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UCS Junior Branch

ADMISSIONS POLICY

Choosing the right school for your child is a very important decision. We do all
that we can to help families to make the right choice. We strongly encourage
personal visits (the precise arrangements for which vary between the UCS
Junior Branch and Senior School, and particular details at each school can be
found below).

Admissions decisions will be based upon the academic potential revealed by
each candidate in examination, in interview and (where appropriate) activity
and also upon the judgement of assessors in respect of a candidate's ability
to make the most of the diverse opportunities on offer at UCS and to
contribute positively to the life of the school and to the experience of other
students. We will always seek a report from the candidate's current school,
and take full account of it in balancing all the available information before a
decision is reached. An enthusiasm for the extra-curricular life of the school —
supporting our long-standing traditions in music, art, drama, debating,
community activities and sport - will be an advantage.

Open Evenings and School Visits

The dates of our Open Evenings are published on our web-site, in our
prospectus pack and in local newspapers and magazines. We conduct three
Open Evenings in the Autumn Term each year and one in the Summer Term.
The Open Evenings consist of a half-hour tour of the school with a current
pupil followed by an open, question and answer session with the Headmaster
in the school hall. It is necessary to pre- book attendance by phoning the
school office as there is a limit to the numbers that can attend at any one time.

Application to The Junior Branch

UCS is an academically selective school with no religious affiliation. We
therefore welcome families from all backgrounds to view the school and to
register their sons for assessment.

The usual point of entry is at 7 years (Year 3) where fifty pupils are admitted
each year. There are also ten places at 8 years (Year 4)

We accept applications up to one year in advance of the pupil’s normal entry
point, but not sooner than that so there is no need to register at birth.

There is a standard registration fee to cover the costs of administration and
assessment and the process of application always requires the completion of
a Registration Form which must be signed by both parents.




The Entry Procedure and Assessment Process

Following registration, families are invited to attend the school in the Autumn
Term before their proposed entry so that the pupils can have their reading
assessed in small groups by one of the Y3 teachers whilst the parents are
given a guided tour of the school “in action” by the Headmaster.

In January each year, formal tests in English, Maths and Non-Verbal
reasoning are conducted. All candidates are tested at the same time.

After receiving reports from the pupils’ current school and looking at the test
results, decisions are made regarding entry. Parents are informed, usually
before the February half-term break.

Equal Treatment

In accordance with the aims of our founders, UCS is committed to equal
treatment for all, regardless of race, ethnicity, sexual orientation, physical
disability or social background.

Special Needs

We do not discriminate in any way regarding entry. We welcome pupils with
special educational needs, providing that our Learning Support Department
can offer them the support that they require. We welcome pupils with physical
disabilities providing that our site can cope with them. We therefore advise
parents of children with any special needs to discuss their requirements with
the Headmaster before registration is completed, so that adequate provision
can be made both in the assessment process and , if admitted during the
student’'s school career. Parents should always inform us of any special
needs that their son may have; such information will never adversely
prejudice an application. The school must be provided with a copy of a
relevant report from an Educational Psychologist, doctor or other health
professional in order for appropriate judgements to be made. It is not possible
to make any adjustments to the admission process ( for example, to offer a
candidate additional time) in the absence of such a report.

Sibling Policy

Whilst we are very happy to welcome siblings at UCS, admission is not
automatic. Siblings must go through the same process as all other applicants
at their chosen point of entry. Siblings will not be admitted if we believe that
they are unlikely to cope and therefore thrive within the academic UCS
environment or if we think that their admission in preference to another
candidate would be unfair.

Contractual Term’s and Conditions

Acceptance of any place a UCS requires the payment of a financial deposit
and advance payment of a portion of the first term’s fees. It also requires that
the school’'s Admission Agreement is completed and signed by both parents
and returned to the school. A separate copy of the Terms and Conditions of
this Agreement will be provided for retention by the family.

KGD July ‘09
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UCS Anti-Bullying Policy

The nature of UCS’s foundation makes us especially concerned to create a community
founded upon principles of tolerance and mutual respect.

All acts of bullying or intolerance are completely unacceptable within the community
of UCS. It is the duty of every teacher, pupil and parent to support this principle and
to act upon it on all occasions.

We reserve the right to investigate incidents that take place outside school hours, on
school visits and trips, and that occur in the vicinity of the school, involving our

pupils

Bullying and intolerance may be said to include all acts that are deliberately cruel
towards another member of the school community:

e physical intimidation

e sustained teasing and verbal abuse (including chatroom and SMS messages)

e racial, sexist, ethnic, sexual or religious comments or taunts

e rejection or deliberate isolation of a pupil by his peer group; tormenting or
spreading malicious rumours

manipulating a third party to tease or torment someone

e complicity in unkind behaviour that falls short of direct participation

All behaviour of this kind is unacceptable at UCS. It is the responsibility of all
members of the school community, pupils as much as staff, to express their
disapproval of such behaviour whenever it is encountered.

Signs of bullying
Changes in behaviour that may indicate that a pupil is being bullied include:

e Unwillingness to return to school

e Displays of excessive anxiety, becoming withdrawn or unusually quiet

e Failure to produce work, or producing unusually bad work, or work that
appears to have been copied, interfered with or spoilt by others

e Books, bags and other belongings suddenly go missing, or are damaged

e Change to established habits (e.g. giving up music lessons, change to accent or
vocabulary)

e Diminished levels of self confidence

Frequent visits to the Medical Centre with symptoms such as stomach pains,

headaches

Unexplained cuts and bruises

Frequent absence, erratic attendance, late arrival to class

Choosing the company of adults

Displaying repressed body language and poor eye contact

Difficulty in sleeping, experiences nightmares

Talking of suicide or running away



Although there may be other causes for some of the above symptoms, a repetition of,
or a combination of these possible signs of bullying should be investigated by parents
and teachers.

Preventative measures

All our pupils are encouraged to tell a member of staff at once if they know that
bullying is taking place.

We have a strong and experienced pastoral team of Form Teachers and Wardens who
support the Deputy Head (Pastoral) and who are trained in handling any incidents as
an immediate priority, and are alert to possible signs of bullying.

In PSHE, pupils consider the reasons why some people might bully. They learn
to be more sensitive to others’ feelings

the fine line between teasing and bullying

how to stand up for themselves

to deal with unwanted name-calling

how sloppy language can develop into bullying

to take responsibility for what they say

It is hoped that, supported by this, members of staff - particularly form-teachers,
Lower School Wardens, Deme Wardens, and the Headmaster - will succeed in
creating an environment in which bullies (whether single or in groups, whether active
or passive) are left in no doubt of the need to reconsider and to adjust their attitudes
towards others.

If any pupil, parent or teacher believes that bullying is taking place, it is essential that
this is drawn to the attention of pastoral staff (Form Teacher, Lower School or Deme
Warden, Pastoral Deputy Head or the Headmaster) at once. Such approaches will
always be treated in complete confidence. Pupils in particular distress may choose
initially to visit the school counsellor, or may be referred to the school counsellor by a
member of staff. All reported incidents are recorded and investigated immediately.

Procedures to deal with reported bullying

e The member of staff who first becomes aware of bullying, or to whom it is
first reported will control the situation and reassure and support the pupils

involved.

e He or she will inform an appropriate member of the pastoral team as soon as
possible.

e The victim will be interviewed on his/her own and asked to write an account
of events.

e The bully, together with all others involved, will be interviewed individually
and asked to write an account of events.

e The incident should be recorded.

e All appropriate pastoral staff should be informed. In serious incidents, the
Head should be informed.



e The victim will be interviewed at a later stage by a member of the pastoral
team, separate from the alleged perpetrator. It will be made clear to him/her
why revenge is inappropriate. He/she will be offered support to develop a
strategy to help him/herself.

e The alleged bully will be interviewed at a later stage by a member of the
pastoral team, separately from the victim, and it will be made clear why
his/her behaviour was inappropriate and cased distress. He/she will be offered
guidance on modifying his/her behaviour, together with any appropriate
disciplinary sanctions.

e The parents/guardians of all parties should be informed and invited into school
to discuss the matter. Their support should be sought.

e A way forward, which might include disciplinary sanctions and/or
counselling, should be agreed. This should recognise that suitable support is
needed both for children who are being bullied and for pupils who bully
others, as well as dealing with appropriate disciplinary measures.

e A monitoring and review strategy will be put in place.

e In very serious cases, and only after the Head has been involved, it may be
necessary to make a report to the Police or Social Services. However it is the
policy of University College School to attempt to resolve such issues
internally under the school's own disciplinary procedures.

While such matters will always be treated seriously, every effort will be made to
provide prompt, sensitive and effective support for both victim and bully. The
services of the school counsellor are likely to be recommended here.

Repeated or serious offences of this kind by particular pupils are likely to lead to
suspension or even exclusion from UCS.

We welcome feedback from parents and guardians on the effectiveness of our
preventative measures.

Electronic Communication

The development of electronic means of communication — the internet, electronic
chat-rooms and associated web-sites — has created new avenues for bullying, cruelty,
unkindness and intolerance.

The policy stated above applies equally and directly to such electronic communication
involving any members of the school community.

The school expects all pupils to adhere to its policy concerning the use of the Internet.
Certain sites are blocked by our filtering system and our IT Department monitors
pupils' use.

In particular, all pupils must be aware that:

= Messages or images posted on web-sites must never be teasing or abusive of
others — including other members of the school community — nor should they
encourage others into teasing or abusive behaviour.

= Such messages or images must never include racial, sexist, ethnic, religious or
other taunts or remarks directed towards others.



= Such messages or images must never suggest threats or intimidation towards
others.

= Such messages or images must never be such as to damage the reputation of the
school, nor of any member of the school community — whether staff or pupil.

= As a general principle, no image of the school, or of any member of the school
community, should be posted on the internet or communicated electronically to
others, without the consent of the individual(s) involved. In the case of the school
itself, this will require the consent of the Headmaster.

Pupils and their parents should note that this policy applies to all media of electronic
communication, not simply to the use of the school’s own IT network.

As with any cases of bullying, cruelty or intolerance, offences against this code will
be treated seriously. Offenders are likely to be excluded from school. Repeat or
serious offences may lead to permanent exclusion from the school.

Return to Index




UCS Junior Branch

ANTI BULLYING POLICY

The nature of UCS’s foundation makes us especially concerned to create a
community founded upon principles of tolerance and mutual respect.

All acts of bullying or intolerance are completely unacceptable within the
community of UCS. It is the duty of every teacher, pupil and parent to support
this principle and to act upon it on all occasions.

We reserve the right to investigate incidents that take place outside school
hours, on school visits and trips, and that occur in the vicinity of the school,
involving our pupils

Bullying and intolerance may be said to include all acts that are deliberately

cruel towards another member of the school community:

e physical intimidation

e sustained teasing and verbal abuse (including chatroom and SMS
messages)

e racial, sexist, ethnic, sexual or religious comments or taunts

e rejection or deliberate isolation of a pupil by his peer group; tormenting or
spreading malicious rumours

e manipulating a third party to tease or torment someone

e complicity in unkind behaviour that falls short of direct participation

All behaviour of this kind is unacceptable at UCS. It is the responsibility of all
members of the school community, pupils as much as staff, to express their
disapproval of such behaviour whenever it is encountered.

Signs of bullying
Changes in behaviour that may indicate that a pupil is being bullied include:

e Unwillingness to return to school

e Displays of excessive anxiety, becoming withdrawn or unusually quiet

e Failure to produce work, or producing unusually bad work, or work that
appears to have been copied, interfered with or spoilt by others

e Books, bags and other belongings suddenly go missing, or are
damaged



e Change to established habits (e.g. giving up music lessons, change to
accent or vocabulary)

e Diminished levels of self confidence

Frequent visits to the Medical Centre with symptoms such as stomach

pains, headaches

Unexplained cuts and bruises

Frequent absence, erratic attendance, late arrival to class

Choosing the company of adults

Displaying repressed body language and poor eye contact

Difficulty in sleeping, experiences nightmares

Talking of suicide or running away

Although there may be other causes for some of the above symptoms, a
repetition of, or a combination of these possible signs of bullying should be
investigated by parents and teachers.

Preventative measures

All our pupils are encouraged to tell a member of staff at once if they know
that bullying is taking place. We have a strong and experienced pastoral team
of Form Teachers who support the Deputy Head (Pastoral).

In PSHE, pupils consider the reasons why some people might bully. They
learn

to be more sensitive to others’ feelings

the fine line between teasing and bullying

how to stand up for themselves

to deal with unwanted name-calling

how sloppy language can develop into bullying

to take responsibility for what they say

It is hoped that, supported by this, members of staff - particularly form-
teachers, the Deputy Head (Pastoral) and the Headmaster - will succeed in
creating an environment in which bullies (whether single or in groups, whether
active or passive) are left in no doubt of the need to reconsider and to adjust
their attitudes towards others.

If any pupil, parent or teacher believes that bullying is taking place, it is
essential that this is drawn to the attention of pastoral staff (Form Teacher,
Pastoral Deputy Head or the Headmaster) at once. Such approaches will
always be treated in complete confidence. All reported incidents are recorded
and investigated immediately.

Procedures to deal with reported bullying

e The member of staff who first becomes aware of bullying, or to whom it
is first reported will control the situation and reassure and support the
pupils involved.

e He or she will inform the DH(P) as soon as possible.



e The victim will be interviewed at a later stage by a member of the
pastoral team, separate from the alleged perpetrator. It will be made
clear to him/her why revenge is inappropriate. He/she will be offered
support to develop a strategy to help him/herself.

e The alleged bully will be interviewed at a later stage by a member of
the pastoral team, separately from the victim, and it will be made clear
why his/her behaviour was inappropriate and cased distress. He/she
will be offered guidance on modifying his/her behaviour, together with
any appropriate disciplinary sanctions.

e The parents/guardians of all parties should be informed.

e A way forward, which might include disciplinary sanctions and/or
counselling, should be agreed. This should recognise that suitable
support is needed both for children who are being bullied and for pupils
who bully others, as well as dealing with appropriate disciplinary
measures.

e A monitoring and review strategy will be put in place.

e In very serious cases, and only after the Head has been involved, it
may be necessary to make a report to the Police or Social Services.
However it is the policy of University College School to attempt to
resolve such issues internally under the school's own disciplinary
procedures.

While such matters will always be treated seriously, every effort will be made
to provide prompt, sensitive and effective support for both victim and bully.

Repeated or serious offences of this kind by particular pupils are likely to lead
to suspension or even exclusion from UCS.

We welcome feedback from parents and guardians on the effectiveness of our
preventative measures.

Electronic Communication

The development of electronic means of communication — the internet,
electronic chat-rooms and associated web-sites — has created new avenues
for bullying, cruelty, unkindness and intolerance.

The policy stated above applies equally and directly to such electronic
communication involving any members of the school community.

The school expects all pupils to adhere to its policy concerning the use of the
Internet. Certain sites are blocked by our filtering system and our IT
Department monitors pupils' use.

In particular, all pupils must be aware that:

= Messages or images posted on web-sites must never be teasing or
abusive of others — including other members of the school community —
nor should they encourage others into teasing or abusive behaviour.

= Such messages or images must never include racial, sexist, ethnic,
religious or other taunts or remarks directed towards others.



= Such messages or images must never suggest threats or intimidation
towards others.

= Such messages or images must never be such as to damage the
reputation of the school, nor of any member of the school community —
whether staff or pupil.

= As a general principle, no image of the school, or of any member of the
school community, should be posted on the internet or communicated
electronically to others, without the consent of the individual(s) involved. In
the case of the school itself, this will require the consent of the
Headmaster.

Pupils and their parents should note that this policy applies to all media of
electronic communication, not simply to the use of the school's own IT
network.

As with any cases of bullying, cruelty or intolerance, offences against this
code will be treated seriously. Offenders are likely to be excluded from school.
Repeat or serious offences may lead to permanent exclusion from the school.

Respect for and tolerance of others, their race, religion, sex, culture or
disabilities are fundamental to the ethos of UCS and bullying, emotional,
verbal or physical, and harassment by individuals or groups will not be
tolerated. There is a difference between premeditated cruelty and a
spontaneous outburst: bullying is repeated cruel behaviour by individuals or
groups. We may learn of bullying from the victim, from his parents, from
other boys, or staff may notice from the boy's behaviour that something is
wrong. When talking to the boy, make him feel at ease, give him time and
listen to his account, making relevant notes. Make no immediate judgement
but stress that the problem will be dealt with seriously and as a matter of
urgency. The boy's form teacher and the Deputy Head (Pastoral) should be
informed and if the matter is serious the latter will inform the Headmaster.
Any witnesses should be interviewed separately and notes kept. The 'bully’
should similarly be interviewed and, if he admits to being an aggressor, he
should be left in no doubt of the school's disapproval of his actions and be told
that a full account of the incident will be held on his file. If both parties feel
aggrieved it may be possible to get the boys to see the other point of view and
end the matter. The victim should be encouraged to report any recurrence to
the teacher handling the incident, or to any other member of staff, and the
'bully’ encouraged to see the error of his ways and apologize.

Notes should be made of incidents and kept on boys' files. Staff should be informed at the

next staff meeting and the Deputy Head (Pastoral)/Headmaster will inform the relevant
parents, if necessary. The situation should continue to be monitored.

SEM July ‘09

Return to Index




UCS Junior Branch

APPRAISAL POLICY (Performance Management)

Appraisal is part of the overall strategy of raising standards within the school.
An integral part of it is supporting teachers to recognize, celebrate and share
good practice and to ensure that the training and development needs of the
teachers are met. It is also very helpful in the forward planning process.

Effective teaching and learning are central to school improvement. The
current appraisal system was introduced in 2001 following the appointment of
Kevin Douglas as Headmaster.

The system is based upon the guidelines in the IAPS Performance
Management and Appraisal Booklet written by David Hanson and adapted for
the Junior Branch by adding a section on Key Performance Areas and
Judgements.

Procedure

The teachers are given the Teaching Performance Criteria (see attached) and
the appraisal timetable is published well in advance of any lesson
observations.

SEM and MAA monitor the teachers performance following the Independent
Schools Inspectorate criteria and using the ISI Observation Forms. KGD also
visits one lesson of the person to be appraised and completes an observation
form. The SMT meet to make the judgements regarding each teacher.

KGD and the teacher being appraised then complete and sign the Appraisal
Form (see attached) following a formal appraisal meeting in KGD’s office at
which specific questions are asked and judgement feedback is given. The list
of appraisal questions is also attached.

Formal appraisal takes place every three years unless the outcome of the
appraisal process dictates otherwise. Regardless of the formal appraisal
process every teacher is now observed once every term by one of the
members of the SMT. This initiative was introduced by MAA following his
appointment in 2007.

KGD July ‘09



University College School Junior Branch

Performance Management and Appraisal Form

Name of Appraisee
Name of Appraiser Kevin Douglas, Headmaster
Appraisee’s Job Title

Date of Appraisal

Place of Appraisal Headmaster’s Office

Number of years in teaching profession

Number of years at UCS

Next Appraisal due on

The fair copy of this form should be completed by the Headmaster. The Appraisee may
record comments in the space provided. This form is confidential to the Appraisee and the
Headmaster.

NOTE: Any “Working Copies” of this form should be destroyed once the fair copy has been
produced.




Number of lessons taught per week
Forms taught (list all forms)

Subjects taught

Number of duties per week

Extra curricular commitments

Responsibilities (e.g. Form Tutor, Subject Coordinator)




Key Performance Areas and Judgements made by the Headmaster and
the Senior Team

A = Strong , B = Good, C = Secure , D = Target Area

Teaching

Classroom Discipline
Planning

Assessment

Marking

Report writing

Assemblies

Performance of duties
Timekeeping

Relationships with colleagues
Relationships with parents
Empathy with the school ethos

Overall Judgement

Areas of personal interest and out of school commitments.




Actions

Up to three agreed actions (expectations) should be recorded for the Appraisee. These may
relate to some of the Key Areas or the Area of Personal Interest. At least one action should
be quantifiable and the criteria for success should be indicated.

Agreed Actions/Expectation I

By Criteria for Success
Appraisee expects to: (realistic (if any)
date)

1.

2.

3.

.|

Support

Record the type of support that will assist the Appraisee in achieving the actions.




Additional Statements by the Headmaster (i any):

Additional Statements by Appraisee (f any):

Notes of Guidance for the completion of the Performance
Management and Appraisal Form

The Headmaster should:
o complete a fair copy of the form as soon as possible after the appraisal
o sign in the space below and give it to the Appraisee within one week

The Appraisee should:

o read and add any necessary comments in the space above
refer any minor amendments or errors to the Headmaster
sign below and make one copy of the form

keep the copy in a safe place for personal reference

return the original to the Appraiser within one week

(¢]
(¢]
(¢]
(0]

Si gn ed (Headmaster)

date

Si gn ed (Appraisee)




I date I

Appraisal Questions

Achievement
In which areas of your job do you think you have made significant progress?

Contribution
What has been your greatest contribution to the work of the school?

Motivation
Which aspects of the job do you find most satisfying and why?

Frustration
Avre there some areas where factors beyond your control prevent you from achieving
your desired performance?

Development
What aspects of your job could be improved and how?

Targets
What tasks and/or goals are important for you in the coming year?

Support
What training or other experience will help you achieve these aims?

Return to Index




UCS Junior Branch

ASSESSMENT FOR LEARNING, RECORDING AND REPORTING POLICY

This policy reflects the school's values and philosophy in relation to the
assessment of children’s progress throughout the school curriculum.

“Assessment for Learning is the process of seeking and interpreting evidence
for use by learners and their teachers to decide where the learners are in their
learning, where they need to go and how best to get there”.

Assessment Reform Group, 2002.

Aims

A key aim of the school is that every child will achieve to his or her full
potential. We believe that this will be accomplished through a close
partnership with parents, pupils taking responsibility for their own learning,
and highly motivated, highly skilled staff. The purpose of the assessment
policy is to help pupils know what they are doing well and what they need to
do to improve. The knowledge gained will be used to inform teaching and to
direct learning. It may also be used to put pupils into ability groups.

In summary, the aims of assessment, record keeping and reporting are:
e To ensure effective learning and teaching
e To ensure a common understanding of aims, objectives and priorities
e To monitor attainment in National Curriculum subject areas
e To inform pupils, parents, teachers, governors and other interested
parties wherever necessary

Underlying Principles

e The needs of the learner are central in the planning and
implementation of the curriculum and associated assessment. Indeed,
Assessment for Learning underpins the whole school approach to
assessment.

e Assessment should assist us in identifying the extent to which the
curriculum we plan is actually received by pupils

e Learning is an active rather than passive process

e Assessment should also take account of children’s social and
emotional development

Relationship to other policies

The policy should be read in conjunction with the cross-curricular links,
curriculum, homework, enrichment, every child matters, gifted and talented,
independent learning, learning support, monitoring and evaluation,
performance management, target-setting, and teaching and learning
policies/statements, and the home-school agreement.



Organisation
By using appropriate methods of assessment for learning, record keeping and
reporting, we will:
e Develop record-keeping, tracking and assessment mechanisms that
inform planning and ensure progression
e Provide equal access to the curriculum for all our pupils, irrespective of
learning difficulties
e Provide learning experiences that are stimulating, challenging and
purposeful
e Utilise the time spent on teaching efficiently
e Use assessment for learning to organise the class and individuals and
groups within it so as to best meet the needs of the children and to
provide for differentiation by task as well as outcome where appropriate

Assessment for Learning
The following describes mechanisms developed by the school for assessing
the progress of pupils.

Classwork
The achievements of pupils in class should be made in relation to the
Learning Objectives stated on the Schemes of Work in each subject.

Members of staff assess their pupils using evidence from the following
sources:

- written
- discursive
- observing

Individual subjects describe their specific methods of assessment in their
subject handbooks. When marking and assessing classwork, teachers follow
the school's Marking Policy and offer positive, descriptive, comment-only,
feed-forward marking such that pupils can understand exactly what they need
to do to improve.

Target Setting

Target setting is well established in English teaching throughout the school
where a ‘Target Set/Target Met’ page is attached to the inside front cover of
all pupils’ English exercise books. As a theme for future school development,
Target Setting and Sharing Learning Intentions and Success Criteria will have
a whole year’s focus in academic year 2009 - 2010 as a part of the five year
curriculum plan to adopt Assessment for Learning across the whole Junior
Branch.

Examinations

Written exams take place at regular, manageable intervals throughout the
year in English, mathematics and science, with a formal assessment week
taking place in May. Year 6 pupils no longer sit the end of Key Stage 2 SATs
in May and more rigorous, informative and challenging papers are set in
English, mathematics and science. These allow teachers to level each pupil



from Level 4 to 6 and track/assess their progress over time. All teachers of
English, mathematics and science at the school must realise that these
assessments are meaningless unless analysis of them is used to inform the
planning and next best steps for each and every child in the school.

Objective testing takes place in the Autumn Term (Edinburgh Reading Age
Test, Parallel Spelling Test) for all boys. In addition all boys in Years 3,5 & 6
sit tests in Verbal and Non-Verbal Reasoning (NFER). Boys in Year 4 sit the
CAT Level A (NFER), which is externally marked and analysed.

All new entrants to the school are ‘psychologically screened’ by an outside
expert using the International Cognitive Profile Test in their first term, which is
a diagnostic screening test used to help identify pupils with possible learning
difficulties.

Baseline Assessments and Tracking Pupil Progress

In addition to ‘psychological screening’, all new entrants to the school are
baseline assessed in English, mathematics and science using various papers
that assess the National Curriculum Levels of pupils at entry. This data, along
with the Reading Age, Spelling Age, Non-verbal and Verbal Reasoning is kept
on the school’s database and enables all teachers at the school to track pupils
throughout their time at the school. For example, analysis of this year’s scores
indicates that pupils enter the school in Year 3 at Level 2b in English, 3b in
mathematics, 2b in science and with an average reading age of 8.9 years,
which is 1.5 years above the average chronological age of the pupils. Pupils
finish Year 6 and move on to Senior School attaining at an average of 5c in
English, 5b in mathematics and science and with an average reading age of
15+, which is over 4 years above their chronological age. This tracking of
pupils’ attainment and progress throughout their time at the Junior Branch
enables teachers at the school, along with the Learning Support Co-ordinator,
to identify pupils that need help and support or else further extension and
challenge. These assessments and tracking inform the planning of the
curriculum and of lessons.

Recording
Classwork, homework and assessment test marks are recorded in subject
teacher’s planners.

Exam results and results from Edinburgh, Parallel & NFER tests are passed
to the Deputy Head (Curriculum) as soon as possible after they have been set
and marked. They are then compiled by form and by year group on the Junior
Branch Database by the Deputy Head (Curriculum). Hard copies are also
supplied to the Headmaster.

Reporting

Internal reporting

Staff are kept appraised of the achievements of pupils informally through
discussion with colleagues and formally in Monday morning staff meetings.
Also, formally, Year Group meetings are held once a term. The Deputy Head



(Curriculum) and Deputy Head (Pastoral) are advised as to the academic
potential of each boy in addition to their pastoral welfare. Each and every
pupil in the school is discussed formally in the first staff meeting of the year in
September.

Reporting to Parents — Parents’ Evenings, Grade Cards and Written
Reports

Parents’ Evenings

Parents’ Evenings are held for ALL year groups in the Autumn and Spring
Terms.

In the Autumn Term, ALL subject teachers attend to provide parents with
information about their sons’ progress and attainment.

In the Spring Term, Year 3 and 4 Parents’ Evenings are attended by Form
Teachers only, who provide parents with brief academic feedback from
subject teachers and insight into the pastoral well being of their sons. Year 5
and 6 Spring Term Parents’ Evenings are attended by ALL of the pupils’
subject teachers, as in the Autumn Term.

Grade Cards

Grade Cards are completed by all subject teachers for all pupils in the school
at the end of the Autumn Term and Spring Term. The Grade Card consists of
a computer-generated A4 form on which pupils are graded for Attainment and
Effort. A Focus Area may also be highlighted such as Conduct, Presentation
or Contribution.

General advice on completing written reports

The end of year report serves as a record of academic and extra-curricular
achievement. In the final term, it is the main point of contact with parents.
Reports should seek to be positive, suggesting targets and ways forward,
rather than focussing on the negative. Bland neutral statements should be
avoided as they tell people what they probably already know.

Good reports will refer to the following: an objective appraisal of achievement
and effort, mention of one (or more) areas where special praise is due, and an
indication of one (or more) areas where improvement could be made. Any
great disparity between the term and any examination performance should be
commented on.



The Class/Form Teacher’s report should not only summarise the academic
performance of the child, but also comment on personal development, general
behaviour and any extra-curricular activities that have been participated in.

Organisation of reports - General

Reports are completed according to the schedule put up in the common room
in the Summer Term. Deadlines for reports to be submitted to Form Teachers
and then the Headmaster are agreed by the SMT. All reports are written on
laptops or desktops using a custom-made database programme. They are
centrally collated on the server, read by form teachers and proofread by the
Deputy Head (Curriculum) and the Headmaster before being printed. They
are presented to parents in A5 booklet format.

Years 310 6

1. Subject reports are completed in the Summer Term for: English; Maths;
Science; History; Geography; French; Art; D & T; Drama; Music; ICT;
PE and Games.

2. In addition to a full written comment, academic subject reports also
include grades for Effort and Attainment, as well as National
Curriculum Levels for Assessments in English, maths and science sat
in the Summer Term.

3. The form teacher also writes a report, including a comment regarding
each member of their form’s progress, and mentioning their behaviour,
social relationships within the form and any extra-curricular activities.

The Headmaster adds a comment to every boy’s form report.

Arrangements for monitoring and evaluation
The Deputy Head (Curriculum) and Subject Co-ordinators will oversee
marking and assessment practice within their areas of responsibility. Lesson
observation and work sampling will be part of this process. The senior
management team will evaluate the success of the policy by asking for
feedback from pupils, teachers and parents.
The headteacher will report annually to the governing body on:

. the outcomes of monitoring, and changes in practice that have

resulted from them

. the overall standards achieved in each subject by year group

. the overall standards achieved at the end of each key stage
compared with national and local benchmarks

. the standards achieved by pupils with learning difficulties

. the views of staff about the action required to improve standards

. feedback received from pupils and parents.

Originally written by Sharon Martin in 2005, Revised by Mark Albini
(14/10/2008 and 9/07/09)

Return to Index



UCS Junior Branch

INTERNET POLICY

(Electronic Communication Policy, E-Safety)

Parents are asked to satisfy themselves that they have adequate protection
on their home computers if children ever have unsupervised access. Some
unscrupulous people seem to be intent on breaking down the barriers that we,
as responsible adults, put up to protect our children.

e Children and staff will never reveal their personal details or home
address and telephone numbers on the web or in dialogue with other
Internet users.

e Children and staff must not reveal their password to anyone, not even
a best friend.

e All e-mail to classes will be moderated by the class teacher.

e Children will not engage in conversation or dialogue with other users
on the Internet without permission or supervision from their teacher.

e Children are only allowed to use the provided links by themselves.
The free use of Search Engines is not permitted, unless in the
presence of a teacher or other adult in the school.

e The Search Engines used by children at UCS all offer a filtered list of
links, such as Yahooligans.

e Any child finding himself uncomfortable or upset by anything he
discovers on the Internet will report it to a teacher immediately.

e Downloading of files is restricted to staff, or children under supervision.
e Children have no access to Newsgroups.

e All Internet access at UCS Junior Branch is filtered through a proxy
server to screen undesirable sites at source.

e UCS Junior Branch reserves the right to make a detailed log of
children’s access to sites on the Internet.



The school invites parents to apply for Internet access for their son at school
by letter when they join the Junior Branch. The Headmaster’s letter and
parent/pupil reply are attached:



University College School Junior Branch
11 Holly Hill London NW3 6QN

Dear Parent,

As the parent or legal guardian of the pupil signing above, | grant permission
for my son to use electronic mail and the Internet. | understand that pupils will
be held accountable for their own actions. | also understand that some
material on the Internet may be objectionable and | accept responsibility for
setting standards for my son to follow when selecting, sharing and exploring
information and media.

Parent’s signature

Date

Pupil

As a school user of the Internet, | agree to comply with the rules on its use. |
will use the school network in a responsible way and observe all the
restrictions explained to me by the school.

Pupil’'s Name Form

Pupil’s signature

Date

Please complete and return this form to the School Office.

Dear Parents,



Internet Access for Pupils

As part of the school's ICT programme, we offer pupils
supervised access to the Internet. Before the school allows
students to use the Internet they must obtain parental
permission. Both you and your son should sign and return the
enclosed form as evidence of your approval and his acceptance
of the rules.

Various projects have proven the educational benefits of
Internet access, which will enable pupils to explore thousands of
libraries, databases and bulletin boards. Although Internet use
is supervised in our school, families will wish to be aware that
some pupils may find ways to access material that is inaccurate,
defamatory, illegal or potentially offensive to some people. We
believe that the benefits to pupils from access to the Internet, in
the form of information resources and opportunities for
collaboration, exceed any disadvantages. However, as with
any other area, parents and guardians of minors are
responsible for setting and conveying the standards that their
children should follow when using media and information
sources. The school, therefore, supports and respects each
family’s right to decide whether or not to apply for access.

At school, teachers will guide students towards appropriate
material. Please let me know if you think your son has gained
access to an undesirable site so that we can block any future
access. At home, families bear the same responsibility for
guidance as they exercise with other information sources such
as television, telephones, films and radio.

| enclose a copy of the Rules for Responsible Internet Use that
we operate at UCS Junior Branch. Should you wish to discuss
any aspect of Internet Use, you are welcome to telephone to
arrange an appointment.

To support your son’s application for access to the Internet,
please complete the enclosed form and return it to the School
Office before the start of the Autumn Term.

Yours sincerely,
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UCS Junior Branch

ENRICHMENT STATEMENT

Aims:

The Junior Branch of University College School is fully committed to providing
its pupils with learning experiences that go beyond the National Curriculum.
Throughout a given academic year, a whole series of challenging enrichment
activities for all year groups within an already broad curriculum are aimed to
inspire our pupils to enjoy learning, encourage curiosity and to foster creativity
with regard to thinking and problem solving.

Introduction and Notes for Teachers:

Enrichment has been variously described as

* ‘A higher quality of work than the norm for the age group

» Work covered in more depth

* A broadening of the learning experience

* Promoting a higher level of thinking

» The inclusion of additional subject areas and/or activities

» The use of supplementary materials beyond the normal range of resources.’
(Teare, 1997).

As such, it is a form of differentiation. It can also overlap, in many contexts,
with the associated notion of extension.

Extension provides opportunities for accelerated progress, and access to new
and more challenging concepts or content. Enrichment might be said to
involve staying with a theme, subject or skill and developing it in depth;
‘rounding out’ the basic curriculum subjects with a wider context; relating
learning to new areas; and/or providing pupils with experiences outside the
‘regular’ curriculum (breadth). Many activities involve both.

Thus when the two combine, enriched and extended development in the able
child could be likened to a ‘two-way stretch’ (Eyre and Marjoram, 1990).

At the Junior Branch of University College School, we believe that enrichment
is ‘not a supplementary diet which depends on whether there is enough
money for ‘extra’ material and tuition’. (Freeman, 1998) We believe that it
should always be integrated with whole-school provision not just for the highly
able, but for pupils of all abilities. We believe that opportunities for enrichment
of all kinds should be created in the classroom as well as beyond lesson time,
in school as well as outside it.



A selection of the Enrichment Activities undertaken across the school
during academic year 2008 — 2009 in addition to the wide range of
sports, clubs and activities that pupils already do:

(Note: Please also see the list of Educational Visits and Visitors to School and
list of Clubs and Activities for further details.)

Year 3:
Puzzle Day, organized by an outside agency

Year 3 trip to the Living Rainforest

All Year 3 pupils perform in full costume drama production of Beauty and the
Beast

Year 3/4 instrumental concert for parents in the school hall
Year 3 visit Legoland

Year 4:

A year 4 parent talks to Years 3 and 4 about painting and art

Quantum Theatre visit school to give a science performance to Year 4 on the
Earth in Space

Thinking Sessions
Year 3/4 instrumental concert for parents in the school hall

All Year 4 pupils perform a full-dress drama production for parents of ‘Jack
and the Beanstalk and Daisy the Cow’ in the JB Theatre

Year 4 visit the Cuffley Outdoor Centre to undertake maths and geography

cross-curricular activities

igg: 55 pupils present the products they manufactured in D&T lessons to a
‘Dragon’s Den’ panel of Senior School D&T teachers

A Year 5 mother demonstrates Bollywood Dancing to the whole of Year 5
Year 5 visit the Veralanium in St. Albans

Year 5/6 instrumental concert for parents in the school hall

Year 5 pupils visit Lords to watch a one-day international

Year 5 see The Tempest at Regents Park



Visiting artist works with class 5C to produce paintings for an exhibition to be
held at the South Bank

Year 6:

The whole of Year 6 visit the Kingswood Centre in Norfolk for a one week
residential field course where pupils undertake geography and science field
studies and a large number of outdoor activities include wall-climbing,
abseiling, quad bike driving, etc. etc.

Year 5/6 instrumental concert for parents in the school hall

Under 11 Rugby Teams trained by Saracens Rugby Club players before
playing in the Saracens Rugby Tournament.

Under 11 Residential Rugby Tour of Somerset

Under 11 Rugby Team play in tournament at Wembley Stadium then stay on
to watch the Barbarians vs Australia

Debating Competition — cross-curricular, independent research for a debate
on ‘Who was the greatest general that ever lived?’

Winners of the ‘Dental Hygiene Presentation’ competition present their
Powerpoint presentations to the whole of Year 3

St. John’s Ambulance personnel talk to Year 6 pupils in their PSHE lessons
Year 6 visit Chessington World of Adventures

Year 6 classes each perform The Canterbury Tales at the Dyne Theatre at
Senior School

Selected Year 6 pupils attend Able Writers’ Workshop days at North London
Collegiate School

Year 6 attend Senior School for a Science Lecture by teaching staff
Year 6 visit the Science Museum and iMax Theatre

World War Il Day sees Year 6 pupils dress in 1940s clothing and undertake a
variety of different activities with an outside expert’s help

Under 11 Cricket Team visit Lords to meet the Sri Lankan and West Indies
20/20 cricket teams

PC James Day visits Year 6 in their PSHE lessons to talk about street safety

Year 6 begin their post-exam Enrichment Programme of activities



Year 6 invite their Grandparents in to school for tea, cakes, a tour of the
school and a performance by the choir

Year 6 present their short films (commercials) to parents in the Film Awards
afternoon in the school hall

Year 6 pupils visit Senior School for a welcome morning at their new school

Whole School:

Fund raising for the MacMillan Nurses Charity, Community Action Week —
raising money for a variety of different charities, Spellathon for the NSPCC —
raised £5000, Jeans for Genes Day, Carol Singing at St. Mary’s Hospice, Red
Nose Day

Sustainability Assembly for the whole school

Sports Day — all pupils compete in house athletics competitions

Fun Day — follows sports day — inflatables and various games for pupils and
their families

Fencing Club Tournament against other schools and clubs

Opportunities for pupils to show prospective parents around the school on
several open evenings

Whole School Poetry Competition, judged by Senior School English teachers
AA Driving School demonstration to pupils

External Music Grading Examinations across the school

Staff Pantomime to entertain the whole school

Christmas Lunch

Final Celebration Assembly for the award of certificates etc.

Chess Competitions against other schools including the National Finals

World Book Day — theme of The Circus — whole day of circus related activities

An Arctic Explorer visits the JB to talk to the whole school in assembly about
his forthcoming expedition to the North Pole - with a JB boy’s father

Whole School Assembly live-links to the North Pole and questions a parent on
an expedition



Science Day - a visiting scientist from the MadScience organization
entertains the whole school in two sessions

Science Week sees the whole school take part in specially arranged
practicals

World Maths Day sees pupils from ALL classes compete in an on-line maths
competition against pupils from all over the world

Book Fair twice per year in the school hall

French Day across the school

Whole School performs in an evening Music Concert for parents in the Great
Hall at Senior School. Includes full orchestra, various instrumental ensembles,
choirs in two age groups and whole year vocal performances

Exhibition of Pupils’ Work for parents all around the school

Contemporary Concert (featuring the school’'s rock musicians) for parents in
the school hall

Prize Day — a celebration of the pupils’ achievements throughout the year —
held on the last day of term in the Great Hall at Senior School
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UCS Junior Branch

EQUAL OPPORTUNITIES POLICY

In accordance with its ethos, UCS Junior Branch is committed to ensuring that
the resources and talents of all its staff and pupils are utilised to the full and that
no job applicant, employee or pupil receives less favourable treatment in any
aspect of employment or of education on the grounds of gender, ethnic origin,
nationality, colour, religious belief, marital status, sexual orientation, socio-
economic grouping, disability, learning difficulty or health problem which cannot
be shown to be relevant to performance in the job or position within the School.

In order to achieve this, the School will implement a positive action programme
requiring that:

e Selection procedures, both for pupils and staff, are periodically evaluated
and

e reviewed.

e Employment terms, conditions and benefits as well as facilities and
services offered as a consequence of employment are regularly reviewed.

e Opportunities for in-service training are available to staff and enhance
their understanding of equal opportunities within schools.

e Any individual who believes that he or she has experienced inequitable
treatment within the scope of this policy will have the right to draw this to
the attention of the Headmaster.

e All staff and pupils experience equality of opportunity and encouragement
to progress their career within the School and so realise their potential to
the fullest extent possible.

Responsibility for the practical application of this policy lies with all members of
the school community. Specific responsibility falls upon the Headmaster, The
Pastoral Deputy Head, Subject Co-ordinators, the Bursar and those involved in
recruitment, selection and promotion of staff and pupils. Deliberate breach of the
policy will be treated as a disciplinary matter.



ADMISSIONS

UCS is an academically selective school. Applicants are normally required to sit
for academic assessments and to be interviewed before a decision can be made
regarding their admission.

In accordance with our equal opportunities policy, such decisions will not take
any account of factors such as an applicant’s ethnic origin, nationality, colour,
religious belief, socio-economic grouping, disability, learning difficulty or health
problem.

In the case of disabled candidates, or those with serious health problems, the
Headmaster will discuss the case with the candidate’s family before academic
assessments take place. The policy of the school is to consider all such
candidates equally unless it can be shown that the extent of their disability or
illness would make it impossible, if admitted, for the school to fulfil its duty of
educational provision to this pupil or to others.

Those with recognised learning difficulties will be considered alongside all other
candidates. Parents are asked to provide the school with relevant information
before assessments are held. This will be taken into account when decisions
regarding admissions are made. Such candidates may be permitted to write part
of their assessments using a laptop computer. Additional time is not offered,
unless a certified Statement of Need has identified this as a requirement.

Once admitted to the school, all pupils have full and equal access to all elements
of the curriculum, regardless of any disabilities or learning difficulties, which they
may have.

PHYSICAL ACCESS FOR THE DISABLED

The nature of the Holly Hill site means that some areas are not easily or fully
accessible to those with certain disabilities. In planning improvements and
developments to the site, every effort is made to improve and facilitate access.
New buildings are designed with the aim of ensuring easy access for all.

The school is keen to provide the fullest support and assistance to disabled
pupils, visitors, staff and parents.

CODE OF CONDUCT

The Headmaster, the Senior Management Team, pastoral staff, House
Masters/Mistresses and the Medical staff play an active role in monitoring the
implementation of the Junior Branch'’s policy on equal opportunities. Use is made
of Assemblies, PSHE and other lessons to:

e Promote tolerance of each other and respect for each other’s position
within the JB community.

e Promote positive images and role models to avoid prejudice and raise
awareness of related issues.

e Foster an open-minded approach and encourage pupils to recognise the
contributions made by different cultures. Bias should be recognised.



e Understand why and how we will deal with offensive language and
behaviour.

e Understand why we will deal with any incidents promptly and in a sensitive
manner.

Harassment in all its forms unlawful and unacceptable; our Behaviour and Anti-
Bullying Policies contain clear procedures for dealing with unlawful
discrimination.

A successful equal opportunities policy requires strong and positive support from
parent and guardians, and full acceptance of the school’s ethos of tolerance and
respect.

ENGLISH AS AN ADDITIONAL LANGUAGE

In order to cope with the academic and social demands of UCS Junior Branch,
pupils must be fluent English speakers. Normally pupils should have been
educated in the English medium for at least 3 years before coming to the school.
Tuition in English as an Additional Language (EAL) can be arranged at the
parent’s expense.

REQUESTS FOR VARIATION IN THE SCHOOL UNIFORM

UCS Junior Branch does not select for entry on the basis of religious belief, and
we welcome pupils of all faiths and offer the opportunity for everyone to observe
the requirements of their own faiths, in taking days for religious observance.
Parents should be aware that all pupils at the JB are required to wear a uniform.
The Headmaster will consider written requests from parents for variations in the
uniform on religious grounds that are consistent with the school’s ethos and its
policy on health and safety. The Headmaster may take expert advice, and will
normally arrange to meet with the parents to discuss the implications of such a
request.

MONITORING

UCS Junior Branch monitors its equal opportunities policy regularly and reports
to the Governors [annually] in order to ensure its effectiveness. As part of that
process, we invite all parents of candidates for our entrance exams, together with
all parents who accept places at the school for their child to complete an
anonymous ethnic monitoring form. [The form uses the same ethnic categories
as the Government uses in the national census]. When the completed forms
arrive at the school, they are separated from any other material that might
identify the individual child. The data is logged onto a computer spreadsheet by
year of both entrance examination and entry. The individual forms are then
[shredded].

Under no circumstances would we link our ethnic monitoring data with our pupil
records.

We hope that all parents will feel able to participate in the ethnic monitoring
scheme.



COMPLAINTS

In the event that parents and/or pupils find that they have grounds for any
complaints about the operation of our equal opportunities policy, copies of the
School’'s complaints procedure are sent on request.

SEM July ‘09

Return to Index




UCS Junior Branch

Every Child Matters Statement

At the Junior Branch of University College School, we believe that every child
matters. We strive to ensure our pupils will:

Be Healthy
Here are some of the initiatives we use to promote healthy lifestyles:

Appropriate Policies in place — PSHE, Nutritional Standards

Healthy school lunch menus

Sweets, fizzy drinks and crisps banned from school

A minimum of seven PE and Games lessons per week with specialist
teachers

Sports equipment available for break times

Timetabled PSHE lessons

Extensive Health Education in Science and PSHE (see Schemes of Work),
including Sex Education Programme in Year 6

Be Safe
Here are some of the ways in which we try to keep our pupils safe:

Appropriate policies in place — see Child Safety Policy

Child Protection Officer and Policy in place

Appropriate supervision of pupils on site

Risk assessments on all trips

Risk assessments in curriculum planning where applicable

Strong, caring relationships between staff and pupils

Anti-bullying Policy in place

Basic first aid training for all staff every year

Basic fire safety training for all staff every year

School Nurse on site during school day, also six fully qualified First-Aiders
First Aid Kits in all appropriate areas

School rules, including no running inside the building

Nut free school

School gates and external doors closed during school hours once pupils have
arrived

Security cameras viewing all entrances to school

Use of school assemblies for safety awareness

Appropriate Fire Safety Policy and Procedures and Fire Safety Officer
Regular fire drills

Involvement in Camden Summer Action (street safety day) to prepare Y6 for
transfer from primary to secondary school



Enjoy and Achieve
Here are some of the ways in which we help our pupils to enjoy and achieve:

A stimulating, challenging and appropriate curriculum

Assessment for Learning adopted across the school

Generous resources and specialist teaching rooms

Use of state-of-the-art swimming pool and gymnasium at Senior School
26 acres of beautiful playing fields

Subject-specialist teachers

Regular achievement celebrations in school assemblies

Use of Merits and Commendation Cards to reward achievement

House System in place

Educational day trips and visits

Residential trips and visits

Guest speakers and visitors

Theme Days such as World Book Day, Science Day, World War Two Day
Theatre outings and visits from theatre companies

A wide range of extra-curricular activities and clubs

Teacher mentoring role in place

Make a Positive Contribution
Here are some of the ways we try to encourage all of our pupils to make a
positive contribution:

Appropriate Policies in place — PSHE, Discipline, Behaviour, Rewards and
Sanctions, SMSC

Use of Circle Time and PSHE lessons

Monitors in Year 6; also each class has a Library monitor

The development and use of ‘pupil voice’ to inform planning and school
development

Merits awarded for positive contributions across the school

House System in place

Community Action Week and many other charitable fund-raising events
Recycling paper

Regular competitions E.g. poetry, debating, sports, etc.

Studies in local history

Buddy system in place for new pupils

Promoting citizenship

Involvement in Camden Summer Action (street safety day)

Pupils encouraged to take part in school assemblies

All pupils perform in at least one concert and one play each year

Achieve Economic Well-being

Here are some of the ways we help our pupils to gain the tools required to
achieve economic well-being:

Broad Curriculum and extra-curricular activities providing opportunity



Pupils achieve high academic standards

Pupils well prepared for the next stage in their education

Pupils transfer to highly successful Senior School at Year 7

High quality ICT provision and advanced ICT skill acquisition

Pupils taught to use a wide range of presentational skills including
PowerPoint/Keynote, Debate, Short Film, etc.

Pupils given positions of responsibility e.g. sports captain, monitor, etc.
School newspaper and magazine

Countless opportunities to work or play as a TEAM

Visiting speakers

Regular trips and visits outside of school

Community Action Week requiring selflessness and entrepreneurialism
Professionals visiting school to work with pupils e.g. authors, dentists, etc.
Active development of PSHE lessons on fiscal awareness and responsibility
for self, family and society at large

Written by Mark Albini and Sharon Martin (July 2009)

To be reviewed July 2010.
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Temporary and Permanent Exclusion Statement
Examples of behaviour which may merit temporary or permanent exclusion include:

Persistent disruptive behaviour

Bullying

Physical assault/threatening behaviour against pupils or adults
Verbal abuse/ threatening behaviour against pupils or adults
Sexual harassment

Racist abuse

Sexual misconduct

Theft

Damage to property

Drug abuse

Alcohol abuse

(Parental behaviour —see Farrers’ advice on this. Do we wish to include it in our

policy?)
It should be noted that this is intended as a guide and is not an exhaustive list.

Sanctions of temporary or permanent exclusion may be applied whether the offence
has occurred on school premises, within school grounds, on school trips and visits,
within the vicinity of the school or away from school premises. They may be applied
in the case of illegal activity, or in the case of activity which is considered likely to
bring the school or members of the school community into disrepute.

Parents will always be informed by the Headmaster when temporary or permanent
exclusion are being considered. In the case of temporary exclusion, our aim will be to
keep any period of suspension as short as is compatible with the disciplinary offence
concerned.

In the most extreme circumstances, the Headmaster may feel it necessary to exclude a
pupil permanently from the school. Although the student’s best interests will always
be taken into consideration, the interests of others in the school and the nature of the
particular offence will carry considerable weight. Parents will always be invited to
meet the Headmaster when such a decision is being considered and before it is made.

Whenever permanent exclusion is adopted as a punishment, parents have a right to

appeal against the Headmaster’s decision. Such appeals must be directed to the
Council of UCS who will inform the parents of the procedure for hearing the appeal.
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GIFTED AND TALENTED — THE UCS JUNIOR BRANCH APPROACH -
DRAFT POLICY

Aims

At the Junior Branch of University College School, we are committed to
providing an environment that encourages all pupils to maximise their
potential and this clearly includes pupils who display some form of gift or
talent. It is important to state at this point that staff at the Junior Branch of
University College School agree with Barry Hymer’s (2009) approach to Gifted
and Talented (G&T) which falls very much in line with the school’'s unique
ethos. In Hymer’s approach, G&T provision is moved away from the “dead-
end streets of ‘ability,’” identification’ and ‘cohorts’ and turned instead into the
open avenues of learning and gift-creation for all.” Having stated that
however, the school still has a commitment to identifying those pupils who are
able to work at an advanced level throughout the broad curriculum and ensure
that they are appropriately stretched, engaged and challenged.

Underlying values, beliefs and principles to the UCS Junior Branch
approach to G&T (from Barry Hymer, 2009):

~ Children do not have the same skills and strengths, but can all respond
well to rich, challenging, personalized educational opportunities

- Gifts and talents aren’t ‘found,’ ‘discovered’ or ‘identified’ in children —
they’re made, created and grown

~ Gifts and talents aren’t stable, measurable attributes — they wax and
wane along with children’s educational environments, the quality of
their relationships, their commitment and dedication, and other factors

~ A focus on children’s performances and on teacher-imposed targets is
less likely to lead to a long-term passion for learning and achievement
than a focus on their learning, and their personally-generated targets.

Barry Hymer’s (2009) definitions of Gifted and Talented:

Giftedness is a preparedness to invest time, energy and resources
(intellectual, physical, emotional, social) into an area of learning. Giftedness
doesn't exist as a mysterious fixed capacity in children’s heads, instead, it is
mastered and emerges through the interaction of a wide range of factors that
are:

. Fluid — they change over time



. Complex —they’re many, messy and unpredictable
. Unmeasurable — you can't give a single score to interacting factors

Giftedness emerges from sustained enquiry into an area of personal interest.
It reflects the amount and quality of the effort, commitment, creative and
strategic thinking invested, and the opportunities offered.

This ‘mastery’ framework leads the school to focus on the sort of provision
that results in personal engagement for all of its pupils, and to the belief that
we can't know if children are ‘gifted’ until they have had the opportunity to
develop and demonstrate these qualities. At the Junior Branch of University
College School, we know that we have pupils with high-level ‘expertise’ in
mathematics, English, science, history, rugby, chess, music, art and in many
other areas. We are also aware that these ‘gifts’ have come from the pupils
having the opportunity, commitment and intrinsic motivation to become expert.

Implications of the ‘mastery framework’ for our teaching practice:

Instead of simply collecting data, measuring and judging children, we
must support their leaning through effective planning and teaching

Instead of accelerating the curriculum for certain pupils, we must look
towards curriculum extension and enrichment (see Enrichment Policy)
by increasing the breadth and depth of the curriculum

Instead of focusing on just a few G&T pupils, we must focus on G&T
provision for all

Instead of placing emphasis on ‘ability’ and ‘intelligence,” we must focus
on effort and interest

Instead of using just summative assessment, we have adopted formative
assessment through assessment for learning

Instead of focusing on short-term performance, we must consider the
long-term implications for learning

Instead of developing fixed cohorts of G&T pupils, we must adopt a more
flexible approach that reflects our knowledge and understanding of
pupils’ abilities, interests and motivation. After all, we are very aware of
that just because a pupil is not particularly strong in mathematics or
English, this doesn’t mean that he is not particularly able in history or
art or sport.

At the Junior Branch of University College School, to develop giftedness, we
value activities that put a primary emphasis on learning, which in turn delivers
longer-term performance. One significant approach to develop giftedness that
has been adopted (staff training and trial groups having been undertaken



during 2008 — 2009) is Philosophy for Children (P4C). Our school has
adopted the term ‘Thinking Groups.’ In this process, teachers and pupils come
together in a wide range of subjects, but particularly in PSHE, to explore
issues philosophically and develop a culture of enquiry.

To encourage giftedness, our school must continue to plan a good mix of
activities within lessons that employ a range of different senses and
challenges for ALL pupils, not just gifted. We must provide opportunities for
pupils to reflect deeply on an activity, to self-evaluate and to plan for
improvements when experiencing similar activities in the future. We must also
continue to be innovative and embrace new ideas in our learning and teaching
and critically evaluate any new initiatives — such as the five-year
implementation of Assessment for Learning throughout the school.

Can we provide evidence that our pupils — including our G&T pupils —
are being appropriately stretched, challenged and extended in their
learning?

The results of in-house parent and pupil questionnaires provide positive
evidence that the school is succeeding in these aims. Further evidence is
provided by the numbers of Level 6s being gained in English, mathematics
and science; the performances of school teams in various local and national
competitions; the success of the chess team in national competition; the
quality of performance generated by the school choirs, orchestra and various
music ensembles and the quality of the artwork displayed all around the
school.

DfES Definitions and Notes for Teachers

A gifted pupil is one who is in the top 5-10% of the pupil population. (DfES
definition). A gifted pupil is one who ‘has the capacity for or demonstrates
high levels of performance in an academic area’.

A talented pupil is one who is in the top 5-10% of those with a domain specific
ability in a non-academic area:

* Physical talent

* Visual / performing abilities

* Mechanical ingenuity

* Outstanding leadership and social awareness

* Creativity

Identification of the gifted and talented

Before identifying any child gifted in a particular area, we aim to ensure that
all children have had the opportunity to learn and succeed in this area. This
makes the identification process fair.

A gifted or talented pupil should be identified using a variety of methods. The
specific procedure will vary according to subject area but will include elements
of the following:



* Teacher nomination

» Assessment results

* Peer nomination

» Parental nomination
 Specialist teacher identification
 Self-nomination

It is worth remembering that gifted pupils can be:

» Good all-rounders

* High achievers in one area

* Of high ability but with low motivation

» Of good verbal ability but poor writing skills
* Very able but with a short attention span

* Very able with poor social skills

» Keen to disguise their abilities

(Deborah Eyre, 1973)

Everyone in school has a responsibility to recognise and value pupils’ abilities.
We are aware that:

» Unnecessary repetition of work is de-motivating and de-motivated pupils will
not always demonstrate potential

* There is sometimes peer pressure to under-achieve

* Gifted pupils are not always easier to reach than other pupils

Provision for the gifted and talented.

Opportunities for extension and enrichment are built into all our schemes of
work. When reviewing policy during academic year 2009 — 2010, we shall
ensure that every curriculum area will have a reference to differentiation and
extension. This should state what the identification procedure will be and
what provision is in place.

We aim to:

* Maintain an ethos where it is OK to be bright.

» Encourage all pupils to be independent learners.

* Recognise achievement.

* Be aware if the effects of ethnicity, bilingualism and social
circumstances on learning and high achievement.

* Provide a wide range of extra-curricular activities and clubs.

» Always provide work at an appropriate level.

* Provide opportunities for all pupils to work with like minded peers.

Types of provision:

Classroom differentiation:
» Teachers have high expectations.



» Tasks are designed to take account of levels of existing knowledge, skills
and understanding.

* There are planned extension opportunities or open-ended tasks.

» There is access to higher tier assessment papers.

School based provision:

This varies according to subject area and is covered using a variety of
methods:

* School clubs

» Enrichment opportunities

» Opportunities for performance

* Visiting artists, authors etc.

* Specialist teaching

* Partnership with Senior School

Out of school provision:
» National schemes/competitions/festivals

Process for review and development.

This policy will be reviewed by the whole school teaching staff annually. Next
review: July 2010.

Written by Mark Albini (02/08/09)
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HOMEWORK POLICY

Purpose:

The aim of our homework policy is to promote learning beyond the school day
as an essential part of good education. We believe that homework not only
reinforces classroom learning, it also helps children and young people to
develop skills and attitudes that they need for successful lifelong learning. It
should support the development of independent learning skills, including the
habits of enquiry and investigation, and it should help to foster the role of
parents and carers as co-educators of their children. We will make every effort
to combat disadvantage, for example by considering the need for after-school
study support with access to resources such as ICT and mentoring. Indeed,
Homework Club, which runs from 3.45 pm to 5 pm on Monday to Thursday
after school, was created for just such a purpose.

General Notes and Guidance on Homework:

All pupils at the school are set homework. It should be set regularly but should
not be onerous and can take various forms.

At the start of the year, the Deputy Head (Curriculum) will produce a
homework timetable for the school. Each boy should be issued with a
Homework Diary in which he copies this information and which he takes with
him to lessons and completes with the relevant details, including ‘finish of
classwork’, ‘none’, etc. if that be the case. Where no homework has been set,
pupils are expected to use their time productively — reading, revising or
catching up with work missed in any subject. Parents should be asked to sign
the diary every day for Year 3 pupils and at the end of every week for pupils in
Years 4, 5 and 6. Form Teachers should check weekly that pupils and parents
are following procedures.

As a general rule, homework should not be set for holidays although pupils
should be encouraged to read. Occasionally a boy’s report may indicate that
he would benefit from some revision or consolidation of the previous term’s or
year's work.

Homework Club:

For boys who experience difficulty organising work at home, or who have a
backlog of missed work to catch up, a Homework Club operates after school
on Monday, Tuesday, Wednesday and Thursday where they can work quietly
in the school library, under the supervision of a member of staff, until 5 pm.



Boys may stay for the duration of the club and read if they have completed the
set work. Staff and parents should agree in advance with the member of staff
responsible for Homework Club if a boy is to attend.

How long should a pupil spend on homework?

Time spent on each subject’'s homework task each night should usually be no
more than:

Year 3: 20 minutes plus 10 minutes reading
Year 4. 30 minutes plus 10 minutes reading
Year 5: 30 minutes plus independent reading
Year 6: 40 minutes plus independent reading

There should be a maximum of two subjects per night.
What if homework has not been done?

A note should be written in the Homework Diary by the boy’s parent if the
homework hasn’'t been done. The subject teacher will then arrange with the
pupil when the work should be done. The Form Teacher or Subject Teacher
may contact the parent if there are regular problems with homework.

Guidance on Homework for Parents:

Detailed guidance for parents about homework is given both in the Homework
Diary and in the Guide For Parents issued at the start of an academic year to
all new parents at the school.

Relationship to other policies

The policy refers to commitments made in the home-school agreement, and
also relates to the curriculum policy, the teaching and learning policy and to
the policy for assessment for learning, recording and reporting.

Roles and responsibilities of Headmaster, other staff, governors

The Deputy Head (Curriculum) will ensure that homework is:
. an integral part of the curriculum and is planned, timetabled and
prepared alongside all other programmes of learning

. appropriate to the age, ability and circumstances of the pupils, taking
into account special educational needs

. co-ordinated in order to be manageable for children on a daily basis

Teachers will ensure that:
. pupils and parents are given a timetable for homework at the start of
each year



. homework is set and marked in line with guidance and agreed

standards
. tasks are realistic and well structured
. pupils understand the purpose of the homework tasks
. it is clear to pupils how their homework consolidates and extends the

work they are doing in school.

Pupils will be required to record the homework tasks in their Homework
Diary, ensure their understanding of them, and demonstrate a commitment to
spending an allocated time completing the tasks set. They will return their
work on time.

Parents will encourage and monitor homework and inform their child’s
teacher if an issue arises.

Arrangements for monitoring and evaluation

Subject teachers and Co-ordinators will monitor homework by checking
lesson plans, pupils’ work and Homework Diaries. On an annual basis, pupils
will be surveyed for their views on the effectiveness of the current practice,
and the Senior Management Team will review the effectiveness of this policy.

Written by Mark Albini (11/07/09)
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INDEPENDENT LEARNING AT THE JUNIOR BRANCH — AN OVERVIEW

Introduction:

At the Junior Branch of University College School, we believe that children
need to develop as independent learners who take responsibility for their own
learning, and who work collaboratively with the teacher and with each other to
take their learning forward, rather than being passive recipients of what they
are being taught.

Recent Government advice suggests that schools should aim to achieve
flexibility in their approaches to pupils by:

1) developing pupil independence in learning;

2) using a wide range of teaching methods appropriate to different learning
styles;

3) considering the nature of the relationship between teachers and learners;

4) reviewing learning and teaching materials and resources.

This overview looks at increasing the first of these attributes, namely
developing increasing pupil independence in learning. Independent learning
skills are an essential preparation for life and for transition to, and success in,
senior school and further education. Independent learning skills promote
pupils' ability in reviewing, recording and reflecting on their learning. They also
encourage independence in problem solving, decision-making and
organisation. However, they take time to establish and, for many pupils,
require deliberate teaching and modelling. Therefore if pupils are to become
actively involved in increasing their independence in their own learning, they
need firstly to acquire the ability to learn how to learn.

This is particularly important for pupils with learning difficulties, who may find it
difficult to assimilate and generalise skills, but for whom the ability to generate
their own learning can lead to increased success, self-confidence and self-
esteem. A supportive environment, that allows pupils to learn from mistakes
and build on their successes, is a pre-requisite. Ideally, such skill building will
be started early and sustained throughout an individual's learning.

At University College School Junior Branch, to ensure that the environment is
in place to encourage independent learning, we are continuing to develop:

- a whole-institution approach to the development of learning skills



- curricular and other activities that provide structured opportunities for their
development

- a consistent approach to skills development
- clear and consistent expectations of learners.

Specific skills that need to be developed

Observation of pupils can lead to decisions being made regarding what skills
individual pupils already possess in independent learning. It can also assist in
raising awareness of those abilities that need to be assimilated in order for
pupils to further enhance their skills, and what areas need targeting for
improvement. Specific skills might include the ability to:

complete set tasks without adult intervention for increasing periods of time

preview or skim materials before reading them in detalil

accurately decode and understand written instructions and text

summarise the main points of the task

use a number of different sources to locate required information for the
completion of tasks

predict likely outcomes

organise, plan and re-draft written responses

work in co-operation in a group or individually to complete assignments

demonstrate persistence when a task appears challenging

demonstrate determination and organisation skills to meet deadlines

display effective note taking skills to aid recall

transfer learning to other areas of the curriculum

present materials in a way that allows reader understanding of response

ask for help when needed

see mistakes as part of the learning process

set themselves high goals and aim to achieve the best they can.

The role of the teacher

Teachers at the Junior Branch of UCS need to set and clarify learning
objectives, expectations and boundaries and to share these with pupils. They
need to assist students to acquire the knowledge, skills and understanding
and plan structured opportunities in which to demonstrate, practice and apply
these skills and to reflect and build on their learning. This may require
consideration of strategies and procedures to increase flexibility so that the
curriculum:

- is delivered through a varied but balanced range of teaching methods
(e.g. didactic, active and experiential)

- meets the needs of all learning styles (e.g. visual, aesthetic, kinaesthetic,
reflective, theoretical, pragmatic and active)

- helps pupil to make connections with other learning by breaking large
tasks into manageable steps and demonstrating the relevance of what
is being learnt, now and in the future



- encourages pupils to participate by ensuring they understand outcomes
and have opportunities to review, record and reflect on their progress

- supports assessment for learning through teacher, peer or self-
assessment.

Conclusion

Learning to learn demands a solution-focused approach to classroom tasks
and determination to overcome obstacles. It requires pupils to be empowered
to influence the way in which they approach and complete their learning. This
suggests trust between teacher and student and a sharing of identified targets
that are negotiated and agreed. Learning to learn increases the responsibility
upon the pupil to accept their role in directing their learning; and for pupils
who are familiar to more didactic schooling, this may appear unstructured.
However, it can lead to greater engagement with learning, reduce disaffection
and support skills for learning throughout life.

Mark Albini (11/07/09)

Just a few examples of Independent Learning Tasks at University
College School Junior Branch:

English — all years — writing and reciting poems for the school’'s annual poetry
competition. Year 6 researching for the debating competition.

Science — independent research for a project on an animal of the pupil’s own
choice in Year 3. Year 4 pupils designing their own electrical safety posters
and analysing their own diets. Year 5 pupils undertaking independent
research for a project on a tree in their garden. Year 6 pupils preparing
presentations, in pairs, on tooth decay and dental hygiene to show to Year 3

pupils.
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LETTING STATEMENT

The school’s facilities are used, occasionally after school and regularly during
the school holidays, by other organisations.

All enquires about the letting of any school facility outside normal school

hours is dealt with by UCS Active and must always have the approval of the
Headmaster.

KGD 07/09
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LIBRARY POLICY

Introduction

“What we learn from good books and other resources becomes part of us.”
Library Association

The library at the Junior Branch of University College School supports the
ethos of the school, which promotes principles of liberal scholarship, aiming to
excite and expand intellectual curiosity, breadth of study and independence of
mind.

The school curriculum develops enjoyment of, and commitment to, learning as
a means of encouraging and stimulating the best possible progress and the
highest possible attainment by all pupils. The role of the school library is
central to supporting our pupils’ learning. It plays a key role in helping our
pupils to develop their communication and information-handling skills. It also
offers them a view of the world that is free from stereotypes and promotes
equality of opportunity for all.

Our library helps our pupils become independent and lifelong learners through
offering the opportunity for pupils to take responsibility for their own learning.
The resources in our library support the aims and objectives of the National
Curriculum by promoting the ability in pupils to read fluently a range of literary
and non-fiction texts, and to reflect critically on what they read.

Aims and objectives

- To extend and enrich pupils’ learning experiences

- To develop pupils’ skills as independent learners

- To support teaching and learning in our school

- To provide opportunities for our pupils to find and access resources for
themselves

Organisation

Our school library is centrally located within the school and is easily accessed
by all. It has recently been extended and refurbished with furniture and
shelving appropriate to its users’ needs. The library has enough tables and
chairs to enable all classes within Years 4, 5 and 6 to be taught one double



lesson of English each per week. Other subjects also bring classes into the
library for extended research projects such as the history debating
competition in Year 6 and the animal research project in science in Year 3.
The library also has a relaxed seating area and ten computers. Laptop
computers may be brought into the library when more are needed.

The library has collections of fiction and non-fiction resources. These include
newspapers, magazines, story tapes, videos, CD-Roms and DVDs. Most
classrooms in the school also have their own small non-fiction and fiction
collections. All books are classified according to the Dewey Decimal
Classification System.

The ten computers in the library have CD-Rom and DVD capability, safe
Internet access and a range of multimedia applications.

The School Librarian will assemble mobile project boxes of books on request
from subject teachers. For example, the Science Department frequently
requests boxes of books on plants, diseases, animals or health and the
human body whenever these topics are being studied.

Our library is always open during normal school hours but more specifically,
lunch times is the time when it is open to all.

The Schools Library Service is used to supplement the range of resources
available to our pupils.

All library management functions are computerised. Features of the system
include book reviews by pupils, a catalogue accessible from any computer
inside or outside of the school and numerous reports on borrowing, which are
useful to staff in helping them to encourage literacy. The system is designed
for non-supervised use by all members of the school community. All
individuals receive training in its use as part of the information skills
programme.

Resources

The library employs a part-time professional librarian who is responsible for
the management of the library. The librarian co-ordinates a team of parent
volunteers who help with lunchtime supervision and other tasks. A parent
volunteer represents the library on the Parents’ Guild.

Pupil librarians volunteer to help in the organisation of the library. These are
appointed on a termly basis.

The librarian is responsible for budgeting for the library. A yearly budget
allocation is made available for replacement of stock to ensure that our
resources are in good condition, up to date and relevant to our pupils’ needs.
We have well over the Library Association’s recommended levels of 15 items
per pupil in our library.



The librarian consults closely with staff about curriculum development and
resource needs and welcomes feedback from parents, pupils and staff. A list
inviting teachers at the school to request project boxes is renewed in the
staffroom every half term. Information skills and topic lessons are given by the
librarian when appropriate.

The staff receives library training when requested.

The school librarian attends appropriate CPD courses and is in regular
contact with the Senior School Library.

The library promotes itself with regular assembly announcements, lists of new
books, notices, posters, displays and announcements.

We plan to further develop the effectiveness of the library with continued
monitoring and by improving the information available on the catalogue.

Annette Davies (School Librarian) (2009)
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LINKS WITH PARENTS AND THE COMMUNITY

Links with Parents

The ‘open door’ policy at the Junior Branch of University College School
encourages parents to be involved in their child’s education and in school life
as an adult helper or member of the Parents’ Guild. We also recognise that
parents are our first line of contact with the local community and as such,
communicate what is happening in our school to the wider community as well
as promoting the school’s reputation.

There are a great many links with parents of pupils at the school and the
following list gives a flavour of the ways we communicate with parents and
encourage their involvement in the school:

Form Teachers escort their classes out to the lower playground to meet
their parents at the end of the school day and so are available for any
communications.

There are two formal Parents’ Evenings per academic year for each year
group, one in each of the Autumn and Spring Terms. In addition to these,
Grade Cards are completed by each subject teacher at the ends of the
Autumn and Spring Terms.

End of Year Reports are written for parents at the end of the academic
year for every subject, along with a Class Teacher Report and a
Headmaster's Comment.

Parents receive a Guide for Parents and a Syllabus Summary document
for each subject at the start of an academic year. Year 6 parents also
have the opportunity to attend a meeting to discuss the Sex and
Relationships Education Programme conducted in science and PSHE in
the Summer Term.

Pupils are given a Handbook and Homework Diary for each academic
year and this provides an important means of communication between
teachers and pupils, and teachers and parents, as well as explaining
many of the school’s procedures.

Parents of Year 3 pupils are invited to become ‘Reading Mothers’ who
visit school once per week to hear Year 3 pupils read.



Junior Branch Parents are invited to become ‘Library Mothers’ who attend
the library every lunchtime to help and supervise pupils using the library.

The UCS Foundation Website (www.ucs.org.uk) is available to provide
parents with useful information about the school, its achievements,
policies and procedures. The Junior Branch Fortnightly Diary is also
published on this website.

The School Messaging Service is used to share information with parents,
emergency communications and reminders.

All parents at the school automatically become members of the Parents’
Guild, a body that organizes social functions, fund raises and provides
ideas for worthy charities and causes for the pupils to raise money for
during Community Action Week.

Two parents from each class are invited to become the ‘Class Reps’ for
the particular form that their sons are in. These parents take the role of
organizing parents in that class for Parents Guild functions.

Parents are invited in to school for several concerts and celebrations
throughout a given year. These include the Year 6 Short Film Competition
Awards Ceremony, the Year 4 Music Day Performance, the Year 6
Debating Competition finals, School Music Concerts, the Exhibition of
Pupils’ Work afternoon, Drama Productions in every year group, Sports
Day and the Fun Afternoon organized by the Parents’ Guild.

Parents are invited to attend ALL sports fixtures against other schools
both home and away.

Parents receive frequent mailings about their sons’ involvement in clubs
or extra-curricular activities.

Parents of pupils new to the school attend a New Parents Information
Evening at the start of each academic year.

The Headmaster sends a half-termly mailing to all parents at the school
detailing the term’s activities and notable achievements, and highlighting
important dates for the next term.

The Parents Guild Quiz Night provides an excellent opportunity for
parents to socialize and raise money for charity at the same time.

Grandparents’ Day gives Year 6 pupils at the school the opportunity to
invite their Grandparents into school to give them a tour of the school and
show off their work. The Grandparents are then entertained by the
school’s Senior Choir and have refreshments.

Prize Day is a major event in the school calendar, which all parents are


http://www.ucs.org.uk/

invited to attend.

Parents are actively encouraged to write notes in their son’s homework
diary or email or telephone the school if they wish to talk to a member
of staff. Teachers also use the Homework Diary, email and the
telephone to contact parents so communication is very much a two-way
process.

Links with the Broader Community

The Junior Branch is one of three schools within the University College
School Foundation. Our school is not a site in isolation, but is situated in the
vibrant heart of Hampstead. We feel it is important to foster links with the
community and links are developed in many different ways at the three
schools.

At the Junior Branch, we aim to develop links with:

The other schools in the UCS Foundation. This includes the Senior
School at Frognal where Subject Co-ordinators are expected to visit once
per year to establish subject links across the Key Stages and talk to our
former pupils in Year 7 to establish how they have settled in and how we
can ease their transition between the two schools. Year 6 pupils visit the
Senior School for science lectures and use the Senior School swimming
pool and sports halls for their PE lessons. During the Senior School
literary festival ‘Beyond Words’, several visiting authors visit the Junior
Branch to speak to different year groups. The Year 6 Play is always
performed in the Lund Theatre at Frognal. Year 6 pupils attend a welcome
day and an information evening at Frognal to introduce them to their
Senior School and show their parents around the Frognal site. The Head
of Entry from UCS Senior School visits Year 6 pupils in the Summer Term
in their PSHE lessons to answer any questions that pupils may have
about Frognal and life in Year 7. The annual Prize Day is held in the Great
Hall at Frognal.

Our feeder pre-preparatory schools, including The Phoenix School
in Swiss Cottage, which is part of the UCS Foundation. The
Headmaster undertakes regular visits to all local schools. Phoenix School
pupils from Years 1 and 2 visit the Junior Branch twice per week to use
the library, the ICT room and the playground. Year 3 teachers from the
Junior Branch visit the Phoenix School on an annual basis to liaise with
Year 2 teachers about Phoenix pupils that may have gained entry to the
Junior Branch. Mark Albini (Deputy Head (Curriculum)) at the Junior
Banch also undertakes formal lesson observations of teachers at the
Phoenix School as a part of their appraisal system and monitoring
procedures. The Phoenix School parents also use the Junior Branch Hall
for quiz nights, performances and other Parents’ Guild functions.

The Headmaster also invites the Heads of local schools to the Junior
Branch for a tour of the school, a meeting, and in order to socialize.



The local press. The Headmaster, along with the School Development
Officer, maintain links with the Ham & High, our local community
newspaper to publicise notable achievements or charitable acts
undertaken by the school.

The local police force. The Junior Branch of UCS has established strong
links with the local community police. A school’s liaison officer visits
school to talk to Year 6 pupils about street safety and Year 6 pupils also
attend the annual Camden Summer Action event at Corams Fields, along
with invited state primary schools, to undertake a carousel of activities
related to safety.

Community Action Week in the Autumn Term. Community Action
Week sees pupils at the Junior Branch raising several thousands of
pounds for local, national and international charities such as MacMillan
Nurses where a coffee morning is held at the Junior Branch with coffee
supplied by the local branch of Starbucks. The Junior Branch has
established links with, and raised considerable sums of money for, the
local Swiss Cottage School for pupils with a wide range of learning
difficulties. Guest Speakers from different charity organizations that the
school supports visit the school to explain to the pupils what the money is
needed for. In June, 2009, the Junior Branch raised over £5000 for the
NSPCC in a sponsored Spellathon.

The Junior Branch Headmaster is a member of the Hampstead Traffic
Working Group.

Other Agencies, Links and Contacts

. The School Doctor visits school to undertake medical examinations of Junior
Branch pupils.

. The Junior Branch has contact with various experienced and highly
professional Educational Psychologists and Educational Therapists who visit
the school to deal with individual cases.

Support staff from the Health Service attend the school to provide
professional support for individual pupils.

. The Camden Child Protection Service lead whole staff INSET sessions at
the school and the school has adopted their Child Protection Policy. The
Headmaster is the school’s Child Protection Officer and he regularly attends
meetings and training sessions at the Camden Child Protection Offices.

. Selected Year 6 pupils go on the annual rugby and cricket tours to Somerset
and Kent respectively.

. The Junior Branch is very keen to support the local community in
Hampstead by using local greengrocers, stationery shops and newsagents,



and the whole UCS Foundation use local pubs and restaurants for social
functions.

. The Junior Branch is proud of its long-established links with the local St.
Mary’s Hospice in Hampstead where teachers and pupils go every Christmas
to sing carols to the patients. These same teachers and pupils then sing
outside Hampstead Underground Station and collect money for the Hospice.

. The Junior Branch lends its staging to the local community for the switching
on of the Christmas lights in Hampstead.

This statement will be revised and updated every year.

Written by Mark Albini (12/02/09)
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MARKING POLICY

In general terms, all teachers of academic subjects will use the following
guidelines when marking pupils’ work. These guidelines adhere to the
principles of Assessment for Learning that have been adopted at the school.

Naturally, individual subjects will need to tailor their marking policies to their
own specific requirements, as long as the principles outlined below are
adhered to.

A sympathetic and flexible approach should be adopted with pupils identified
as having a specific learning difficulty. Learning Support along with the Deputy
Head (Pastoral) and Deputy Head (Curriculum) will advise as necessary.

» Itis essential that we give pupils useful feedback on their work to help their
learning. For this reason, marking and assessment should be frequent,
prompt and effective. Marking should be focused on the learning goals and
not the pupil or just presentation. The pupil must be clear about what he
has achieved and what still needs further work to improve.

* Be positive and encouraging in your comments. Offer specific praise as
well as highlighting areas for improvement. Use descriptive comments,
phrased so that the pupil understands how he should respond. Comments
may be phrased as targets or linked to targets already shared with the
pupil.

* Avoid woolly generalisations such as “Good”, “Very Good” or “Good
Effort”.

Note: If the work has been marked in front of the pupil, then a stamp
stating “Marked with teacher” may be used to replace any written
teacher comments as the pupil will have been told about the work in
person.

» Write, “See me!” if there are any problems with a piece of work. Explain
the concept or problem and tick and date the “See me!” when the pupil has
been seen.

* Pupils should make improvements/corrections when it is considered
appropriate by the teacher to facilitate their progress in knowledge,
understanding and skills. When returning marked work to pupils, allow
time for pupils to read your comments and respond to them.

* In all subjects, spelling errors should be dealt with in one or two ways.
They may be identified with an “Sp” in the margin; staff should give the
correct spelling for the pupil. Pupils should then write the correction three
times at the end of the piece of work. Alternatively pupils may be asked to
look for a limited number of spelling errors and then use a dictionary or



other tool to find the correct spelling. Discretion must be used here in the
number of errors highlighted by the teacher with regard to pupils that have
spelling problems or a learning difficulty.

It is the responsibility of all teachers, not just teachers of English, to
encourage good presentation, fluency and written accuracy.

Generally work should be marked in another colour to the pupils’ work.
The teachers in their own records must note pupils’ progress.

An important part of pupils’ learning is their self-evaluation and we should
value this assessment equally with our own.

All staff should generally award merits singly in a consistent manner for
good work or a really good effort.

A Commendation Certificate (worth five merits) may be awarded for truly
outstanding effort and achievement.

Sharon Martin and Mark Albini (First written 2003, Revised in 2005, 2006,

2008, 2009.)
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MOBILE ‘PHONES and ELECTRONIC EQUIPMENT POLICY

Experience has shown that mobile phones can be a significant distraction at
school. They also pose a security risk both at school and, more significantly, on
the journey to and from school.

We strongly recommend, therefore, that students do not bring mobile phones to
school. All students have access to a telephone while at school. Urgent
messages for students can be left with the School Office and will be passed on
as quickly as possible.

Pupils should not bring a mobile ‘phone to school unless parents have written
to the Headmaster explaining the need for their son to do so. Any phone
used at school without permission will be confiscated and any loss at school will
not be covered by the school's insurers. For reasons of pupils’ security, basic
phones are more acceptable than phones which have cameras, video and
internet access.

Whilst at school, mobile phones must be switched off and handed in to the
School Office, or to a responsible member of staff when pupils are at the Games
Field. Only then is the phone covered by the school’s insurance policies.

Pupils are not allowed to bring into school expensive musical equipment such as
Ipods. There are clearly dangers in using such equipment on the journeys to and
from school. Ipods, MP3 players and other personal audio equipment must not
be used during school time.
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UCS Junior Branch

MONITORING AND EVALUATION POLICY

At the Junior Branch of University College School, we value the support and
contributions of pupils, parents, colleagues, governors and outside experts,
and recognise that both monitoring and evaluation form an integral part of
school improvement and professional development.

What is Monitoring?

Monitoring is the gathering of evidence against specific criteria. Evidence may
take many forms including informal discussions, scrutiny of work and books,
photographs, film of concerts and performances, results of fixtures and
examinations, lesson observations and lesson sharing, staff review,
assemblies, letters and questionnaires.

What is evaluation?

Evaluation is a judgement on the effectiveness of actions taken. These
judgements are based on the impact of actions and policy decisions on the
quality of teaching and learning, as well as on the personal, moral and social
development of pupils. The former is identified through staff and work reviews,
assessment data and lesson observation. The latter is identified through
continual monitoring, discussing and recording over time by the pastoral team.

What are the purposes of monitoring?

The purposes of monitoring and evaluation are: to improve the quality of
learning experiences offered to pupils in order to raise standards; to be
accountable for our actions and decisions; to foster a growing understanding
of self; to establish knowledge of individual strengths and areas for personal,
moral and social development; to inculcate a sense of community and a
sense of tolerance and respect for others. Regular monitoring of the
curriculum tracks that policy matches reality, which aims are met and that
practice is improved in a constructive, rigorous and supportive way. Regular
monitoring of personal and social development and citizenship tracks the
personal, moral and social development of the individual pupil, helps the
school community to build on positive experiences and challenge negative or
destructive behaviours in a supportive and constructive way.

Monitoring provides information and evidence about strengths as well as
indicating areas for improvement or development. It informs decisions
regarding the future developments that are needed to raise standards further,
to resource spending and to provide appropriate training, all of which feeds
into the School Development Plan.



What is the purpose of evaluation?

Monitoring alone does not lead to school improvement. It is through an
evaluation of the information gathered, the identification of needs and the
application of strategies to address those needs that school improvement can
be effected.

A Summary of the Aims of Monitoring and Evaluation

To measure how the school is currently performing

To compare current achievements to previous achievements

To establish action so that standards are raised

To ensure pupils’ curriculum entitlement

To know and understand what is happening in each classroom

To evaluate the effectiveness of curriculum provision

To celebrate, share and learn from good practice

To support the continuing personal, moral and social development of all pupils
To acknowledge and provide support where required

To review and evaluate teaching and learning practices in delivery of the
curriculum

To inform policy review and evaluation
To gather evidence to measure progress

Who monitors?

All members of staff have a duty to evaluate their own performance against
their job description and against the policies, ethos, aims and expectations of
the Junior Branch. Subject Co-ordinators monitor and mentor teaching and
learning in their subject areas. The SMT monitor the quality of teaching and
learning. All teaching staff will be observed as a part of the appraisal process.
The Deputy Head (Pastoral), the School Nurse and the Learning Support Co-
ordinator, in conjunction with Form Teachers, monitor the pastoral welfare of
children at the Junior Branch.

Monitoring the Curriculum

Subject Co-ordinators and the Senior Management Team need to monitor the
curriculum, its delivery and standards being achieved in the school. As a part
of their monitoring role, Subject Co-ordinators are expected to visit lessons
taught by other teachers of their subject on an informal, lesson-sharing basis.
This practice will enable Subject Co-ordinators and their colleagues to share
good practice and learn from each other, as well as enable the Subject Co-



ordinator to gauge standards being achieved in their subject in classes other
than their own.

The Senior Management Team (SMT) will visit classes regularly on a formal
basis as a part of the monitoring process. Each term, a programme of visits to
all teachers’ lessons will be agreed. These observations will target areas to be
monitored or any specific training needs. In an appraisal year, which occurs
once every two/three academic years, teachers will be observed by each of
the SMT within one week as part of the appraisal.

More general aspects of the school, e.g. use of ICT, behaviour management,
healthy schools, independent learning, learning support, etc. may also be
monitored.

Specific Approaches to Monitoring the Curriculum at the Junior Branch
To ensure that the curriculum is being delivered appropriately in all classes,
the following approaches are in place at the Junior Branch:

Schemes of Work are submitted to the Deputy Head (Curriculum) at the
beginning of each term from which a Curriculum Map is generated

Lesson Observation and Lesson Sharing

Formal and informal feedback from staff, pupils and parents

Work Sampling, which includes collecting above average, average and below
average exercise books, photographs of work, displays around the school,
film of music concerts and plays, etc.

Interpretation and analysis of examination and assessment information. This
includes baseline assessments in English, mathematics and science, reading
age, spelling age, verbal and non-verbal reasoning abilities, psychological
screening, pupils’ tracking and target setting information and SATSs results.
Audits of resources, including ICT, and how they are utilised

Regular Policy Review

Development Planning

Work Scrutiny. Here, the Deputy Head (Curriculum) and Subject Co-
ordinators undertake a termly work scrutiny where pupils’ books are submitted
in order to monitor that marking is frequent and in line with school policy, and
that academic and presentational standards are being maintained across the

whole school in all subject areas.

Formal Staff Appraisal every three years



Approaches to Monitoring Pastoral Issues at the Junior Branch
Information is shared with all staff in specifically targeted sessions at the
beginning of each academic year, to ensure that all teachers are aware of the
learning and personal, and social needs of pupils in their classes.

Form Teachers are the first point of contact for pupils and parents with any
pastoral or social concern. They liaise with parents and with the Deputy Head
(Pastoral), the School Nurse and, where necessary, the Learning Support Co-
ordinator.

Concerns are routinely raised, or new information is shared, in weekly staff
meetings held no Mondays before school; this ensures that all staff are kept
aware of pupils who need pastoral support or monitoring. These meetings are
minuted.

The Pastoral Team (Deputy Head (Pastoral), School Nurse and Learning
Support Co-ordinator) meet weekly, to share and evaluate information and
plan appropriate action. These meetings are minuted.

Teachers of each year group meet termly to review academic and pastoral
concerns as well as reporting on individuals’ progress to colleagues. These
meetings are minuted, and then information is fed back into the Pastoral
Team Meetings, to all staff in the Monday briefings and to parents at Parents’
Evenings, or in written reports at the end of the year. Where an issue of
significant concern is raised, parents are informed earlier, either by telephone
or in person, the issue is discussed and action is agreed. These meetings are
minuted.

There are occasions when parents will contact the Deputy Head (Pastoral),
the Deputy Head (Curriculum), or the Headmaster, by-passing the From
Teacher or Subject Teacher, with a particular concern.

Guiding Principles to Evaluation at the Junior Branch of University
College School

Never stop evaluating — Accept that we can all improve — Place the raising of
standards at the heart of all planning — Measure standards — Regularly
observe each other teaching — Evaluate the effect that teaching has on
learning — Be completely open and honest in feeding forward what you find —
Think, discuss and consult — Set targets for improvement — Ensure that action
is supported, monitored and evaluated — Never stop evaluating

Mark Albini & Sharon Martin (22/07/09)
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UCS Junior Branch

NUTRITIONAL STANDARDS POLICY

The Junior Branch operates a healthy eating policy whereby boys are not
permitted to bring to school sweets, crisps, fizzy drinks or chewing gum. We
try to operate a nut free school as far as is possible within our control and we
would ask that you ensure you do not send nuts of any kind into school.

Lunch is served continuously on a cafeteria self-service basis although boys
are told at which times they should report to eat. A duty teacher supervises
boys whilst they line up for lunch and when they are in the dining room. All
boys take school lunch except for the few who cannot for religious or medical
reasons, in which case parents should advise the Headmaster
accordingly. A vegetarian alternative is provided each day.

On the subject of food and in line with many schools nationally, it has been
decided that the UCS Junior Branch should be as nut-free as possible within
our control. Food served at lunchtime and at tuck by the school kitchen will
not contain nuts, apart from coconut, although you should be aware that
manufacturers of ingredients and foodstuffs that we use cannot guarantee
that all their products are free from traces of nuts. If your son brings in a mid-
morning snack of his choice, please ensure that he understands not to share
it with another child in case that child has a particular allergy.
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UCS Junior Branch

PASTORAL CARE STRUCTURE AND POLICY

Extract from the Aims and Ethos of UCS:

The JB aims to foster in pupils a sense of community alongside a tolerance
of and respect and care for the individual. It also aims to teach the value of
commitment and the joy of achievement.

Kindness, helpfulness, honesty and the ability to work independently are
the key qualities that the Junior Branch emphasises in its aim to provide for
the steady maturing of a boy’s personality and capacities so that he
develops academic and personal disciplines, self-confidence,
thoughtfulness and public spirit.

PASTORAL CARE POLICY
The following are extracts from the Staff Handbook:

FORM TEACHERS

All teachers at UCS may be called upon to perform the rble of form teacher.
A form teacher’s responsibilities are pastoral, administrative and academic.
He/she will be in charge of a form for one year and will teach the boys for one
or more subjects, depending on their year group. This will enable the form
teacher to get to know individual personalities, home backgrounds, interests,
academic strengths and weaknesses. He/she will be the first and obvious
point of contact for parents and should be prepared to contact them if there
are concerns about their son(s). If the need arises, discuss the boy(s) at a
staff meeting and keep the Headmaster informed of developments.

TEACHING

(See also Foundation Learning Policy Document)

The relationship between teacher and boy should be one of mutual respect,
trust and confidence and the initiative for setting standards of personal
relationship comes from the teacher. Do not talk to boys about other boys.
You should neither encourage gossip about members of staff nor pass on
Common Room matters or any confidential information.

Ensuring acceptable behaviour from the boys is the responsibility of all
members of the staff. Consideration for others, good manners, reliability and
punctuality should always be insisted upon: a teacher's own good example
can be invaluable. Aim to be consistent, reasonable and fair. Be punctual
leaving a form room and arriving at all lessons, and avoid leaving a class
unattended once a lesson has begun. All boys should be out of the
classroom at break and lunchtime before the teacher leaves. Set clear
standards right from the start and maintain them. If possible, avoid sending



boys out of lessons. If, however, a boy has not heeded a warning that his
behaviour in class is disruptive and unacceptable, he should be told to report
at once to the Deputy Head (Pastoral); another boy should accompany him.

Create and sustain a positive, supportive and secure environment in the
classroom. Well-prepared, stimulating lessons generate good behaviour and
earn respect. Aim to keep everyone occupied and interested, to engage and
motivate all pupils, to schedule and to encourage creative dialogue even with
the less confident pupils, to mark all work promptly and constructively and to
set homework regularly.

Do NOT humiliate children, or put them down in front of others. Blanket
punishments, over-reaction, over-punishing and sarcasm are NOT
acceptable sanctions at UCS.

PARENTAL CONTACT

In addition to the formal reporting procedures, parents may seek advice or
meetings at any stage of the year, and staff should initiate such contact if
there is concern about a boy's work or wellbeing. A brief note of the meeting
and of any decisions taken should be given to the Deputy Head (Pastoral) to
read and file.

PASTORAL CARE STRUCTURE

STAFF INVOLVEMENT
The following people play arole in the Pastoral Care of the pupils:

Form Teachers Kitchen & Cleaning Team
Subject Teachers Caretaker

House Teachers Deputy Head Pastoral
School Nurse SMT

Learning Support Headmaster

School Office School Counsellor*

INFORMATION-SHARING
The following are scheduled routines for sharing information, or raising
concerns:

Weekly Staff Meetings Mid-Term Year Group Meetings
Weekly Pastoral Team Meetings Beginning of Term Staff Meetings
Weekly SMT Meetings Pastoral Team Meetings

SCHEDULED ROUTINES

Information is shared with all staff in specifically targeted sessions at the
beginning of each academic year, to ensure that all teachers are aware of the
learning, medical, personal and social needs of all pupils in their classes.
Form Teachers are the first point of contact for pupils and parents with any
pastoral or social concern. They should then liaise with parents, with the
Deputy Head (Pastoral), and, where necessary, the School Nurse and/or
the Learning Support Co-ordinator.

Concerns are routinely raised, or new information is shared, in Weekly Staff
Meetings held on Mondays before school; this ensures that all staff are kept
aware of the changing needs of pupils. These meetings are minuted.



Sometimes House Teachers, the School Office staff, the Kitchen & Cleaning
Team or the Caretaker may raise Pastoral concerns about pupils. These are
followed up and the Form Teacher is informed.

The Pastoral Team (Deputy Head (Pastoral), School Nurse and Learning
Support Co-ordinator) meet weekly, to share and evaluate information and
plan appropriate action. These meetings are minuted. The Headmaster, and
the Deputy Head (Curriculum), are briefed at SMT meetings by the Deputy
Head (Pastoral).

Teachers of each year group meet termly to review academic and pastoral
concerns as well as reporting on individuals’ progress to colleagues. Medical
and Learning Support information is also reviewed. These meetings are
minuted, and then information is fed back into the Pastoral Team Meetings, to
all staff in the Monday briefings and to parents at Parents’ Evenings, or in
written reports at the end of the year. Where an issue of significant concern is
raised, parents are informed earlier, either by telephone or in person; the
issue is discussed and action is agreed. These meetings are minuted.

There are occasions when parents will contact the Deputy Head (Pastoral),
the Deputy Head (Curriculum), or the Headmaster, by-passing the Form
Teacher, with a particular concern. In such instances the member of staff
contacted will deal with the concern, but will keep his/her colleagues informed.

The following are unscheduled routines for sharing information, or
raising concerns:

Concerns raised by pupils — addressed to one of the members of staff above,
or to another pupil, or to parents

Concerns raised by parents — addressed to a member of staff by telephone,
letter, email or in person

Concerns raised by any member of staff — either to the teaching staff in
meetings or with another colleague, or to a member of the SMT

Telephone calls to, meetings with, or letters to parents

Conversations with pupils

Any contact with parents should always be discussed with another member of
the Pastoral Team (the Form Teacher, the Deputy Head Pastoral, or in certain
cases the Headmaster), before the contact is made. A written record should
be kept of any concern raised, and how it is processed. This should then be
filed.
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UCS Junior Branch

PHOTOGRAPHIC AND VIDEO IMAGES POLICY (for discussion)

Good Practice

The following advice represents good practice in the use of photographic images
involving children.

1.

2.

6.

When taking a picture UCS must obtain the consent of the person in the picture

or from their parent or carer.

If using a photo from the media or commissioning a photograph, have a signed

agreement (see appendices 2 & 3).

Use the image in its intended context. Examples of this not happening are:

o when a picture taken by a national newspaper of a child accepting an award
was used by the National Front in a story with a completely different story
angle.

e When a photo of the public boarding a bus to launch a rural transport initiative
is used to illustrate a story attacking rural transport shortages.

Follow the commitment made in the consent forms:

e not to name the child;

e not to use the photograph out of context;

¢ not to use the photograph to illustrate sensitive or negative issues.

When photographing children:

a. Ensure that parents and carers of young people have signed and returned the
UCS consent form for general photography (see appendix 1). Any images
going beyond UCS need additional specific consent
(see appendix 2).

b. Ensure all children are appropriately dressed.

c. Avoid images that only show a single child with no surrounding context of
what they are learning or doing.

d. Photographs of three or four children are more likely to also include their
learning context.

e. Do not use images of a child who is considered very vulnerable, unless
parents / carers have given specific written permission.

f.  Avoid naming young people. If one name is required then use the first name
only where possible.

g. Use photographs that represent the diversity of the young people
participating.

h. Report any concerns relating to any inappropriate or intrusive photography to
the head teacher / manager.

i. Remember the duty of care and challenge any inappropriate behaviour or
language.

j- Do not use images that are likely to cause distress, upset or embarrassment.

Regularly review stored images and delete unwanted material.






Parental Permission

Use of images of children require the consent of the parent / carer. Permission
should always be obtained by using the form in appendix 1, when a child joins the
school. The form covers UCS when using the photographs in publications and on
web-sites. Each year as part of a standard communication, ask parents if they wish
to change their permission. If they do, encourage them to contact the Headmaster.
When a parent does not agree to their child being photographed, the Headmaster
must inform staff and make every effort to comply sensitively.

For example, if a child whose parents have refused permission for photography is
involved with a sports event, e.g. a football match, it may not be appropriate to
photograph the whole team. Careful liaison with parents is therefore essential. With
discussion it may be possible to agree other options. The parent may accept a team
photograph if names are not published or they may be prepared to relent if it affects
the whole team.

When photographic images are transmitted or shared beyond the school e.g.
television broadcasts, images on intranet sites, specific permission should be
obtained (see appendix 2).

Inter-School Fixtures

Apply these guidelines to inter-school events. If a vulnerable child is involved, it will
be necessary to liaise with a member of staff from the other school, so that they are
aware of the wishes of the parents or carer of the child and seek the cooperation of
the parents of the opposing team.

Teacher Training and Portfolios

During teacher training and with newly qualified staff, colleagues may need to
compile portfolios with photographs of children during lessons. Staff should act
responsibly in compiling these images. A member of the SMT may wish to oversee
the compiled images as part of the management process and consider their
appropriateness.

Displays in Schools

Still photographs shown on displays and video clips available during open / parents’
evenings should depict children in an appropriate way. They should not display
images of children in inappropriate or revealing clothing so appropriate levels of
integrity and decency are maintained. Do not use photographs or images likely to
cause embarrassment.

Parents’ Evenings, Concerts, Presentations

To allow the appropriate recording of children’s images by parents / carers:
e ensure that children are appropriately dressed;

e obtain parental permission with the form in appendixl;

e be aware of any child who should not be photographed; and

¢ monitor the use of cameras and anyone behaving inappropriately.

Children Photographing Each Other

This practice can occur extensively, during Photography Club activities at lunchtime
as well as during offsite activities, particularly during residential periods. Staff should
maintain supervision of pupils at these times. There may be incidents on residential
trips where children take inappropriate photographs, perhaps showing friends and
other children inappropriately dressed. Staff should endeavour to discourage this




practice, but ultimately parents are responsible for monitoring their child’s use of
cameras and subsequent use of their images involved. (see also Mobile Phones)

Newspapers
Different scenarios can occur:

1. Team photographs:

When everyone is prepared to allow team photographs and full names to
be published. In this situation publication can occur.

If a parent is not happy to have a child’s name printed on a photograph
then consideration could be given to publishing the photograph with no
names. The Headmaster should make every effort to ensure, in
conjunction with the newspaper editors, that this occurs.

If parents of a child have indicated that the child is vulnerable and should
not have a photograph printed then a team photograph may not be
appropriate.

2. Photo opportunities:

When the school invites a newspaper to celebrate an event, the
Headmaster should make every effort IN ADVANCE to ensure that the
newspaper’s requirements can be met. Almost without exception, this
means the paper will prefer to publish the full names of anyone in a
photograph they print. The only exception to this might be (as above) in a
larger group shot (e.g.: a group of more than 10 children). However,
newspapers usually prefer to work with smaller groups of children — e.g.:
three or four — and for this number names would definitely be required.

It is not acceptable to invite a newspaper to take photographs and then
refuse to provide any names. Newspapers will not print anonymous
photographs. The School must give thought to this beforehand — and
parental permission / opinion must be their key guidance. This might
mean offering only those children whose parents are happy for publication
of photographs and names for inclusion in any photo opportunities.

If this is not possible — for instance because a specific group of children
have achieved something, and parental permission for the publication of
full names is withheld for one or more of the group — it might be possible
to negotiate a ‘first names only’ agreement with the newspaper, otherwise
the school must be prepared to forego newspaper publicity.

Use of Internet / Intranet Sites

UCS'’s website manager should be familiar with good practice and ensure that the
school only uses appropriate images that follow this guidance. For example, if a
child has successfully completed a gymnastics award, it would be appropriate to
show the child in a tracksuit rather than leotard.

Mobile Phones
The use of mobile phones, which contain cameras of photographic capabilities,
should not be permitted in changing rooms and toilets.

Close Circuit Television (CCTV)

UCS uses this equipment in the following ways:

As a method of controlling access.

To monitor site safety and security.

As an effective deterrent for crime.

As a means of crime reduction and discouraging trespass.
Very occasionally it is used an aid to monitor pupil behaviour.



Digital Images are retained on computer hard drives. They should also only be stored
for designated periods and then erased from the hard drive.

It is essential that the images are retained securely and are viewed by designated,
competent members of staff. Regular auditing of the stored images should be
undertaken by a member of SMT.

Fixed-Wide angle lens cameras are used. They are not sited sighted in toilets,
changing rooms or other sensitive areas.

Out of School Hours, cameras may record inappropriate activities taking place on the
school site, without the school's knowledge. If they are of a criminal nature,
consideration should be given by a senior member of the SMT, usually the
Headmaster, to referring the information to the police. Again images should be
erased in accordance with the procedures above. While CCTV can be an extremely
effective and useful crime reduction / deterrent device, careful use of the images and
control by competent responsible staff is considered crucial.

Policy Review
The content of this policy will be reviewed annually.



UCS Junior Branch

PERSONAL, SOCIAL AND HEALTH EDUCATION POLICY

PSHE is an important part of the taught curriculum. The aim is to promote
personal, social and moral responsibility. PSHE helps to

give the pupils the knowledge, skills and understanding they need to lead
confident, healthy independent lives and to become informed, active and
responsible citizens. It is taught in a climate of mutual trust and respect, which
values all individuals and their cultures and demands good communication
between staff and pupils.

PSHE is an integral part of the school’s Pastoral system and reflects and
promotes the school’s ethos. It remains a significant element of pastoral care as
pupils grow older, with input from Form Teachers, House Teachers and visiting
speakers.

Responsibility for the sort of issues raised in PSHE lessons must be shared
between school and home. The role of the school is to raise pupils’ awareness,
to provide accurate and proper information and to encourage full and personal
consideration of these important and complex issues. We hope that this will be
backed up at home and we have no desire to trespass on the proper
responsibility of parents for their children’s moral education. This shared
approach is best characterised by the opportunities for discussion offered by the
open house approach at the JB. Guest speakers are also invited to address
parents on matters of particular interest. Parents may be invited to sessions
during the school day. It is hoped that all these meetings will promote further
discussion of these issues at home. Parents are encouraged to give suggestions
and recommendations for topics to be discussed in PSHE. Pupils also have the
occasional opportunity to discuss issues of street safety with the Police in
meetings arranged by the school.

Changing concerns among parents, staff and pupils mean that the PSHE
syllabus is flexible, and meetings may be organised to meet varying needs.
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UCS Junior Branch

RECRUITMENT POLICY

This policy relates to the Child Protection Policy, the Equality Policy, the Staff
Pay Policy and the Appraisal Policy.

Attention has also been paid to the DCSF Booklet Safeguarding Children and
Safer Recruitment in Schools.(DfES/1568/2005)

The Headmaster has undertaken and passed the NCSL national on-line
training programme on safer recruitment. He has also cascaded the training to
his Deputies.

The Headmaster will always:

ensure that appropriate checks are carried out on all applicants who
reach the interview stage. This will include checking identity,
gualifications, professional and character references, health and
physical capacity, previous employment history to ensure any gaps are
accounted for, and criminal records.

ensure that a central record is kept recording the information gathered.
All records are kept by Jane Gray in The Bursary.

ensure that key members of staff involved in the recruitment process
are trained in the wider aspects of recruitment.

evaluate, whenever a vacancy arises, the staffing sructure to ensure
that it meets the changing needs of the school.

review on a regular basisthe documentation provided for potential
applicants for posts to ensure explicit reference is made about the
school’'s commitment to safeguarding, and so enable potential
applicants to well-informed decisions about whether to apply.

Identify a senior member of staff, usually the Deputy Head (Pastoral) to
manage the induction of all new staff and mentor any NQT'’s.

The current system usually follows the following format:

Adverts are placed in the National press and the local Job Centre.

All applications are read by the Headmaster and both Deputies to
check for their suitability for the advertised post.

A short list of four or five candidates is compiled.

All candidates are given a tour of the school by the Deputy Head
(Curriculum); interviewed by the Deputy Head (Pastoral); given coffee
or lunch with the relevant subject coordinator; interviewed by the
Headmaster.



e After all candidates have been seen the Headmaster calls a meeting
for all those involved in meeting the candidates and their strengths,
weaknesses are discussed along with their suitability for the role.

e Once a decision is made the Headmaster contacts the successful
candidate to offer the job and confirms the offer in writing. He also
gives feedback to the unsuccessful candidates.

UCS JUNIOR BRANCH — STAFF INDUCTION (FOR DISCUSSION)

EVENT

DATE

PURPOSE

STAFF
INVOLVED

Day Visit

June
(Summer
Term)

Meet new form class

Meet staff in department
Familiarise with school and
meet key teaching and support
staff (technician, secretaries,
caretaker, kitchen/cleaning
staff)

Collect departmental handbook
and other documentation

Staff Meetings

INSET —
Day 1

Pupil information

Staff Handbook

Staff timetable

First Aid

Health & Safety — fire safety,
risk assessment

School trip policy and
procedure

SMT, MCM

Staff Meetings

INSET —
Day 2

Daily routine

Dress code

Duties

Cover arrangements

Class timetable & Homework
diaries

SEM

Finance and
contract

Week 1

Contract, pay, pension
Claiming expenses
Ordering

KGD,
Bursary,
DC, EN

Duties and
routines

Week 1

Explain expectations and
specific points about duties and
routines

Duty rota and tasks; Managing
duties throughout the year
Parent helpers — Library at
lunchtimes; reading in Year 3;
trips

Co-curricular activities

Special events — Community
Action

Reporting sickness

Run through year i.e. reports,

SEM




parents’ evenings, concerts,
plays, sports day
Procedures / policies in
planner/handbook

Computer
network

Week 2

Logging on

Setting up user name and
password

Staff laptop

Printers

Booking rooms / laptops

MLC

Pastoral
organisation

Week 2

Structure and expectations
Roles of Form Teacher, Nurse,
House teachers, DH(P),
Headmaster

Behaviour management
Disciplinary procedures

SEM,
MCM,
WGJ

Assessment
recording and
reporting

Week 3

Explain reporting and rewarding
systems

Baseline data (Reading &
Spelling Age, NVR, VR, CATs;
Eames)

End of Term Grades

Merits and Commendations
Report- writing

Checking procedures

MAA, SEM

Learning
support

Week 3

Procedures for learning support
and exceptionally able pupils
for mark book

SM, MAA

School
database

Week 4

Introduction to school database
system

Finding individual pupil
information — details, SEN,
assessment data

Cautions; photographs; lists
Entering grades and reports

MAA

Performance
review

Week 5

PR cycle and CPD

Lesson observation

Teaching, pastoral and
management reviews
Professional reviews and target
setting

CPD and INSET

MAA

Departmental
management

Week 6

Annual process and deadlines
Assessments

Development planning and
budgets

Schemes of work

Handbooks

Meetings

School and department

MAA, EW




| | | development plan
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UCS Junior Branch

SEX AND RELATIONSHIP EDUCATION POLICY

We believe that effective sex education is essential if young people are to make
responsible and well-informed decisions about their lives. The objective of sex
and relationship education is to help and support young people through their
physical, emotional and moral development.

Parents are the key people in teaching their children about sex, relationships and
morality. The school’'s programme aims to complement and to support parents.
We are, therefore, keen that parents should contribute to and comment upon the
school’s policy.

Sex and relationship education at the JB is delivered as part of our programme of
Personal, Social and Health Education (PSHE) and Science in Year 6. We make
every effort to deliver sex and relationship education within a framework of
values and of personal and social morality.

Year 6 parents are invited to a talk by the Headmaster and the Co-ordinator of
Science at the Junior Branch to discuss the Sex and Relationship Education
syllabus.

The programme aims to cover the following areas of understanding, attitudes and
skills:
e Learning and understanding physical development at appropriate stages.
e Understanding human sexuality, reproduction, sexual health, emotions
and relationships.
e Learning to manage emotions and relationships confidently and
sensitively.
e Developing self-respect and empathy for others.
e Learning to make choices based on an understanding of difference and
with an absence of prejudice.
e Developing an appreciation of the consequences of choices made.
e Learning to recognise and avoid exploitation and abuse.
e Learning the importance of values, individual conscience and morality.



e Learning the value of family life, marriage and stable and loving
relationships.

e Learning the value of respect, love and care.

e Exploring, considering and understanding moral dilemmas.

e Developing critical thinking as an aspect of decision-making.

Teaching is conducted by the school's PSHE teachers (the Deputy Head
(Pastoral and the Headmaster) as well as by the Science teachers. Outside
professionals are sometimes invited to give helpful support. They are made
aware of the planned curriculum and are clear about the boundaries of their
input. The school doctor and nurse are also involved. Much teaching involves
class and group discussion. Teachers cannot offer or guarantee unconditional
confidentiality.

All parents have the right to withdraw their son from lessons in sex and
relationship education. More information regarding the timing of particular
sessions and topics is available from Mrs Sharon Martin (JB Co-ordinator of
PSHE), to whom all enquiries regarding this aspect of the school’s curriculum
should be addressed.

We recognise that formal lessons are only a part of the way in which students
learn about Sex and Relationship Education. All members of staff have implicit
responsibility for Sex and Relationship Education, as is the case with moral
education.

Monitoring and evaluation

Pupil feedback and discussion are an integral part of the PSHE curriculum, and
parents also give regular and useful feedback on the focus areas of lessons.
The entire PSHE programme is evaluated annually, in order to ensure it is
continuing to meet the needs of the pupils, as well as underpinning the ethos of
the school. This is evaluation is undertaken by the PSHE Co-ordinator.

The Sex and Relationship education programme is evaluated annually, in the
light of the needs and views of pupils and parents, as well as taking into account
the guidance from government and other professional teaching bodies.

Parents of boys in Y6 are invited in to school to discuss the Sex and
Relationships programme with the Headmaster and the Science teachers.

The Headmaster tailors his approach to suit pupils in Year 6, by initially asking
guestions to establish what they know and what they would like to know.
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UCS Junior Branch

The Spiritual, Moral, Social and Cultural Development of Pupils

At the Junior Branch of University College School we believe that a child’s
spiritual, moral, social and cultural (SMSC) development is of fundamental
importance. This belief is supported by the school's aims and ethos, which
state:

- UCS was founded to promote principles of liberal scholarship.

- Pupils are selected with no regard to race or creed and the school aims
to foster in them a sense of community alongside a tolerance of and
respect and care for the individual.

SMSC development is taught directly or indirectly through all subjects of the
curriculum, through Form Time, and in particular through PSHE. School
Assemblies also provide opportunities to promote SMSC awareness. A child’s
SMSC development supports and contributes to his/her openness to learning.

Spiritual Development
In developing the spirituality of children, we help them become aware of:

- The need to recognise the feelings and achievements of others
- The need to value oneself and one’s feelings

- The need to understand oneself and one’s feelings

- The world of imagination and creativity

- The mystery and wonder of existence

- The beauty of the natural world

- The joy of being alive

- The human search for the meaning and purpose of life

In this way, spiritual development encourages:

- Self awareness

- Reflection

- Reasoning

- A sense of identity

- Good relationships

- Co-operation and empathy

- The formation of long term ideals



The Junior Branch aims to promote spiritual development through:

Fostering high self-esteem by encouraging children to take risks or
face challenges in their learning within a secure and positive
environment.

Demonstrating appreciation for use of imagination and providing
opportunities for individual pupils to use their own creativity and
imagination in the learning process.

Offering opportunities for aesthetic experiences in art, music, dance,
drama and literature.

Making time for stiliness and reflection, in assemblies and in form time

Posing questions that encourage children to consider issues of
meaning and purpose.

Developing good listening skills in the children. The School will show
that it is listening to the children through its response to issues raised,
by them, via P4C, PSHE, Form Time, Assemblies, suggestion boxes
and other informal discussions. Staff will also need to actively talk
about what good listening looks like, and regularly identify and praise
those pupils who do this.

Demonstrating in a variety of learning environments that it is not always
possible to provide an absolute answer and at such times it is a
positive experience to value a variety of interpretations and responses.

Improving co-operation and understanding in relationships, providing
opportunities such as group activities where children have constructive
and enjoyable interaction with others. It is important that they
sometimes work with those children who they would not normally
choose as partners.

Fostering emotional well being and emotional intelligence by
encouraging children to explore the necessary words to help them
express their feelings; ultimately to be able to respond to difficult
situations in a rational, calm and emotionally intelligent way, rather than
letting their emotions control them.

These opportunities appear across the curriculum although are clearly
scheduled in PSHE, school assemblies and the creative arts. As a school, we

also value opportunities presented within other subjects.

Moral Development [

This relates to the child’s developing understanding of what is “right”, “wrong”

and “fair”. A partnership between home and school is invaluable in this

Moral development is concerned with:

- Developing the child’s awareness and understanding of the moral

codes of the community in which they live; these may or may not be
statutory.
Introducing and developing the idea that, to enjoy rights, we have to
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symptoms of flu among pupils and staff. If there are high absentee rates the
school should contact either the local authority or the HPA so that this can be
followed up.

Isn’t it better for my child to catch this now to develop some immunity in
case this comes back more seriously?

There is good evidence that in the majority of swine flu patients the disease is
generally mild, but it is also proving severe in a small minority of cases. It is
preferable to avoid exposure to the virus if possible, which also helps to protect
high-risk groups from unnecessary risk. However, children should not be kept off
school if they are well and their school is open.

Our school is open again —what does this mean?

If your school has reopened, it means that any confirmed cases are not
considered to pose a risk of further spread to other pupils, or that the virus is
already circulating within your community and keeping the school closed would
not help to slow the spread of the virus as people could still be exposed outside
the school.

What can schools and parents do to slow the spread?

Our advice to people with flu-like symptoms remains the same. Anyone who has
a fever and flu-like symptoms should stay at home and contact NHS Direct on
0845 4647 or their GP by phone for advice. They should not go to school or
work, and should not attend health settings such as GP surgeries or hospital
A&E departments. For more details call the swine flu information line on

0800 1513 513. Everyone can play their part by practising good hygiene:

» Washing hands frequently with soap and water to reduce the spread of virus
from your hands to face or to other people.

* Cleaning hard surfaces (e.g. door handles) frequently using a normal cleaning
product.

» Covering your nose and mouth when coughing or sneezing, using a tissue
when possible.

* Disposing of dirty tissues promptly and carefully.

» Making sure children follow this advice.
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