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Scope: 

This policy applies to: 
 

• The Senior School 
 
Person responsible: Mrs Sarah Harris 
Contact details of person responsible: s.harris@bla.gdst.net 
Identified Governor: N/A 
Reviewed by and frequency: Annually by Assistant Head (Pastoral) 
Date of last review: September 2026 
Date of next review: September 2027 

 
 
This school does not use corporal punishment. 
Guidance is given to all staff on the circumstances in which physical intervention is allowable. See 
Restraint Policy. 
 

RELATED POLICIES 
 

• Blackheath High School Anti-Bullying and Unkindness Policy 
• Blackheath High School Equal Opportunities Policy 
• Blackheath High School GDST Exclusions Policy 
• Blackheath High School GDST Inclusion Policy 
• Blackheath High School GDST Drugs Policy 
• Blackheath High School Homework Policy 
• Blackheath High School Non-Examined Assessment Policy 
• Blackheath High School Acceptable Use Agreements 
• Blackheath High School Safeguarding Policy and GDST Safeguarding Procedures 
• Blackheath High School Drugs and Alcohol Policy 
• Blackheath High School GDST Online Safety Policy 

 

LEGAL REFERENCES/ GUIDANCE FRAMEWORK: 
 

• Behaviour in Schools: advice for headteachers and school staff (July 2022) 
• Keeping Children Safe in Education (September 2025) 
• Mental health and behaviour in schools (November 2018) 
• Searching, screening and confiscation: advice for schools (July 2022) 
• Use of reasonable force; advice for head teachers, staff, and governing bodies (July 2013) 
• Independent Schools Standards Regulations 2014 
• Equality Act 2010 and SEND Code of Practice (January 2015) 
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Aims: 
The purpose of this policy is to ensure that everyone in the school can work in an atmosphere conducive 
to learning and good social development, in an atmosphere founded on kindness, honesty and co-
operation. It outlines how the school recognises and celebrates student achievement, effort, behaviour, 
and the development of PowerSkills, ensuring consistency across the whole school. Furthermore, to 
ensure the school’s values are the golden thread running through daily practice. 
 
This policy aims to: 
 

• Promote good behaviour, self-discipline, and respect (for self, others, and the environment) 
• Set out the school’s expectations in relation to behaviour and regulate the conduct of pupils 
• Outline the rewards for appropriate behaviour and sanctions applied for misbehaviour 
• Prevent bullying, including cyberbullying, prejudice-based and discriminatory bullying (in 

conjunction with the Anti-Bullying Policy) 
• Set out the framework of pastoral support in which the policy operates, principles for 

communication with parents, and the legal background to specific procedures 
  
 
This policy is applicable to behaviour in school and outside school, for example on buses or social 
networking sites, where the school’s and girl’s reputation may be tarnished by poor behaviour. This 
policy works in tandem with the Anti-Bullying and Unkindness Policy to prevent bullying, 
cyberbullying, prejudice-based and discriminatory bullying, or child-on-child abuse. 

 

Duties Under the Equalities Act (2010) 
 
According to its duties under the Equality Act 2010, the Senior School makes reasonable adjustments to 
the parameters laid out in its Behaviour Policy for students with SEND requirements. 
 
Everybody in school adheres to the following: 

• Treat others with respect, consideration, and good manners 
• Help prevent all forms of bullying 
• Behave helpfully and responsibly 
• Respect the right of others to hold their beliefs and opinions 
• Behave with the health and safety of others in mind 
• Treat other people’s property with care and respect 
• Treat the school environment (grounds, buildings, and materials) with care and respect 
• Keep to the school uniform code 
• Allow others to learn and teachers to teach 
• Adhere to other relevant codes, such as the ICT Code of Conduct, Anti-Bullying and Unkindness 

Policy and the Blackheath High School Drugs and Alcohol Policy 
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Introduction 
Behaviour Principles 
At Blackheath High School we aim to provide a broad, challenging, and inclusive education, in a secure 
and happy environment where all members of the community feel valued and respected and where 
effective teaching and learning can take place. High standards of behaviour are central to this and are 
guided by our school values, developed with the School Council, and based on respect, courtesy, and 
care for others and the environment. 
 
All staff share responsibility for maintaining positive behaviour, modelling the courtesy we expect from 
students, and applying expectations consistently. Behaviour management is integral to teaching and 
learning, supported by clear guidance, recognition of positive behaviour, and constructive interventions 
when needed. 
 
The school prioritises positive strategies to promote cooperation, respect, and shared responsibility, 
while firmly addressing the rare instances of disruption. Staff deal with issues directly, with support 
available from departmental, pastoral, and senior leaders. Behaviour concerns are also considered 
alongside safeguarding responsibilities, recognising that challenging behaviour may indicate an 
underlying need or abuse, and are addressed in line with safeguarding policies and procedures. 
 

Roles and Responsibilities 
The Head has overall responsibility for the behaviour policy, setting expected standards, school rules, 
and disciplinary sanctions. Supported by the Senior Leadership Team (SLT), the Head promotes a 
consistent culture of respect and upholds staff authority to manage behaviour effectively across the 
school. Day-to-day responsibility for behaviour management lies with Assistant Head (Pastoral). 
 
All staff share responsibility for maintaining a safe, welcoming environment focused on teaching and 
learning. They are expected to uphold school standards, recognise and reward positive behaviour, 
intervene early where concerns arise, take initial responsibility for managing misbehaviour, and apply 
sanctions fairly, consistently, and proportionately, while considering individual circumstances. Staff also 
work in partnership with parents and guardians to support positive behaviour. 
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EXPECTATIONS 

School values 
The SPIRIT values sit at the heart of our school’s behaviour expectations, guiding all members of the 
community. Through SPIRIT, we support students in making positive choices, reflecting on their actions 
and contributing to a safe, purposeful and inclusive environment where everyone can succeed and 
thrive. 

 
S - Strength 
P - Perseverance 
I - Inclusion 
R - Respect 
I - Integrity 
T - Togetherness 
 
These principles are consistent and underpin our Blackheath High School Code of Conduct (see appendix 
1) 

Positive reinforcement and rewards 
We pride ourselves on a rewards system that acknowledges and celebrates the achievement and 
successes of all our students. Across the school, staff consistently practise a rewards system that 
provides our students with opportunities to be recognised and praised for their academic achievements, 
approach to learning, progress, contributions to the school community and behaviour.  
 
Positive feedback is an important aspect of everyday interactions and conversations between teachers 
and students. This might then be shared with parents via Involve, email or telephone as appropriate. 
This may also take the form of a written postcard home.  
 

1. Criteria for Rewards 
 

Students are rewarded in recognition of personal achievement as listed below. This list is not 
exhaustive:  

• Academic attainment  
• Progress, especially when related to approach to learning  
• Contribution to co-curricular activities including Sport, Music and Drama  
• Representing the school in competitions and events  
• Contribution to the school’s ethos and values   
• Contribution to serving the school’s community e.g. peer mentoring, delivering   

assemblies  
  

2. House Rewards  
 
Our House System includes four Houses (Meridian, Morden, Paragon, Vanbrugh). Students can achieve 
House Points in recognition of achievement. Staff award House Points via the Involve and parents are 
alerted via Involve if their daughter has received a House Point.  
 
The school uses a range of rewards and positive reinforcement strategies including: 

• Praise 
• Written comment on work/in book 
• House points 
• Certificates/postcards 
• Mention in Assemblies 
• Motivational rewards/prizes 
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• Special awards at Achievement Assemblies and Prizegiving 
 

By these means the school seeks to motivate pupils, create a positive learning environment, raise pupil 
self-esteem, and provide systems which can be used by all staff to contribute to raised levels of 
achievement. 
 
The House Cup is awarded to the winning House at the end of each term during final assembly. As a 
reward, the winning House will have a ‘Special House’ breakfast each term, following the announcement 
in the final assembly of the term. 
 
During Form time, tutors share a presentation recognising which students are that week’s high scorers. 
 
When a student achieves an award level, a certificate of achievement is awarded in the celebration 
assembly at the end of term. Individual student achievement is recognised as follows: 
 
Number of House Points  Award Level  
15 Bronze  
45 Silver  
75 Gold  
110 Platinum  

 
The Lifetime Achievement Award is one of the school's most prestigious recognitions. It is awarded to 
students who progress through Years 7 to 11 without receiving any behaviour points, consistently 
demonstrating exemplary conduct, self-discipline, and commitment to our school expectations 
throughout their entire secondary school journey. 
 
The SPIRIT Award recognises a truly exceptional and outstanding demonstration of our school values. 
Reserved for rare and remarkable achievements, this award sits above a Level 4 reward and is given to 
students whose actions embody the very best of our school community. SPIRIT Awards celebrate those 
who go significantly beyond expectations and serve as an inspiration to others. 
 
See appendix 2 and as illustrative example of how our school SPIRIT values directly link to our school 
house point system. 

Behaviour in lessons  
All students are expected to display behaviour which shows a respect for their own learning and the 
learning of others. This includes arriving for lessons (and registrations and assemblies) on time, equipped 
for learning. In class students are expected to demonstrate positive learning attitudes and to allow 
others to learn free from disruption. In line with the school’s belief in positive reinforcement, students 
who display positive learning behaviour should receive praise and recognition.  
 
At Blackheath High School as we place a strong emphasis on positive behaviour and self-discipline. When 
consequences are required following disappointing behaviour, our approach is fair, proportionate and 
focused on learning and improvement. Any inappropriate behaviour is addressed in line with the school’s 
consequence framework. 
 
Poor learning behaviour may include a lack of effort, incomplete or missing work, failure to complete 
homework, off-task behaviour that disrupts the learning of others, or a lack of co-operation. While we 
recognise that understanding the consequences of actions is an important life skill, every sanction or 
consequence is carefully paired with appropriate support to help students reflect, improve and succeed. 
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Behaviour relating to SEND 
In conjunction with the SENDCo, staff should consider whether continuing disruptive behaviour might be 
the result of unmet educational or other needs, and whether any multi-agency assessment should be 
appropriate. In considering whether a sanction is appropriate, regard should be had to any SEND of the 
student. In relation to disabilities, staff must be aware of their duty to make reasonable adjustments, 
including pre-warning students. 
 
The school accepts that for a wide variety of reasons (such as having a special educational need, disability, 
or mental health issue) some pupils require additional support in order to learn and display positive learning 
behaviour. For these pupils the school will draw on a range of interventions in order to support and re-
track behaviour. Strategies include consideration of curriculum need, additional learning support, 
additional internal provision, placement on a behaviour or pastoral support programme, and use of external 
expertise. 
 

Uniform and behaviour expectations  
Students are expected to behave in a manner which demonstrates respect for themselves and others 
both in and out of the classroom. This applies to use of language, to the way in which they act and 
behave and to the manner in which they respond to each other, all of which should demonstrate courtesy 
and consideration. This includes towards fellow students, staff, parents, governors, and visitors.  
 
Positive behaviour includes setting high standards by wearing the correct uniform and moving around the 
school in a manner which is orderly and respects the health and safety of others. Expectations regarding 
uniform and orderly conduct are reinforced in assemblies and by targeted work in the school. The school 
reserves the right to correct inappropriate uniform or incorrect items of uniform by contacting parents or 
by sending older students home to change. 
 
See uniform guide: https://www.blackheathhighschool.gdst.net/wp-content/uploads/2025/10/Senior-
School-Uniform-Guide-2025-web.pdf 
 

Behaviour outside the school and online 
Students who breach the school’s Behaviour Policy whilst on school business such as trips and journeys, 
sports fixtures, clubs, or a work-experience placement will be dealt with in the same manner as if the 
incident had taken place at the school.  
 
For incidents that take place outside the school and not on school business, this policy will still have 
effect if there is a clear link between that behaviour and maintaining good behaviour and discipline 
among the pupil body as a whole. This includes bullying behaviour within the school community (e.g. 
pupil to pupil/pupil to staff outside the school), behaviour in the immediate vicinity of the school or on a 
journey to or from the school, or at any time online. Other relevant factors include whether the student 
is wearing school uniform or is in some other way identifiable as a student at the school and whether the 
behaviour could adversely affect the reputation of the school. 
 

Possible Disciplinary Sanctions 
Corporal punishment is against the law and is never used or threatened. 
 
We recognise that the vast majority of students demonstrate positive behaviour and contribute well to 
our learning community. For those who require additional support to meet our expectations, we provide 
a structured and consistent framework of interventions to help every student succeed.  
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The school may use one or more of the following sanctions in response to unacceptable behaviour:  
• A verbal reprimand  
• Expecting work to be completed at home, or at break or lunchtime  
• Detention at break or lunchtime, or after school  
• Referring the student to a senior member of staff  
• Letters or phone calls home to parents  
• Agreeing a behaviour contract  
• Putting a student ‘on report’  
• Community service  
• Written activity of reflection  
 
Levels of Behaviour Intervention 
Our graduated response ensures tailored support and clear expectations for all students:  
 
• B1 / A1: Low-Level concerns/reminder of expectation. Classroom teachers or form tutors address 
minor behaviour or work-related issues through immediate intervention, guidance, and appropriate 
sanctions.  
 
• B2 / A2: Repeated or serious concerns: Where low-level concerns persist or escalate, the classroom 
teacher can address issues through sanctions. Detentions are set by Heads of Departments and Heads of 
Year. 
 
• B3 / A3: Continuous or Major concerns: Where concerns continue or are deemed to be major, the 
Senior Leadership Team become involved to implement further support strategies and sanctions.  
 
• B4: Serious or persistent concerns: when there is persistent concerns, significant sanctions are required 
including isolation, in accordance with statutory guidance. In cases of extremely serious concerns, the 
Headteacher may consider further action, including the possibility of permanent exclusion, in 
accordance with statutory guidance. 
 
The table below serves as an illustration escalation of our graduated approach. Serious disciplinary 
incidents and sanctions (level 3 and 4) must be recorded in the serious sanctions log necessary. 
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Level 1  Half Term Escalation  
Low level breach of code of 

conduct  
  

Reminder of expectation  
 
  

4 x B1 = B2 HOY  
4 x A1 (per subject) = A2 HOD  

  
Contact Home  

  

 
Level 2  Half Term Escalation  

Repeated OR breach of code of 
conduct  

Reflective Workshop  
  

2 x B2 = pastoral SP  
2 x W2 = Subject SP  

  
Parental Meeting  

  

 
Level 2a  Half Term Escalation  

Repeated OR breach of code of 
conduct  

Pastoral/Academic Support Plan  
  

Unsuccessful Support Plan = 
B3/W3  

  

 
Level 3  Half Term Escalation  

Major or continued breach of code 
of conduct  

 
Reintegration support plan  

  

Continued or worsening 
behaviour = Intervention by 

Head  

 
Level 4    

  
Persistent or serious breach of 

code of conduct  

 
Reintegration support  

  

  

 
 
This table gives exemplars only and is not an exhaustive list.  The severity of the behaviour incident will 
dictate the appropriate consequence. As a guide, more serious incidents (for example rudeness to a 
member of staff), or multiple less serious incidents (for example silly behaviour in lessons) will escalate 
the consequences to involve communication with parents and involve Heads of Year, Heads of 
Department or Deputy Heads, depending on the nature of the behaviour. 
 
Most incidents, unless of a serious nature, are dealt with by the class teacher/tutor or the member of 
staff witnessing the poor behaviour in the first instance using a variety of positive strategies. If staff 
believe that the behaviour might be linked to a student suffering, or being likely to suffer, significant 
harm safeguarding procedures will be applied as appropriate. 
 
Not all types of behaviour can be listed within this document; the school reserves the right to apply a 
sanction that is appropriate, proportionate and consistent with the principles of the behaviour 
policy. 
 
Accountability and Support 
At Blackheath High School, poor behaviour results in a consequence. Consequences are used to secure 
accountability, help students reflect on their choices, and maintain a safe, positive learning environment 
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for all. We believe that students should take responsibility for their actions and understand the impact 
their behaviour/actions has on themselves and others. 
 
However, consequences are always balanced with appropriate support. Alongside sanctions, staff work 
with students to identify underlying causes, repair relationships, develop positive behaviours, and 
achieve future success. Our approach is rooted in the belief that accountability and support go hand in 
hand, ensuring that every student is given the opportunity to learn from mistakes and make positive 
changes. 

Detentions 

Detentions are set by Heads of Department, Heads of Year or SLT. Keeping a student in during 
break/period 4a to catch up work is not classified as a detention. Department detentions for work 
related infringements are set by Heads of Department and should be recorded on Involve and parents 
contacted. 
 
Parents will be informed if their daughter has a 4a, after-school (or a Saturday) detention. After school 
and Saturday detentions are recorded on the serious sanctions log. If the detention is happening after 
school on the same day, then parents should be alerted to this by telephone, and an email confirmation 
should be sent. 
 
After school detentions are recorded and sat after school on a weekday. 
 

Malicious accusations against school staff  
The school recognises that there may be occasions when a student justifiably needs to raise issues about 
the actions of a member of staff and has procedures for dealing with such concerns.  
 
However, where the allegation is clearly one of malicious intent or fabrication, the school will give due 
regard to the most appropriate disciplinary sanction to be taken which may include temporary or 
permanent exclusion, as well as referral to the police if there are grounds for believing a criminal 
offence may have been committed.  
 
The school will also take seriously inappropriate use of technologies including mobile and social 
networking sites which are targeted at members of staff. 

Partnership with Parents  
The school believes strongly in the power of working in close co-operation with parents and of the rights 
and desirability of parents being actively involved in the education of their child. The school will 
therefore seek to involve parents/guardians actively on behaviour issues. Approaches will include: 

• Phone calls 
• Meetings 
• Early involvement 
• Letters 
• Supporting students on report/Personal Action Plans 
• Home-School Agreement 
• Invitations to agency meetings 
• Follow up and routine communication 

 
Parents/guardians are welcome to approach the school for informal or formal discussions about their 
daughter. See appendix for appropriate communication flow. 
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Pastoral Support Framework: Monitoring, Support, and Intervention 
Through the pastoral support and guidance systems the school has staff (Tutors and Heads of Year) whose 
role is to support student welfare and well-being. This includes helping to make explicit the school’s 
expectations, reinforcing positive learning attitudes, applying disciplinary sanctions, and monitoring 
behaviour that gives rise to concern. 
 

The school accepts that for a wide variety of reasons (such as having a special educational need, 
disability, or mental health issue) some students require additional support in order to learn and display 
positive learning behaviour. For these students, the school will draw upon a range of interventions in 
order to support and re-track behaviour. Strategies include consideration of curriculum need, additional 
learning support, additional internal provision, placement on a behaviour or pastoral programme, and 
use of external expertise.  

Screening, Searching and Confiscation 
The school acknowledges its duties under the applicable education legislation and guidance in respect of 
screening and searching students and confiscating items. The Head, or any member of staff authorised by 
the Head, may search a pupil or their possessions for any item with consent, and for any prohibited item 
or item banned by the school without consent.   
 
The list of prohibited items is: 
 

• Knives and weapons (including razor blades and replicas) 
• Alcohol 
• Illegal drugs 
• Stolen items 
• Tobacco and cigarette papers 
• Fireworks 
• Pornographic images 
• Any article a member of staff reasonably suspects has been, or is likely to be used to commit and 

offence or to cause personal injury to, or damage to the property of, any other pupil or person 
 
The list of items banned by school is: 

• e-cigarettes and vapes 
 
This process will follow the recommended DfE (Department for Education) procedures with due 
consideration for the safety and welfare of all pupils and staff involved. The DSL (Designated Safeguarding 
Leads) will be informed without delay if a search reveals a safeguarding risk. In certain circumstances the 
police may be involved.  
  
Any search for a prohibited or banned item will be recorded on CPOMS and parents will be informed. 
  
As a general rule, school staff can seize any prohibited or banned item found as a result of a search, and 
any item however found which they consider to pose a risk to staff or pupils or to be evidence in relation 
to an offence. Items may be confiscated, retained, handed to the police or disposed of as a disciplinary 
penalty, when it is reasonable to do so.  

Staff Support and Development  
Staff are supported in their implementation of the Behaviour Policy through the guidance and leadership 
of the Assistant Head (Pastoral), Deputy Head (Wellbeing) and the Pastoral Leadership Team, regular 
pastoral meetings and periodic staff training. 
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The Use of Reasonable Force 
The school acknowledges its duties and responsibilities under the 2006 Education and Inspections Act in 
which all staff members have a power to use reasonable force to prevent students committing a criminal 
offence, injuring themselves or others, or damaging property and to maintain good order and discipline 
among students. 
 

In any case where a member of staff has recourse to use reasonable force, the incident will be recorded 
on CPOMS and the Deputy Head (Wellbeing) and Head will be alerted and parents will be informed as 
soon as reasonably practical thereafter, save where there may be a safeguarding reason not to do so. 
 

Use of Yondr/Mobile Phones and iPads in School 
In line with current government guidance, the school does not permit the use of mobile phones or smart 
devices during the school day, and any unauthorised possession or use will be addressed in accordance 
with the behaviour policy and may result in confiscation and appropriate sanctions. Sixth form should only 
use mobile phones in identified designated areas. 
 
Mobile phones are not to be used during school. Every student is assigned a personal Yondr Pouch. 
While the Yondr Pouch is considered school property, it is each student’s responsibility to bring their 
Pouch with them to school every day and keep it in good working condition.  
 
At the end of the day, students will open their Pouch, remove their phone and smart watch (where 
applicable), close their Pouch and put it in their backpack. Students must bring their Pouch to school 
with them each day.  
 
If a student forgets their Yondr pouch, their phone and smart watch will be handed in to the school 
reception and will be available for collection from 4pm. 
 
Students arriving to school late or leaving early will pouch/unpouch their phones in the main office. 
 
In case of illness students should not contact their parents directly but should go to the school office and 
parents will then be contacted if it is decided that students are too unwell to remain in school iPads should 
only be used outside lessons as a learning device in the Gadesden Library or in specific classrooms 
announced at the beginning of each year. They should not be used in the locker room under any 
circumstances.  
 
All students must follow this process every day without exception. Any breach will lead to confiscation of 
the mobile phone or iPad. The Acceptable Use Policy must be followed both in school and outside school.  
 
See appendix 3 for daily Yondr pouch process 
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APPENDIX 1: CODE OF CONDUCT 
 
STRENGTH 
We support each other and celebrate each other's successes. 
We are resilient and take responsibility for our actions and 
learning. 
 
PERSEVERANCE 
We persevere when things are difficult  
We embrace challenges with a positive mindset. 
 
INCLUSION 
We are kind, polite, courteous, patient, and approachable to 
everyone, in person and online. 
We make sure no one feels left out and take care to include 
everyone.  
We know that any form of bullying is unacceptable. 
 
RESPECT 
We treat others the way we would like to be treated.  
We respect differences between people, including their beliefs, opinions, and backgrounds. 
We respect other people’s property, possessions, and the environment we work in. 
We are honest and truthful, while being mindful not to hurt others’ feelings. 
 
INTEGRITY 
We complete our work to the best of our ability and stay focused in lessons. 
We do all we can to be prepared and organised for every school day and will seek support if we need 
help with this. 
We follow the IT Acceptable User Agreement policy and keep our phones switched off and stored away 
during the school day. 
We abide by our school behaviour policy. 
We do not disrupt learning and avoid distracting others in lessons. 
 
TOGETHERNESS 
We create a positive impression of our school in the wider community. 
We follow the school’s uniform and dress code with pride. 
We cooperate with each other and resolve disagreements through discussion. 
We are upstanders in our community, standing up for what is right. 
We offer help to those who need it and value teamwork. 
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APPENDIX 2 : REWARDS LADDER 
 
The examples in each level are intended as a guide only, and there are many other achievements that 
could also fit within each category. 
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APPENDIX 3: YONDR POUCH DAILY PROCESS 
 
Daily Process 
All students must follow this process every day without exception: 
 
On Arrival to School 

o Switch off your mobile phone completely. 
o Open your Yondr Pouch by tapping it against the unlocking base outside the front of the 
school. 
o Place your mobile phone and smart watch inside the pouch. 
o Secure (lock) the pouch in front of a member of staff (during morning club or registration). 
o Store the locked pouch in your bag/locker for the entire school day. 

 
At the End of the School Day 

o Unlock your pouch by tapping it against an unlocking base (front of school or sports field). 
o Remove your phone. 
o Close the pouch and place it back in your bag. 

 
Late Arrival / Early Departure 

o Students arriving late or leaving early must lock or unlock their pouch in the main 
office only, under staff supervision. 
o If student is going offsite for Games, students will need to return to school to collect. 
They will not be able to unlock their phones prior to departure. 

 
Sanctions for Breaches 
If a student is found with a phone, smart watch or misuses their device: 

o Immediate confiscation 
o Referral to Head of Year 
o Form Tutor to contact home 
o Further sanctions applied in line with the Behaviour Policy (if applicable) 
o Escalation for repeat offences 

 
Communication with Parents 

o Students must not contact parents directly during the school day. 
o If unwell or concerned, students must report to the school office. 
o The school will contact parents if necessary.



 

 
 
 

 

APPENDIX 4 – COMMUNICATION FLOW 
 

Nature of Problem Who to contact 

Absence due to illness v School office on first day via email to: absence@bla.gdst.net 
§ Head of Year for long-term illness / health issues 

Minor information issues v School office  
§ Form tutor 

Day to day issues, lost 
property, rules, uniform, 
friendships 

v Form Tutor 
§ Head of Year  

Taking pupils out of 
school 

v Head of Year (for up to one day of absence)  
§ Deputy Head (Wellbeing) – if more than a whole day 

§ Head – for other extenuating circumstances 

Issues with progress in a 
subject area 

v Subject teacher 
§ Head of Department 

§ Deputy Head (Academic) 

Issues with a trip or 
activity (including sports’ 
fixtures) 
 

v Teacher running the activity / teacher i/c sports team 
§ Head of relevant co-curricular department (e.g. Director of Sport, Trip Organiser etc.) 

§ Assistant Head (Learning and Enrichment) 

Emotional issues  
(including bullying) 

v Tutor 
§ Head of Year 

§ Head of PSHE + Wellbeing  



 

 
 
 

Financial issues (including 
fees) 

v Director of Finance and Operations 

University questions v Higher Education Lead 
§     Head of Sixth Form 

Queries about a tutor 
group or pastoral care 

v Tutor in the first instance, if appropriate. 
§ Head of Year 

§ Assistant Head (Pastoral) 

Issues with the policies or 
practices of a 
Department 

v Head of Department in the first instance, if appropriate. 
§ Head of Faculty 
§ Deputy Head Academic 

Complaints  v To tutor or teacher concerned 
§ Their Head of Department or Head of Year 
§ The relevant Academic or Pastoral Deputy head 
§ Head 
§ GDST 

 


