Memo

To: All Science Staff
From: MJO, TW, AMF

Cc: FJ, JAW, GDH, SH, CPH

Re: Reminders about Procedures in Science

After a number of recent complaints about staff by-passing departmental procedures we would like to remind everyone:

· All staff must use the C1, C2 and C3 system routinely and consistently during lessons.  This is whole school policy

· If you do send a pupil to work in another lesson (all or part of it) then it is your responsibility to fill in the slip to indicate work to be completed and where the pupil should return to at the end of the lesson.
· Pupils must be sent with plenty of meaningful work to do – some have recently been disrupting the 6th form lessons to which they have been sent.

· If a pupil does something serious enough / is persistent enough to be sent out of your lesson then a 15 minute detention at break / after school or lunchtime MUST be set.  If you have difficulty because of travelling then see HoD/KS Coord to assist.  
· Please also use the report slips to inform FT and HoY about what has happened and what you have done about it.  It would also be helpful to copy the report for HoD to keep them informed of the situation

THIS IS THE STAGE CURRENTLY BEING BYPASSED

· If you are having problems with the same pupil(s) over a period of time then you could put them on science report.  Copies of which should go to HoY / HoD.  At this point they should also be put in the weekly departmental detention.  This is also the time when, if you have not already done so, contact should be made with parents – either by letter or telephone.  

· If a student is excluded from your lesson and this has been pre-arranged, please ensure the pupil knows why this has happened and how their behaviour/attitude has to change upon their return.
· Only in exceptional circumstances should a pupil be removed from more than 1 science lesson.  
· There are a number of standard letter / report proformas available for use in Physics prep room.  

· There is also a list of rooms / timetable of where students can be sent to work.  Please consult the list as it is not always room 46.  Please look on the blog if you have lost your copy.

· Students need to be escorted to another area, either by a lab technician or science teacher. 

(There have been instances where students just go to a room of their own choice, and then disrupt lessons. Worse still, they just wander around the school. Totally unacceptable. We need to know exactly where every student is, at any time. That is part of our responsibility) 

· It is paramount that the HoD or KS Coordinator is informed of the event, and provided with a written report (or copy of report sent to HOY))

· For persistent offences/bad behaviour it is essential that teacher discusses the short and long term strategies with the HoD or KS Coordinator. (Long term strategy should not be removal from all your lessons)

· Parents must be informed of poor behaviour.  We have standard proformas for this. They must be made aware there is a return to lessons 'contract' sheet to be completed and signed. The HoD will also contact parents by phone whenever necessary, after contacting the HoY. 

· The HoD and KS Coordinators will provide appropriate support to allow teaching to continue without disruption. However, it is the responsibility of the individual teacher to keep them informed, complete the required paperwork, and provide suitable and relevant work for students whenever they are removed from lessons. 

· For extended and continuous disruption, appointments will be made for the HoD/KS Coordinator and class teacher to meet with parents. 
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