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INTRODUCTION 
 

 

AIM:  
To attain an atmosphere within the College that promotes learning and teaching, this being 
achieved by individuals developing a sense of responsibility, self-discipline, empathy and respect 
for others, irrespective of their race, ethnicity, gender, sexuality, or physical or mental ability.  
 
At the College we recognise that praise, encouragement and realistic targets are the key 
motivators to students’ success, but that at times sanctions will be necessary if students fail to 
uphold the expected standards. 
 
We firmly believe this is the best form of discipline for College life and future employment. 
 
We also accept that we have a collegiate responsibility for discipline and will endeavour to uphold 
the expected standards at all times. 
 
Communication between home and College is essential in maintaining good discipline. Parents will 
be contacted before a problem becomes a major concern. When parents, students and staff are all 
working towards the same goal a positive partnership will result, enabling us to provide an 
environment in which all the students and staff can attain the highest standards and feel part of a 
safe, happy, thriving College. 
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BEHAVING WITH RESPECT 
 

RESPECT FOR LEARNING 
The college has developed an approach to behaviour in lessons based on the “Ready To Learn” 
policy adopted in many other schools. Our approach recognises that disruptive behaviour must be 
removed from lessons whilst ensuring that we support each child to take their place as a learner. 
 
The aims of Ready to Learn are: 
 

• To create a positive learning environment where no learning time is wasted so that all can 

maximise their potential and minimise disruptive behaviour 

• To ensure staff and students are 100% clear on what is acceptable behaviour at Honiton 

and the consequences of misbehaviour 

• To encourage students to take responsibility for their own actions 

• To enable teachers to deliver engaging and creative lessons to all of the students all of the 

time without concern for behavioural interruptions as barriers 

Always in lessons: 

• Arrive on time 

• Sit where you are asked 

• Be ready to learn (with equipment necessary for the lesson) 

• Listen respectfully when others are talking 

• Keep off-task conversations for social times 

• Avoid negative comments about your tasks and learning 

• Work in silence when an adult asks you to 

• Make an appropriate attempt at all tasks you are asked to complete 

• Stay in your seat 

• Do not look at or use your mobile phone 

• Treat others with respect, including when speaking to them 

• Behave well at all times by not causing distractions 
 
If a student does not adhere to the Ready to Learn expectations, a teacher will tell them that they 
have a “warning”, they will be given a C1 and their name will be written on the board in the Ready 
to Learn section. 
 
If a student does this for a second time, they will be sent to Isolation for the remainder of the 
lesson and for the following four lessons. 
 
RTL Communication Passports 
Some of our students will require a more personalised approach in order that we can apply the 
RTL system fairly and consistently. This approach is documented in the “Communication 
Passports” and staff are expected to follow the steps outlined. Parents/Carers will be informed of 
the issuing of “Communication Passports” via a letter and will be consulted about the 
appropriateness of its’ use. 
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RESPECT FOR OTHERS 
• Treat people with respect and politeness. 

• Look after each other and report any problems to a teacher. 

• Be welcoming and friendly. 

• Accept responsibility for your own behaviour. 

• Do not get into a confrontation or argument with your teacher. 

• If you have any concerns talk to your teacher at the end of the lesson. 
 

RESPECT FOR OUR ENVIRONMENT 
• Stay on the campus and move about calmly 

• Respect and look after books, equipment, rooms and the campus in general. 

• Use the litter bins and pick up any litter you come across. 
 
Social Time – “Red Card” 

• If a student does one of the things below, an adult will tell them that they have a “Red 

Card”, and that they must serve a 30 minute detention at the start of lunch.  

• Inappropriate language, behaviour or attitude 

• Shouting indoors 

• Running indoors 

• Pushing/shoving in a dangerous manner 

• Dropping litter/throwing food 

• Looking at or using a mobile phone  

 
• If they receive a “Red Card” during the last 20 minutes of lunchtime they will be asked to 

attend an additional detention at lunch the following day. 

• If a student is using their mobile phone, this will be confiscated and then returned to the 

student at 3pm the same day. 

 

PRAISE AND CONSEQUENCES 
 
PRAISE 
We believe that recognising student achievement at all levels and in all aspects of student life is 
very important. Formal and informal recognition supports student motivation and encourages high 
levels of commitment and the willingness to take risks in learning.  

 
AT KEY STAGE 3 and 4 
 30 Praise Points =   Bronze certificate  

70 Praise Points     =   Silver Certificate  
100 Praise Points     =   Gold Certificate  
150 Praise Points          =  Platinum Certificate 
  
(All students begin at zero at the start of every academic year) 
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Students can be invited to our “Celebration Breakfast” held each term. This process awards the 
top students in each year group based on their teachers’ assessments of their approach to 
learning in lessons. All students, regardless of academic ability, are eligible for this reward. 

Students can also be nominated for a ‘Town Council Award’. A member of staff nominates 
students who have made an exceptional contribution or achievement in a subject or the life of the 
College. If successful the student attends a ceremony with the Town Council and is awarded a 
voucher by the Mayor. 

The Awards Evenings highlight particular student success at each Key Stage: 
 

• For academic excellence, both in subject areas and overall exam success 

• Exemplary progress in subject areas 

• Supporting College life and commitment to our values (Respect for Learning, Respect for Each 
Other, Respect for the Environment) 

CONSEQUENCES: 

The majority of students are well behaved, and a credit to the College and their parents. 
Sometimes however, a student’s behaviour or work commitment can fall below the expected 
standard or rate of progress. Depending upon the circumstances staff response could be: 
 

• Verbal reprimand along with guidance on positive behaviour 

• Instruction to re-do work if appropriate 

• Issue of a Concern Point 

• Sent out of a lesson to the Ready to Learn isolation room 

• Teacher break/lunchtime detention 

• College detention (held on Wednesday nights for one hour, supervised by College staff) 

• Discussion with parents to outline concerns, issues and agree appropriate intervention action 

• Day/s in isolation 

• Fixed term Exclusion from College (one to five days) 

• Permanent Exclusion from College 
 

MULTI AGENCY APPROACH: 

In following the DfE guidance that “behaviour is an unmet need” we will endeavour to support and 
challenge our students in order that we can enable them to take their place as a learner. 
Occasionally, this support will require a coordinated multi-agency approach which the College will 
access through the “Right For Children” Early Help framework. 
 
Where it is felt appropriate the College may call on the support of any of the following internal 
and external agencies. 
 

Agency 

Student Support  

College Nurse 

Careers Advisor 

Youth Intervention Team Worker 

Family Intervention Team Worker 

Education Welfare Officer 

Educational Psychologist 
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Children and Adolescent Mental Health Service (CAMHS) 

Youth Offending Team 

Youth - Substance Misuse, Advice, Recovery, Treatment 
(Y-SMART) 

Stop Abuse for Everyone (SAFE) 

Multi-Agency Safeguarding Hub (MASH) 

 
Where ever possible/appropriate we will liaise between these agencies and home.  
 
The College is proud of its students and very few exclusions are necessary. However, the prime 
function of the College is the education of its students. Student behaviour that prevents teachers 
teaching and students learning is serious and an appropriate response will be made. 

 

The listing of the College sanctions does not suggest that a series of responses will be made. A 
serious breach of discipline could be met with lengthy Fixed Term Exclusion or Permanent 
Exclusion from the College. 

 

RESPECT FOR LEARNING 

Be in uniform 
 

UNIFORM POLICY 
 
We expect all students to wear full uniform as listed below 
and hand the responsibility to them to ensure that this is 
the case. As well as creating a smart impression and sense 
of pride, school uniform plays an important part in helping 
to safeguard the student in college. If, on any occasion, a 
student comes to school wearing incorrect school uniform, 
they should report to their tutor or SWC with a note from 
their parents to explain why. Clear uniform protocols are in 
place and sanctions will be applied for those that do not 
conform. We expect all our parents to be supportive of 
these protocols. 
 

Compulsory Items: 
• Black College blazer with Honiton Community College Academy Trust logo 

• College tie 

• A College black ‘V’ neck jumper with College logo is optional in the colder months. (The blazer 
must still be worn) 

• Plain black full length tailored trousers or college skirt. 

• If belts are worn they should be narrow and plain black with a normal buckle.   

• Plain long sleeved white shirt with a collar (In the summer term a short-sleeved shirt is 
acceptable).  

• Sensible, plain black all over, leather or leather-look school shoes only. They must be low 
heeled. Canvas shoes are not acceptable. 

• Plain black, grey or white socks. 

• Large bag suitable for carrying all equipment (including A4 sized files) and books. A rucksack is 
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advisable, handbags are not permitted. 
 
Hair Styles 

• Hair styles should avoid extremes of fashion. ‘Tram lines’ of any kind; colours other than 
natural hair colours; extreme hairstyles (eg. Mohican cuts) are not acceptable. If you are 
unsure whether a hairstyle is acceptable please contact your Head of Learning or SWC for 
clarification. 

 
Jewellery 

• Earrings should be discreet, stud only, two in total. 

• Necklaces, rings, bracelets, wristbands, facial piercings (including tongue piercings) are not 
permitted 

• A wristwatch may be worn (no smart watches are allowed in exams) 
 
The following are not acceptable uniform: 

• Trousers must not be excessively skinny or baggy and must be worn on the waist (not low 
slung) and full length. Leggings, denim, jean-style, canvas, flare style or corduroy trousers 
are not acceptable. 

• All skirts other than the official college design are not acceptable. The skirt should be knee 
length. 

• Sandals, flip-flops, dolly shoes, high-heeled shoes, knee and ankle boots are not 
acceptable.  

• Logos on belts, buckles, trousers or skirts  

• Fitted shirts 

• Coloured nail varnish and gel/acrylic/false nails 

• Hair styles should avoid extremes of fashion. ‘Tram lines’ of any kind; colours other than 
natural hair colours; extreme hairstyles (eg. Mohican cuts) are not acceptable. If you are 
unsure whether a hairstyle is acceptable please contact your Head of Learning or SWC for 
clarification prior to your appointment. 

 
PE KIT: 
Essential PE kit for all students: 

• Navy and sky blue short-sleeved polo shirt with Honiton community College Academy Trust 
logo 

• Plain navy blue shorts 

• Trainers – not ‘skateboard’ type or plimsolls (non-marking soles) 

• A change of socks for PE either white or long navy and sky blue football socks 
 
Essential PE kit for Year 7 students only: 

• Towel and swimming costume.  These can be any colour, girls must have a one piece 
swimming costume, boys shorts must be above the knee. 

 
Addition/Optional Items (depending on PE curriculum, sport/subject choices): 
For Football and Rugby units: 

• Navy and sky blue rugby/football long-sleeved shirt 

• Long navy and sky blue football socks 

• Shin pads 

• Gum shield 

• Football boots 



Respect for Others      Respect for the Environment        Respect for Learning 

 10 

(Advised to wait and see PE curriculum in September before purchasing) 
 
Order through PROSERVE, collect an order form from the College/download from the PE section 
on the website: 

• Navy tracksuit bottoms with Honiton Community College Academy Trust logo for PE  

• Navy PE hoodie with Honiton Community College Academy Trust logo for PE 

• Navy leggings with Honiton Community College Academy Trust logo for PE  

• Navy base layers with Honiton Community College Academy Trust logo for PE  

• Plain navy skorts are an optional extra for certain sports (see PE staff for more information).  
They can be purchased through PROSERVE 

 
Where can I buy the new uniform? 
The items that are specific to Honiton Community College and bear the College logo are only 
available from: 
 
HONITON SPORTS   or  THOMAS MOORE 
66 High Street      102-104 Fore Street 
Honiton      Exeter 
(01404) 42100      (01392) 255711 
www.honitonsports.co.uk     www.thomasmooretoymaster.co.uk 
 
Other plain items such as trousers, shirts, and PE shorts etc. that comply with our uniform policy 
can be purchased locally from Honiton Sports, or alternatively from the suppliers such as ASDA, 
TESCO, Marks & Spencer etc.  
 

CONSEQUENCES: 
 
Jewellery/clothing excessive to the guidelines that is not in keeping with the College uniform will 
be confiscated until the end of the day. 
 
Repeat wearing of excessive jewellery and/or clothing that is not uniform will result in it being 
confiscated and held until a parent can collect it. 
 
Any student arriving at College who it is felt is inappropriately dressed will be sent to the SWC until 
their parents can be contacted; they will then go home to change into College uniform. 
 

RESPECT FOR LEARNING 
Be present Be punctual 

 

ATTENDANCE AND PUNCTUALITY  
 
We believe that our students should strive to achieve excellent records in both attendance and 
punctuality because in doing so they will; 

• Maximise their ‘learning time’  

• Have the best chance of success in national examinations 

• Prepare themselves for life after College 
Attendance and punctuality is monitored on a daily basis by Heads of Learning and Student 
Wellbeing Coordinators in partnership with the Education Welfare Officer.  
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The table below is adapted from data collated by the Department for Education and illustrates the 
percentage of students that achieved 5 or more A*-C grades in their GCSE’s including English and 
mathematics. Absence is clearly not the only factor affecting a student’s attainment but these 
findings can act as a guide.  
 
 

Number of Students Attendance % Percentage of students that achieved 5 or more 
A*- C Including English & Mathematics 

14,990 100 % 81.7 % 

298,220 100-95 % 73.5 % 

130,850 95-90 %  56.8 % 

46,845 90-85 % 41.0 % 

18,185 85-80 % 28.9 % 

 
Table illustrating information from a DfE study published in 2015   
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/412638/The
_link_between_absence 

 
WHAT TO DO IF YOUR CHILD IS ABSENT FROM COLLEGE: 
 
Please telephone the College, 01404 42283 before 8.30 on every day of absence. 
Absence messages are taken by our Attendance and Inclusions Officer. If you have to leave an 
answerphone message please confirm your child’s full name, tutor group and reasons for absence.  
 
ATTENDANCE: 

• The College target for attendance is 96% 

• Parents are responsible in law for ensuring that children of compulsory school age receive 
full-time education. Failure to do so could result in a fine or prosecution. 

• The College will do everything we can to support the child and family in order to improve 
their attendance and to provide an education. 

• Where there is cause for concern, parents will be contacted by the College. In some cases 
an Education Welfare Officer may also make contact. 

• Parents do not have the right to take children on holiday in term time. Leave of absence 
will only be granted in exceptional circumstances and on an individual case-by-case basis. 

• This must be done in advance and by completing an absence request form (available from 
the student office and College website).  

• If the holiday absence is 5 days or longer and the request has been turned down by the 
College then a penalty notice will be issued.   

 

Unavoidable absence from College will be 
authorised if it is for the following reasons: 
▪ Genuine illness 
▪ Unavoidable medical / dental appointments – AM 

or PM not both (but try to make these after 
school if at all possible) 

▪ Days of religious observance 
▪ Seeing a parent who is on leave from the armed 

Other examples of absence from College 
that will not be authorised: 
 
▪ Any type of shopping 
▪ Looking after siblings or unwell parents 
▪ Minding the house 
▪ Birthdays 
▪ Resting after a late night 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/412638/The_link_between_absence
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/412638/The_link_between_absence
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forces 
▪ External examinations 
▪ When Traveller children go on the road with their 

parents 

▪ Relatives visiting or visiting relatives 
▪ Full days off following Duke of 

Edinburgh/Ten Tors 
 

 
 
COLLEGE’S RESPONSE TO ABSENCE 
 
The Stepped Response to Absence table below has been created in partnership with the 

Educational Welfare Service and is based on similar models in local secondary schools. It has been 

created to apply a consistent and fair response to attendance and supports the College to fulfil its’ 

legal obligations to provide an education for all students.    

Absence due to Illness 

Occurrence College Response 

8 sessions of absence (4 days) recorded over 
two or more spells 

Letter sent highlighting the absences and 
offering any appropriate support 

Further absence due to illness (in most 
cases) 

Letter sent requesting medical evidence (ie 
stamped appointment card) for any 
subsequent absences  

Further absence (without medical evidence) Absence will be recorded as unauthorised 

6 sessions (3 days) of unauthorised absence Formal Meeting with Head of Learning 

10 sessions (5 days) of unauthorised absence Formal legal meeting with Education Welfare 
Officer 

 

Any other Unauthorised absence 

Occurrence College Response 

First Unauthorised absence (for example, an 
absence without explanation from parent) 

Letter with reply slip requesting a reason for 
the absence 

6 sessions (3 days) of unauthorised absence Formal Meeting with Head of Learning 

10 sessions (5 days) of unauthorised absence Formal legal meeting with Education Welfare 
Officer 

 

The College will do its’ utmost to support your child’s attendance in school in order to maximise 

their progress in lessons. We understand that each child is an individual and every instance of 

absence has its’ own context and therefore there will be occasions when our response does not 

reflect exactly the processes outlined above. Please contact your appropriate SWC or Head of 

Learning if you have any concerns about your child’s attendance and we will endeavour to provide 

all the support that we can. 

PUNCTUALITY: Expectation that all students should be on site by 8.30 (first bell) at the latest. 

• All students must be in their Tutor bases between 8.30 and 8.35 and in lesson 5 at 2.00 to 
receive their registration mark.  

• Morning registration will be taken by all tutors at 8.35. If a student arrives after this, they 
will be marked as late on the register.  

• Formal registers close at 8.50 and 2.00.  Any student arriving after this time MUST SIGN IN 
AT THE STUDENT OFFICE.   

• Students who are late for registration 3 times in any term will receive a concern point each 
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time and on the third occasion will also be placed in a “Red Card” lunchtime detention for 
30 minutes on that day. 

• All subsequent late marks for morning or afternoon registration will result in the same 
sanction on every occasion. The College will always call to inform Parents/Carers and 
would not include late marks where a suitable reason has been given (e.g. late bus). 

• All students must arrive promptly at each lesson. Failure to do so may, at the discretion of 
the Teacher, result in the issue of a concern point. 

 

RESPECT FOR LEARNING 
Be prepared 

THE EQUIPMENT STUDENTS’ NEED TO BE READY TO LEARN: 
 
Students will receive a “Ready to Learn” warning and C1 if they fail to bring to lessons: 

• A Pen 

• A learning journal 

• An exercise book for that lesson (if appropriate) 

• A DEAR book 
 
The following equipment will also be useful: 

• Rubber 

• Protractor 

• Compasses 

• Scientific calculator 

• Pencil sharpener 

• Ruler 

• Glue Stick 

• Bag for books etc.              

• Pencil case        

• Pen (Black)        

• Pencil     

• Coloured pencils       

• Aprons                                

• College P.E. Kit                    

• Reading book       

• Lightweight headphones 

• Memory stick                 

 

HOME LEARNING POLICY 
 

Homework, or “Home Learning” should deepen understanding, widen knowledge or accelerate 
learning (or a combination of all three). 
 
The amount of home learning 
The College does not have a fixed home learning timetable with time allocated for different 
subjects on different evenings, and to some extent, students will need to learn to manage their 
time so that they do some home learning each evening.  
 
However, we operate a “weighting system”. 
Teachers will set home learning tasks as follows: 
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• 15 minutes of home learning at Key Stage 3- per hour taught over the two-week cycle 
o (30-45 minutes set IN TOTAL PER WEEK for English Maths and Science)  

 

• 20 minutes of home learning at Key Stage 4- per hour taught over the two-week cycle 
o (45-60 minutes set IN TOTAL PER WEEK for English Maths and Science) 

 

• 1 hour of private study taught hour for Key Stage 5 students  
 
Students in Years 12 and 13 are expected to devote time in addition, to reading as widely as 
possible around their chosen subjects to broaden their knowledge. 
 
Types of home learning tasks 
Home learning tasks can take many forms including: 

• Listening, reading, speaking or writing.  

• Practice 

• Observation and recording.  

• Research and/ or collation of data or information 

• Presentation; enactment 

• Rote-learning  
 
Tasks may be project-led, extend over several weeks or split into shorter components. This will be 
made clear by the teacher from the outset. 
 
Home learning might include such things as: 

1. Writing assignments. 
2. Learning assignments. 
3. Preparing an oral presentation. 
4. Reading in preparation for a lesson. 
5. Finding out information/researching a project. 

 
It is important that students should have frequent and increasing opportunities to develop and 
consolidate their competencies as independent learners. 
Non-completion of homework 
This will be dealt with as follows:- 
 

• C1 issued by the subject teacher 

• By subject teacher and Department i.e. Departmental Detention  

• As appropriate where the former has been unsuccessful College Detention 

• A student might be invited to join our “Homework Recovery Programme” and complete 
homework on a Friday lunchtime if they persistently fail to hand in home learning. 

 
The College’s responsibilities 
 
The subject teacher is responsible for setting appropriate homework and marking it regularly.  
S/he should check that students are recording details of homework set in their Learning Journals. 
In Years 7-9 homework should be set to ensure that there is more than one night in which to do it. 
This allows students to plan their time, participate in out of college activities if they wish, and still 
be able to do their homework. 
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Homework Club 
The Additional Needs Department operates a homework club to support students in completing 
tasks set and provides IT and other relevant resources to assist.  For further information, please 
contact Mrs Joanne Hill, Assistant Principal Additional Needs. 
 
Parents’/Carers’ role 
The College welcomes the full support of Parents’/Carers’ with Home Learning. 
  
Students’ responsibilities 

• Students should always carry their Learning Journals with them. 

• Students should record the homework set even if they have written it in detail in their 
exercise book. 

• If students are absent, they need to find out what work has been missed and catch up on 
it. 

 
Being away on the day that homework is set is not an excuse for not doing it. 

• Problems with homework should be resolved before the deadline. If necessary, students 
should see the member of staff concerned for help. 

• As in all things, we expect our students to take pride in doing their best. 
 

MOBILE PHONES AND OTHER ELECTRICAL DEVICES 
 

We understand that mobile phones are now a feature of modern society and most of you own 
one. Increasing sophistication of mobile phone technology presents a number of issues for all of us 
to have to consider. These are:  

• The high value of many phones. 

• The integration of various other devices into phones leading to potential child protection 
and data protection issues. 

• The potential to use the phone e.g. for texting whilst on silent mode. 

• Inappropriate use, such as cyber bullying, distribution of inappropriate material. 
 
We do not want to stop phones being brought into College, nor is it logistically possible for the 
College to collect phones in each morning and return them in the afternoon. So we have decided 
to allow our students to have a mobile phone with them in College under the conditions outlined 
in the policy below. 
 
Policy 

1. The student’s phone must not be used for any purpose (e.g. phoning, texting, surfing the 
internet, taking photos, checking the time, taking videos, listening to music etc.) between 
the hours of 8.30am and 3.05pm, unless they have permission from a teacher to use it. 

2. The phone must always be switched off (not on silent mode) and kept out of view. 
3. If a student does not respect these rules their phone will be confiscated. On the first 

occasion they may collect their phone at the end of the day from the College Reception. If 
they are a serial offender one of their parents/carers will have to come into College to 
collect it from the College Reception. 

4. A student must not take a phone into examinations. It could result in the exam board 
failing the student for that exam.  
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Emergencies 
If you need to contact your parents/carers you will be allowed to use a College phone. 
If your parents/carers need to contact you urgently they should phone the College office (01404 
42283) and a message will be relayed to you as soon as we can. 

 
Responsibility for mobile phones: 
The College can accept no responsibility whatsoever for theft, loss, damage or health effects 
(potential or actual) relating to mobile phones. If you and your parents/carers decide you can 
bring a mobile phone into College then you are responsible for it. 
 

RESPECT FOR EACH OTHER 
Be supportive 

 
ANTI-BULLYING POLICY 
 
This policy has been created in conjunction with our prefects and college executive team. 
 
OUR DEFINITION OF BULLYING: 
 

1. Deliberately hurtful behaviour 
2. Repeated over a period of time 
3. The victim is unable to defend themselves 

 
If an incident/incidences meet at least two elements of this criteria then the college will consider 
the actions as bullying. 

 
Bullying can be:  

• Emotional - being unfriendly, excluding, tormenting (e.g. hiding books, threatening 
gestures)  

• Physical -  pushing, kicking, hitting, punching or any use of violence  

• Racial -  racial taunts, graffiti, gestures  

• Sexual -  unwanted physical contact or sexually abusive comments  

• Homophobic -  because of, or focussing on the issue of sexuality  

• Verbal -  name-calling, sarcasm, spreading rumours, teasing  

• Cyber - All areas of internet ,such as email and internet chat room misuse Mobile threats 
by text messaging and calls Misuse of associated technology , i.e. camera and video 
facilities  

 
Students can: 

• TELL if they are being bullied or if they know someone else is being bullied. 

• Stop bullying by;  
o Not watching but getting help 
o Showing disapproval 
o Supporting students who may be bullied 
o Being careful about the effects their actions may have on others 
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Staff Will: 

• Read this policy and follow it when encountering suspected or actual incidents of bullying 

• Watch for signs of distress in students 

• Offer students who are being bullied immediate support by putting the college’s 
procedures in place either directly or by reporting it to an appropriate colleague 

• Be aware that the role models they offer students are very important 
 
The College will: 

• Take seriously any reported incident of bullying and investigate it immediately 

• Support students who are being bullied and help bullies to recognise and change their 
behaviour 

• Work with children transferring from primary schools to help dispel fears about bullying 

• Support staff in recognising and dealing with bullying 

• To raise awareness of bullying and provide opportunities to discuss bullying and its effects 
through assemblies, tutor time, the Life Skills programme and Anti-bullying Ambassadors 

• Record reported incidents of bullying, action taken and outcomes on student files (victims 
and bullies) and in the BPRI log. 

• Use records of incidents and outcomes to inform review and future planning by staff and 
governors 

• Identify areas of the College where students may be more at risk and ensure that staff are 
extra vigilant  

• Where incidents have occurred outside of college the victim’s parents should be advised to 
contact the Police immediately (see also Cyber-bullying below) 

Consequences: 

Once made aware of the problem the appropriate Head of Learning and Student Wellbeing 
Coordinator will be informed and the most appropriate course of action discussed for both the 
victim and the bully. The parents of both the bully and the victim will be informed. 

Multi-agency Approach: 

Where it is felt appropriate the College may call on the services other agencies to help in the 
support of the victim or try to prevent such behaviour being repeated by the bully (see list pg. 7). 
  

RESPECT FOR EACH OTHER 
Be polite 
 

BEHAVIOUR TOWARDS STAFF 
  
One of the College’s values states clearly that individuals will treat each other with respect. 
Visitors to the College are to be treated as staff. 
 
On no occasion should inappropriate language or personal comments be made to members of 
staff. This includes the Administration team, Site Caretakers, LSA’s, Mealtime Assistants and 
Technicians.  
 
Staff personal belongings, workspace and furniture should not be interfered with. A charge will be 
made for any wilful damage. 
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Any student who swears at, or is threatening towards, a member of staff will normally receive a 
fixed term exclusion/inclusion of one day or, in exceptional circumstances, be placed on internal 
isolation for one day. Any further similar incident will be treated very seriously following 
discussion with parents and senior staff.  
 
Any act of violence towards a member of staff will normally result in permanent exclusion from 
the College.  

 
 

RESPECT FOR THE ENVIRONMENT 
Be considerate 
 

MOVING AROUND THE COLLEGE 
 

At times the corridors can become overcrowded. To ensure safety at all times it is essential that 
we move around the College in a sensible manner and follow the agreed procedures; 
 

• A keep LEFT rule will be followed at all times 
 

• Walk in single file along corridors, stairs and other thoroughfares 
 

• Bags and other equipment should be placed in designated areas; avoid obstructing 
corridors, stairs and other thoroughfares 
 

• Put all litter in bins provided (recycling wherever possible) 
 

• Good manners e.g. holding doors open for others, are expected at all times 
 

• Avoid car-parking areas during the College day 
 

• Approved routes are to be followed during fire procedures 
 

• Inappropriate physical contact between students is unacceptable 
 
 

YOUR RESPONSIBILITY DURING BREAK AND LUNCHTIMES 
 

FOOD AND DRINK: 
Food and drink must not be consumed whilst moving around inside the College buildings, but in 
the designated areas e.g. the Dining Hall or outside areas. Chewing gum is not allowed in the 
College at any time. ‘Energy Drinks’ that state they are ‘not suitable for children’ are not allowed 
in the College at any time, will be confiscated and Parent/Carer informed. 

 
LEAVING THE PREMISES DURING THE COLLEGE DAY 
In all circumstances a phone call or, preferably, a note from parents will be necessary before a 
student is allowed to leave the premises and countersigned by their HoL or SWC. They will be 
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required to sign ‘out’ and ‘in’ on their return at the Student office. The College can take no 
responsibility for the safety of these students during their absence. 

LEAVING THE COLLEGE PREMISES AT LUNCHTIME 

Students in Years 7 to 11 will be expected to remain on site during lunchtime. If, however, parents 
wish their children to go home for lunch or leave the premises during the College day then the 
procedures outlined in the “Leaving the college premises during the college day” section will 
apply. The College can take no responsibility for the safety of these students during their absence. 
                                                
Students who have their parents’ permission to be off site will behave in the appropriate manner 
and remain in correct College uniform. They should show respect for the local community and its 
property. 
 

RESPECT FOR THE ENVIRONMENT 
Be safe 

 

BEHAVIOUR ON COLLEGE VISITS 
 

At all times on visits and activities out of College (including residential visits and exchanges) the 
students represent the College Community. 
 
Correct behaviour, as stated in the College Behaviour Policy will be expected at all times. This will 
include showing courtesy and respect to members of the public. 
 
Instructions given by College staff or accompanying instructors/adults must be followed at all 
times. The member of staff in charge of the visit will deal with any misbehaviour as appropriate, 
with follow-up action being taken on return to College if deemed necessary. This would be logged 
on a student’s file and may affect their participation in future trips. 
 
Parents must be aware that if a student’s behaviour on a College residential visit gives serious 
cause for concern, parents will be expected to collect their child from the visit immediately (or 
from the port of entry to the UK in a foreign visit). Any additional costs incurred as a result of that 
child returning home will be met by the parents of that child. This would be logged on the 
student’s file and it is unlikely that such a student would be allowed to take part in any future 
residential visit during the remainder of his/her College career. 
 
All relevant equipment required for any activities must be taken on the visit. 
Any equipment, materials and transport used in conjunction with any College visits must be kept 
in good condition. A charge will be made for any loss or wilful damage. 
  
The students represent the College from the moment they leave home in the morning until the 
moment they arrive home in the evening.  
 
We do have a statutory responsibility for our student’s conduct and therefore behaviour should be 
appropriate at all times, with due regard to members of the local community and their property, 
and it is our expectation that whilst travelling to and from College our students wear the correct 
uniform.  
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As a consequence, the college may discipline students for misbehaviour when the student is: 

• Taking part in any school-organised or school related activity 

• Travelling to or from school 

• Wearing school uniform 

• In some other way identifiable as a student at the school 
Or misbehaviour at any time, whether or not the conditions above apply, that: 

• Could have repercussions for the orderly running of the school 

• Poses a threat to another student or member of the public 

• Could adversely affect the reputation of the school 
 
Any infringements of College Behaviour Policy will be dealt with in the same way as such 
infringements inside the College grounds and buildings. 
 
Students riding bicycles or mopeds to College, or driving cars, must at all times ride/drive as 
directed by The Highway Code.  For safety reasons students may not ride bicycles within the 
College grounds. Bicycles and mopeds must be left in the approved location; students’ cars are not 
allowed on College grounds. 
 
Good behaviour on College buses is of paramount importance and is clearly set out by the Local 
Authority:  

‘Failure to behave appropriately will result in travel permits being withdrawn and parents 
becoming responsible for their child’s transport to and from College.’ 

 

THE MANAGEMENT OF DRUGS-RELATED ISSUES: 
Despite the efforts of all those involved in drugs education both inside and outside the College, 
incidents of drugs misuse can occur. 
 
Responding to a Drugs-Related Incident  
“Drugs-related incidents”; will be both unique in each case and unexpected; therefore, there will 
be no set way of responding, although there are key principles which apply. 
  
Responding to illness, or inappropriate behaviour as a result of substance abuse.  

• A member of the Executive Leadership Team must be informed at the earliest opportunity;  

• Anyone involved should be moved to a private room or office;  

• The medical needs of anyone involved are paramount;  

• The welfare and safety of others must also be considered;  

• Parents/ carers must be informed as soon as practicable;  

• Accurate information is essential, and should be recorded as soon as possible using CPOMS 

• Decisions regarding support and/or sanctions must be made carefully, on the basis of the 
evidence and advice of external agencies where involved.  

 
Responding to / acting upon:  

• An allegation of, or possession of, suspected illegal substances (or drugs without medical 
authority), for the person’s own use.  

• Sharing, supplying or dealing in suspected illegal substances.  

• Drugs found on or near College premises.  

• Information received regarding a student’s involvement in one of these situations.  
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• A member of the ELT must be informed at the earliest opportunity, to consider the quality 
and likely veracity of the information and the risk to students or staff.  

• The Police will usually be consulted at this stage, and on every occasion that a Class A drug 
is suspected.  

• A search may be carried out (see below) 

• The member of ELT may need to coordinate a further initial investigation, details of which 
must be recorded.  

• Parents/ carers will be informed after an initial assessment of the incident, or earlier if the 
student needs medical attention.  

• Any substances found or confiscated should be sealed in an envelope and placed in the 
College safe until collected by the Police.  

• Decisions regarding support and/or sanctions must be made carefully, on the basis of the 
evidence and advice of external agencies where involved; however, bringing illegal items 
on to the College site may result in exclusion, and dealing in drugs may lead to permanent 
exclusion. 

 
Searching Students: 
 

• College staff can search a student for any item if the student agrees. 

• The Headteacher and staff authorised by them have a statutory power to search students 
or their possessions, without consent, where they have reasonable grounds for suspecting 
that the student may have a prohibited item. The teacher must decide in each particular 
case what constitutes reasonable grounds for suspicion. For example, they may have heard 
other pupils talking about the item or they might notice a Sudent behaving in a way that 
causes them to be suspicious. 

• A member of staff conducting a search must be the same sex as the student being 
searched; and there must be a witness (also a staff member). 

 
A RANGE OF RESPONSES  
The needs of students in relation to drugs may come to light other than via an incident, for 
example, through the pastoral care system. The response may also serve to enforce and reinforce 
the school rules. Although not an exhaustive list, possible responses include:  
 
• Early intervention  
• Referral (for example to YSMART) 
• Counselling  
• Multi-agency programme  
• Fixed-term exclusion  
• A managed move  
• Permanent exclusion  
 
Where an illegal drug is involved, areas to take into account include motive, medical requirements, 
personal needs, the reliability of evidence, the nature of the drug, the attitude of the student to 
the discovery, and so on. When all the circumstances and factors have been thoroughly explored, 
then the spectrum of possible responses will be considered and discussed.  
 
College staff will be in a good position to judge whether the student or students involved are likely 
to learn from the experience and not engage in such activities in the future as a result of the 
school’s considered response. If the police become involved and decide to press charges, then the 
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law will take its course. If not, the College will endeavour to avoid a response that would be 
harsher than that imposed by the law. 

CIGARETTE SMOKING: 

Any student discovered smoking will be reported to his/her Student Wellbeing Coordinator who 
will issue the Student with three concern points (C3) and contact the parents. 
 
E-cigarettes and “vapes” are not allowed in college. These will be confiscated and parents 
informed. A “C3” will also be issued. 
 
All materials will be confiscated and held until parents come into College to collect them.  
 
In the event of a continued breaches of these rules the Student Wellbeing Coordinator will contact 
parents and decisions on further sanctions will be made in the light of overall behaviour patterns.  
 

RESPONSIBLE INTERNET USE 
 

RULES FOR STAFF AND STUDENTS 
This policy is found within the Students’ Learning Journal.  Parents/carers are requested to read 
this with their child and sign it accordingly.    
 

6TH FORM BEHAVIOUR POLICY 
 
BEHAVIOUR 
 
Students’ behaviour and attitudes to learning are the most significant factors in bringing about all 
forms of success at HCC. No student can become the best they can be unless they develop positive 
behaviours in respect of their relationships with others, their conduct around school and their 
attitude to their own learning and future. 
 
Our Behaviour Policy sets out how students shall understand, develop and value positive 
behaviour; both for the benefit of themselves, through better preparation for the academic and 
professional demands that will be placed upon them at a higher level and the entire school 
community.  
 
In Years 12 and 13 we move away from the language of “rules” into more age appropriate 
language with regards to “expectations of mutual respect, common courtesy and giving of our 
best”.  Each student must sign and uphold the Post 16 Contract and is subject to our Post 16 
Student Support Programme should their behaviours for Learning impede their progress and 
potential achievement. Students may be instructed or invited to attend catch-up sessions where it 
is deemed necessary.  These may take place during or after school, with a view to enabling a 
student to be supported with any work they may have fallen behind in.  
 

 
DRESS CODE 
 
Sixth Form students are role models for the rest of the School and are required to uphold the 
standards expected of them. Students in the Sixth Form must maintain appropriate personal 
standards of dress.   
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This Dress Code has been set in agreement with the Sixth Form Executive Team Committee and 
following the colleges Staff Code of Conduct.  It is designed to support students both in upholding 
their responsibilities, both as a role model and in being dignified and not causing 
offence/embarrassment to others. It is also intended to ensure that dress is appropriate for a 
working environment and to support their personal safety.  It forms a part of the Sixth Form 
Contract: 
 

• No abusive or offensive slogans / words on clothing 

• No cleavages/midriffs visible i.e. no cropped or low cut tops 

• Skirts to be below mid-thigh length 

• No halter-neck / strappy tops 

• Shorts to be below mid-thigh length and must be smart; not ‘beach wear.’ 

• Tattoos and body art are covered up while students are in college. 

• Discreet / hidden piercings only 

• No underwear to be visible. 

Failure to uphold the Dress Code could, in the first instance, result in a student being asked to 
return home and change into appropriate clothing.  In the case of repeated instances, it could 
result in more formal action being taken. 
 
 

Sixth Form Contract 
 

Our expectations of students 
Sixth Form students are expected to meet the following standards: 

• To meet the work required of you on time and to the best of your ability and to endeavour 
at all times to achieve the full  potential in academic work 

• To meet all deadlines for the completion of assignments unless with prior agreement with 
the subject teacher 

• To be responsible in your study habits, so that you will work quietly, steadily and with focus 
in private study and at home. 

• To give a substantial portion of your own time to the study of each of your courses.  

• To be punctual at registration, tutorial, briefings, contact meetings and in lessons 

• To achieve a minimum of 93% attendance at all timetabled sessions, contact meetings and 
registration sessions 

• The need to behave courteously at all times 

• The requirement that you conform to dress code 

• Follow the College Code of Behaviour and College Behaviour Policy 

• To limit paid employment so that it doesn’t interfere with your studies. We recommend a 
maximum of six hours per week.  

• To show care and respect for fellow students and the environment in which they work and 
study, especially showing consideration in use of the Centre and its kitchen. 

• To respect the fact that Honiton Community College has a no-smoking policy which applies 
to the whole of the College site. 

• To be discreet in the use of mobile phones on site.  
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Post 16 Student Support Programme 

 

 
   Step 

 

 
Action 

 
Reasons for Action 

 
1 

 

• Formal discussion with student by subject 
teacher 
 

• Subject teacher to contact home and 
inform Head of Sixth Form and Tutor.  

 

• Intervention as appropriate 
 
 

 
Non submission of work 
Poor attendance in lessons 
Behaviour / motivation poor 
in lessons 
Low academic progress 

 
2 

 

• Subject teacher to discuss focus / targets 
with student 
 

• Student placed on subject report 
 

• Subject teacher to contact home and 
inform Head of Sixth Form and Tutor 

 

• Intervention as appropriate 
 
*If 2 or more subjects are below target as 
highlighted in data collection – student will be 
placed on Progress Report with the Head of Sixth 
Form 
 

 
Insufficient improvement  or 
progress shown from Step 1 

 
3 

 

• Meeting with subject teacher / HOD / Tutor 
/ Head of Sixth Form / and or the Principal / 
student and parent to discuss suitability for 
Post 16 at HCC.  

 

• Final warning issued.  
 
 

 
Insufficient improvement or 
progress shown from Step 2 

 
ATTENDANCE 
 
All Sixth Form students are expected to attend all timetabled sessions within their week. This 
includes scheduled group tutorials, contact meetings, Professional Development sessions and all 
lessons. 
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All students will have non-contact lessons that should be used for self-directed study. This can be 
completed either at school in the centre or other quiet areas within HCC or at home. If students 
are falling behind with their work and targets, we may ask for the student to be in College from 
8.50am – 3.00pm so extra support can be given in these study periods. Parents / carers will be 
notified of this by the students tutor or Head of Sixth Form and student will be required to register 
at the office each non-teaching session.  
 
All absences should be notified at the earliest possible time, in advance if possible. Absences can 
be reported by phone or email with a brief explanation of the reason for absence.  
 
Absence E Mail – sixthformabsence@honitoncollege.devon.sch.uk  
 
 
All absences will be regarded as unauthorised unless we have been notified otherwise.  
 
All absences should be notified in advance where possible: 
 
 

 
Reason For Absence 

 

 
Action Required 

 

 
Medical / dental appointments 

 
A copy of the appointment card should be 
shown to staff in the Sixth Form office. Unless 
an emergency or unavoidable , all 
appointments should be made outside of 
school time. 
 

 
Driving Test 

 
A copy of the appointment card should be 
shown to staff in the Sixth Form office. 
Absences for driving lessons are not 
authorised. 
 

 
Recognised religious holidays 

 
Please provide a letter of authorisation. 
 
 

 
College / Connexions interviews / University 
open days 
 

 
Please provide a letter of authorisation. 
 
 
 

 

 
Job Interviews 

 
Please try to avoid timetabled lessons. You will 
not be able to work during school hours and 
therefore should not be expected to attend 
interview during this time. 
 

mailto:sixthformabsence@honitoncollege.devon.sch.uk
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Family bereavement / funerals 

 
Please telephone in the first instance and 
provide a letter of authorisation from parent / 
carer on return to school. Where dates for 
funerals are known in advance, please provide 
a letter of authorisation beforehand. 
 

 
Appointments with police / courts / probation 
/ social services etc 
 

 
Please provide a letter of authorisation. 
 

 
Sickness 

 
Please telephone or E mail the dedicated 
absence e mail address on every day of 
absence. Any long term absence should be 
supported by a doctor’s certificate. Where 
sickness coincides with examinations, you 
must telephone school immediately. 
 

 
Family emergency 

 
Notify the Sixth Form office by telephone or e 
mail on day of emergency and provide a letter 
of authorisation on return to school. 
 

 
Transport problems (to which there is no 
alternative) 

 
Notify the Sixth Form office by telephone or 
email on day of emergency.  
 

 
 
Unauthorised Absences include: 
 

• Failure to register 

• Work (part time or full time) Note – it is recommended that students work no more than 
six hours per week in paid employment / volunteering. 

• Driving lessons 

• Any instance of authorised absence where the correct notification has not been received. 
 
This is not a definitive list and all absences will be considered on their own merit. 
 
 
It is the student’s responsibility to communicate with the individual teachers prior, during or 
after the absence to request the work that was missed. If the student is away on a submission 
date for work, the student must notify the teacher immediately.  
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COMPLAINTS AND PRAISE PROCEDURE 

 
Our Commitment to you 
We are committed to: 

• Encouraging our students to achieve their full potential, as valued members of the College 
community. 

• Providing a balanced curriculum to meet individual needs. 

• Achieving high standards of work and behaviour through building good relationships and 
developing a sense of responsibility. 

• Caring for the students’ safety and happiness. 

• Keeping parents informed about general College matters and students’ progress in particular. 

• Being open and welcoming at all times, offering opportunities for parents and members of the 
community to become involved in the daily life of the College. 

 
We do our best to provide parents and members of the community with high-quality, value-for-
money services. There may be a time when you want to question one of our decisions or 
procedures, or when you may feel that we have overlooked something. Our procedures are aimed 
at dealing with problems as simply and as quickly as possible. 
 
We want to learn from our mistakes so we can improve our education provision. We also welcome 
your views on what we do. So if you want to comment on any aspect of Honiton Community 
College, please telephone or write to the member of staff concerned. 

• Social or personal problems are best dealt with by the Tutor, Student Wellbeing Coordinator 
or Head of Learning. 

• Subject matters are handled by the subject teacher or Head of Department. 

• The Principal or a member of Executive Leadership Team will investigate other concerns in the 
first instance. 

 
Whatever the problem, you can be sure that we will look into it. If we have made a mistake, we 
will do all we can to put things right. 
 
Our Targets 
When you have made a complaint or raised an issue we will: 

• Acknowledge receipt of your comments within three working days. 

• Look into the matter. 

• Tell you, usually in a matter of days (and within two weeks at the most), what we think and 
where necessary how we intend to put matters right and how we will prevent the problem 
happening again. 

 
If you are still not satisfied with what has happened, you can put your complaint to the Chair of 
Governors who will discuss it with you and other Governors. If you still feel you have not been 
treated fairly, you can take your complaint to the Department for Education (DfE). 
 
Positive Feedback 
We also appreciate positive feedback and like to pass on praise to our teaching and Associate Staff 
and the students. Any letters or verbal comments are passed on. Good staff and student morale 
has a positive impact on raising standards. 
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