an emergency, the academy’s emergency 

procedures will be followed. 

 It is the responsibility of the parents to notify the academy in writing if the 

student’s need for medication has ceased 

 It is the parent’s responsibility to renew the medication when supplies are 

running low and to ensure that the medication supplied is within its expiry 

date.  

 The academy will not make changes to dosages on parental instruction 

 Academy staff will not dispose of medicines. Medicines, which are in use and 

in date, will be collected by the parent at the end of each term. Date-expired 

medicines, or those no longer required for treatment, will be returned 

immediately to the parent for transfer to a pharmacist for safe disposal. 

 For each student with long-term or complex medication needs, a Medication 

Plan and Protocol will be drawn up, in conjunction with the appropriate health 

professionals. 

 Where it is necessary, or appropriate to do so, students will carry their own 
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medication (eg epipens or inhalers). Parents will be asked to confirm in 

writing that their child will carry their medication with them in the academy.  

 Staff who volunteer to assist in the administration of medication will receive 

appropriate training/guidance through arrangements made with the School 

Health Service. 

 The academy will make every effort to continue the administration of 

medication to a student whilst on trips away from the academy premises, even 

if additional arrangements might be required, However, there may be 

occasions when it may not be possible to include a student on a trip if 

appropriate supervision cannot be guaranteed. 

 All staff will need to be made aware of the procedures to be followed in the 

event of an emergency. 

 

Emergency procedures 
Where possible Parents/carers will be contacted at the time a student needs to go to 

hospital by ambulance.   Failing that, a member of staff will accompany and stay with 

the student until such time as a member of the family arrives.   Only in extreme 

circumstances will members of staff take students to hospital in their own cars and in 

this case wherever possible should be accompanied by another member of staff and be 

suitably insured. 

 

21. DRUGS POLICY   

Please also refer to the First Aid policy.  All the policies can be found on the website. 

A hard copy of policies can be found in the staffrooms, the admin offices or with Ellie 

Hextall, Kimberley Albelda, Joao Amaral, Simon Jay, or Sally Wharff on the Marian 

Campus or Carolyn Sumner on the Tollfield Campus. 

 

The academy policy aims to: 

 Educate our students of the risks associated with substance misuse 

 Provide support for students affected by that misuse 

 Provide support for students with specific medical needs 

 Provide a controlled environment for students who need to regularly take                

prescribed/over the counter medication 

 Refer to appropriate agencies as and when required 

 

Leadership, management and governance 

A core team has responsibility for overseeing this policy, Head of Academy, Deputy 

Head Pastoral Support (Haven High), Head of Social Studies and the Lead Behaviour 

Professional (Haven High). The core team being responsible to the Executive 

Headteacher and the governing body. However, all staff have a duty to read and 

understand the policy and ensure the well-being of all students. 

 

Staff with responsibility for drugs education and related incidents   
The core team will have responsibility for: 

 Dealing with and recording drugs related incidents  

 Informing staff of students with specific medical needs 

 Maintaining the list of drugs permitted in the academy 

The Head of Social Studies will have responsibility for: 

       Co-ordinating Drugs Education as part of the Social Studies curriculum 
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Liaising with outside agencies delivering part of the Social Studies 

programme 

 

All staff should: 

 Have training to recognise drug related incidents and to be aware of who 

to refer them to within the academy 

 Keep up to date with the academy’s Drugs Policy and other related 

legislation, by attending training and accessing the latest information 

through in academy professional development and INSET 

 Keep up to date with the academy’s medical list and offer support to 

students on that list 

 

Teaching staff should: 

 Ensure that students are not put at risk due to the effects of substance 

misuse 

 Not be under the influence of alcohol or illegal drugs whilst on academy 

premises 

 Inform the Executive Headteacher of any long term health issues which 

might necessitate the taking of drugs on academy premises 

 Support all students with specific medical needs 
 

Parents should: 

 Inform the academy if their child has to take medication whilst at the 

academy and arrange for the office to oversee its administration 

 Provide up to date contact information to allow the academy to inform 

them should there be any problem concerning their child’s medication and 

if they are not taking it as required 

 Support the academy’s policy on illegal substances and any action taken 

by the academy if their child is caught with or under the influence of said 

substances during the academy day 

 

22.  POLICY FOR SEX AND RELATIONSHIPS EDUCATION (SRE)  

Please refer to the full policy for more detail.  All the policies can be found on the 

website. A hard copy of policies can be found in the staffrooms, the admin offices or 

with Ellie Hextall, Kimberley Albelda, Joao Amaral, Simon Jay, or Sally Wharff on 

the Marian Campus or Carolyn Sumner on the Tollfield Campus. 

 

Context  
Boston reflects the national problem of a high teenage pregnancy rate and an 

increased percentage of young people diagnosed with a sexually transmitted infection.  

Along with external agencies, we are proud of the advice and support we offer to our 

students and of the Sex and Relationships education we provide across the Key Stages 

within Science, Social Studies (RE/PSHE/Citizenship) and Child Development. The 

academy staff who deliver this part of the curriculum regularly attend INSET or in 

academy training and we work alongside the school nurse team in particular to ensure 

accurate and appropriate advice is shared with students.  In addition, one member of 

staff holds a nationally recognised qualification for Sex and Relationship Education. 

 

This Policy sets out our aims to; 

 Educate our students in the physiological aspects of reproduction and 
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related issues 

 Provide our students with the knowledge and confidence to make informed 

decisions within their relationships with others, their sexuality and sexual 

orientation 

 Promote positive role models for our students 

 Support students who experience problems associated with sex and 

relationships and refer them to the appropriate agencies as and when 

required. 

 

Aims 
We hope to equip our students with the knowledge and skills to make informed 

decisions about their lifestyle and relationships within the parameters of British 

society.  We also hope our students will have been encouraged to be open minded and 

think positively about other people and therefore develop non-exploitative, caring 

relationships, be less likely to be exploited by others and be aware that homophobia is 

unacceptable. 

 

Leadership, management and governance 

The responsibility for overseeing this policy lies with the Executive Headteacher, the 

member of staff with responsibility for SRE and the Governors.  However, all staff 

have a duty to read and understand this policy and ensure the well being of all 

students. 

 

Governors should: 

 Ensure that the academy complies with all legislation regarding sex, 

contraception and sexuality 

 Ensure the policy is implemented 

 Review this policy annually and monitor its implementation regularly 

 

The Executive Headteacher should: 

 Along with the Governing Body ensure that the policy complies with 

all legislation regarding sex and relationship education 

 Ensure that all staff are aware of their responsibilities under the policy 

and are given adequate and regular training and support so they can 

fulfil their responsibilities 

 Take appropriate action against any staff or student who does not 

promote an inclusive attitude towards a person’s sexuality (e.g. 

someone who does not admonish those who make homophobic 

comments) 

 Take appropriate action against staff whose actions outside of the 

academy directly affects the reputation of the academy 

 Offer support and/or referral to any member of staff or student with 

sex/relationship related problems without judgement 

 

Staff with responsibility for SRE and related incidents  
There will be at least one member of staff with responsibility for: 

 Coordinating SRE as part of the Social Studies, PSHEE curriculum 

 Liaising with outside agencies who provide additional support to 

students, such as school nurse and Positive Health 
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 Informing staff of legislation and updating their information regarding 

STIs 

 

All staff delivering SRE should: 

 Have regular training to keep up to date in curriculum issues relating to 

SRE and legislation from the LA, Health Authority and government 

 Monitor and assess, alongside the Faculty Leader, the results of the 

SRE offered at  Haven High Academy 

 

All staff should: 

 Ensure they promote positive attitudes to relationships within the 

context of relevant legislation 

 Not promote or ignore homophobia through their teaching or example 

 Not have inappropriate relationships with any students at the academy 

 

 

 

 

 

 

 

 

 

SRE and academy ethos 

 The academy publicly supports and values non-exploitative and caring 

relationships 

 The academy has an atmosphere of mutual respect and trust between 

students and staff 

 Incidents of inappropriate sexualised behaviour or prejudice are 

recorded 

 Staff are trained to deal with said incidents effectively and consistently 

 The academy works closely with outside agencies to promote safe and 

appropriate sexual relationships 

 

Behaviour, discipline and exclusions 

 The Behaviour for Learning Policy is fair, equitable and supports all 

pupils regardless of their sexual preference or parental responsibility 

 Relationship problems/issues are considered when investigating poor 

behaviour 

 Students who are parents, should be monitored regularly to ensure no 

disparity exists in the rates of exclusions 

 Long term truants with the aforementioned needs are offered an 

appropriate reintegration programme which takes into account those 

needs. 
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Personal development and pastoral care 

 Pastoral support is available to all students and takes into account any 

parental responsibilities they may have 

 A full range of career and post 16 options is available to all students 

who are encouraged to consider them all, with support offered for 

those with parental responsibilities 

 Work experience will be offered to students which is appropriate to 

their particular needs wherever possible, and will not discriminate 

against them due to their sexuality or sexual orientation or parental 

responsibility 

 Support will be offered to students who experience said discrimination 

during their placement 

 Social Studies, PSHEE Scheme of Work supports the SRE policy and 

promotes safer sex education, relationships education and acceptance 

of one’s own sexuality and that of others.  Haven High Academy is a 

Stonewall Champion School. 

 

Teaching and learning 

 Staff create an environment where students can contribute fully and 

with confidence 

 Teaching takes into account of any parental responsibilities the student 

may has 

 Teachers challenge inappropriate attitudes towards sexuality and 

sexual orientation 

 Teachers do not promote homophobia in lessons, and challenge and 

record it, if it occurs 

 

Curriculum 

 Incorporates the principles of any legislation about sex and sexuality 

 Students are taught the physiological aspects of sexual reproduction at 

a level appropriate to their learning needs 

 Students are taught about relationships and what makes a positive, 

caring partnership, the different levels within relationships and how 

they develop 

 The academy utilises outside agencies to deliver up-to-date 

information about self esteem, peer pressure, sexually transmitted 

diseases, contraception, abortion, adoption and how to access the 

services of local groups dealing with these issues 

 Role models, both negative and positive are brought into the academy 

to speak to the students about the consequences of unprotected sex, 

impact of homophobia and representatives from LGBT groups 

 Students are encouraged to participate fully in extra-curricular 

activities in spite of any parental responsibility.  No student should 

miss out on extended academy life 
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Dealing with disclosures or discoveries relating to sexual relationships 

 The member of staff with responsibility for child protection is 

available to discuss concerns staff may have regarding students of the 

academy, relating to sexual relationships 

 Staff should follow the guidelines set out in the Child Protection policy 

if a student discloses something related to sexual relationships 

 

 

SRE at HHA will; 

 Generate an atmosphere where questions of a sexual nature can be 

asked and answered openly without embarrassment with trust and 

confidentiality ensured 

 Enable students to develop positive, non-exploitative relationships 

 Enable students to be aware of personal, psychological, emotional and 

physical changes 

 Emphasise the role and the value of family life 

 Enable students to know what is and what is not legal in matters 

relating to sexual activity 

 Inform students where they can go for advice 

 

SRE at HHA will promote the following values; 

 Respect for oneself and other people  

 Taking responsibility for one’s actions in all situations 

 Honesty and loyalty in relationships 

 The importance and responsibilities of the family unit for all members, 

without advocating one family style over another 

 Sensitivity towards the needs and views of others 

 To recognise the physical, emotional, moral implications, and risks, of 

certain types of behaviour 

 To recognise and accept the differences of others. 

 

 

 

23. HAVEN HIGH ACADEMY COMPLAINTS PROCEDURE 
 

The Boston Witham Academies Federation strives to deliver the best possible education 

to all our pupils and to care properly for their health, safety and welfare at all times.  All 

the staff in our Academies, teaching and non-teaching, are dedicated to achieving this 

aim.   

 

From time to time, however, it is possible that you may feel that we have not lived up to 

your expectations.  If this is the case please tell us.  If you do not tell us, we will not be 

aware of your concern, and if we are not aware of it there is little we can do to set things 

right.   

 

So if you have any worry or concern about what is happening in the Academy PLEASE 

TELL US AT ONCE.  We operate an ‘open door’ policy in the hope that our community 

feels welcome and able to contact us freely about concerns.  
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Sometimes parents/carers have said that they would not like to “make a fuss” as they feel 

that their child may suffer in some way as a consequence. 

 

Every single member of staff in our federation has declared their determination that this 

will never be the case.   

 

The academy has adopted a ‘complaints procedure’ which gives helpful information on 

the best way of expressing any concerns that you may have.  The complaints procedure 

is published on the academies website and a hard copy is made available to 

parents/carers on request.  Please note that this complaints procedure does not cover 

complaints about other parents/carers.  Please take the time to read the procedure which 

follows before contacting the academy. 

 

INFORMAL PROCEDURE  

 

1. THE FIRST STEP  
 

The complaints procedure allows for complaints to be made and considered 

initially on an informal basis.  If parents/carers are unhappy with anything about 

the academy, they are encouraged to raise this with the relevant Head of Year by 

telephone 01205 311979 or email enquiries@bwaf.net   A response from the 

Head of Year is expected to take place where possible on the first day where a 

concern is raised but not exceeding two working days.  You may find that the 

issue has been referred to another member of staff better placed to deal with it 

but you will always get a response within the time set above.  We would hope 

that most concerns can be resolved in this way.   

  

 

 

 

2. THE SECOND STEP 
 

If, after speaking to the relevant Head of Year, it is felt that the complaint has not 

been properly dealt with, or if a concern is about the conduct of the relevant 

Head of Year then a member of the Senior Leadership Team should be contacted 

by telephone 01205 311979 or email enquiries@bwaf.net .  The complaint 

should be resolved within 2 working days.  In most cases matters can be resolved 

in this way. 

 

If the complaint involves a member of the Senior Management Team then the 

matter should be taken to the Head of Academy.  If the complaint relates to the 

Head of Academy then the matter should be taken to the Executive Headteacher.  

These staff can be contacted by telephone 01205 311979 or email 

enquiries@bwaf.net .  This should be resolved within 2 working days. 

 

 

 

 

 

mailto:enquiries@bwaf.net
mailto:enquiries@bwaf.net
mailto:enquiries@bwaf.net
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FORMAL PROCEDURE  

 

3. THE THIRD STEP  
 

In exceptional circumstances, a parent/carer may feel that his/her complaint has 

not be resolved through the above stages, in which case he/she may wish to 

pursue the matter further and more formally.  Unless the complaint is about the 

conduct of the Executive Headteacher, a written complaint to the Head of 

Academy should be made.  If the complaint is about the Head of Academy then a 

written complaint to the Executive Headteacher should be made.  A written 

response will be sent within 5 working days. 

 

 

4. TAKING MATTERS FURTHER 
 

If a complaint is about the conduct of the Executive Headteacher, or if the 

complainant is dissatisfied with the Head of Academy’s response to the formal 

complaint letter, the Local Governing Body should be contacted.  If a 

complainant is dissatisfied with the Executive Headteacher’s response to a 

complaint about the Head of Academy, the Local Governing Body should be 

contacted. 

 

Written details of the complaint should be sent to the Clerk to the Local 

Governing Body, at the academy address marked ‘Private and Confidential’.  If, 

for some reason the complainant feels unable to do so, they should contact the 

Clerk via the academy by telephone 01205 311979. The Clerk will help to 

produce a typewritten statement for the complainant to sign. The Clerk will 

ensure that the complaint process is started as soon as practicable.   

 

If a complaint is regarding the Academy, that Governors have not followed 

policies or procedures properly, or at all, then The Schools Complaints Team, 

not the Governors should be contacted.  However, unless the complaint is about 

the Governors, the complaint will have to be considered firstly by the Local 

Governing Body of the academy. 

 

The Local Governing Body will invite the complainant to attend a hearing before 

a panel of three Governors who form a complaints committee to adjudicate upon 

the complaint.  The Governors on a hearing panel will not have been involved in 

previous consideration of the complaint.  Where a panel is convened one 

member will be independent of the management and running of the academy.  

The Clerk will write within 15 working days to confirm when the panel will be 

held giving 10 working days notice.  Parents will be invited to attend and can be 

accompanied if they wish.  If parents do not wish to attend, the panel will 

continue to meet as planned.   

 

During the panel meeting representations can be made by the complainant, Head 

of Academy or Executive Head, parents and student where relevant.  The 

complaints committee will decide following hearing evidence from all relevant 

parties.  Either the complainant or the Executive Headteacher will be entitled to 

bring a representative with them if they wish.  Either party intending to bring a 
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legal representative would be expected to contact the Clerk to the Governors 

prior to the hearing to notify them of the same. 

 

The complaints committee must take a robust approach and not simply endorse 

the Executive Headteacher’s decision without any consideration of the evidence.  

The complaints committee must have all necessary evidence to make a decision.  

If they are not satisfied and require evidence from either party, they should 

adjourn and request that information.  The complaints committee should only 

make their decision if they are satisfied they have sufficient evidence with which 

to make a final decision. 

 

The decision of the complaints committee should be given to the complainant in 

writing within five working days of the decision outlining findings and 

recommendations, where relevant a copy will be provided to the person 

complained about and made available for inspection on the academy premises by 

the proprietor and Headteacher.  Providing the procedures as laid down in the 

complaints policy are followed there is no right of appeal following the decision.  

The decision letter should outline the nature of the complaint, factors taken into 

consideration and the decision of the complaints committee.  There is therefore 

no need for minutes to be disclosed.  

 

The structure of such a meeting should be flexible.  However, it is anticipated it 

would follow a similar process to exclusion or admission appeals.  The 

complaint would be put to the complaints committee who would then have the 

opportunity to ask any questions, as would the Executive Headteacher.  The 

complaint would then be responded to by the Executive Headteacher with 

questions being permitted by the complainant and the committee.  Each party 

would then summarise their position.  Both parties would then withdraw to allow 

the committee to make their decision in private.  A written decision letter should 

be forwarded to the complainant and Headteacher within 5 working days of that 

decision being made.   

  

 If the complainant following a hearing does not believe that the matter has been 

resolved satisfactorily by the Local Governing Body, or that Governors have not 

followed policies or procedures properly a complaint can be made to the Schools 

Complaints Team, this will be referred to the Education Funding Agency.  The 

complaint must be made in writing either by post to: 

 

 School Complaints Team 

Department for Education 

Castle View House 

East Lane 

 Runcorn 

WA7 2GJ 

 

Or by using the Department for Education’s online School Complaints Form 

https://www.gov.uk/complain-about-school    

 

Written records will be kept of all complaints, indicating whether they were resolved at 

the preliminary stage, when a complaint is submitted in writing or whether they proceed 

https://www.gov.uk/complain-about-school
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to a panel hearing. 

 

Correspondence, statements and records of complaints are to be kept confidential.  

Please note that this does not apply to the requirement of the academy to provide parents 

and other interested parties with information about the number of complaints registered 

under the formal procedure during the preceding year, nor to inspectors conducting 

inspection under section 162A of the Education Act 2002, or to the Secretary of State, 

should they ask for access to such records.  

 

It is important that the complaint and the investigation papers are not attached to 

the pupil’s file.  They should be filed by the Clerk to the Governors in the Local 

Governing Body filing system. 

 

 Clerk to the Local Governing Body 

 Haven High Academy, Marian Road, Boston, PE21 9HB Tel: 01205 311979 

  


