











Annual Checklist [20 ]

For completion by the Fire Safety Manager

Risk of Fire (NB testing in separate section)

Do you have a fire risk assessment and emergency plan?

Have they been reviewed in the past year?

Are fire evacuation notices displayed in each room?

Are there adequate fire extinguishers, blankets and other fire fighting appliances in school?

Have all staff who may come into contact with a naked flame been formally trained to use afire
blanket ?

Is there regular monitoring, of fire exit routes - for obstruction and defects -and of fire doors -
to ensure that they are well maintained and operate effectively - and are records of this kept?

Is the fire alarm tested weekly during hours of normal occupancy?

Have termly fire practices been held ?

Have key staff had training in the use of fire extinguishers?

Do your records contain details of weekly tests of the alarm, training and evacuations carried
out over the last year?

Is there an induction session with each new member of staff?
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Annual Checklist [20 ]

For completion by the School Nurse/Senior First Aider

‘First Aid’ & Accident Record and Notification’

Has an assessment to determine the number of necessary first aiders been carried out?

Is there a register of trained first aiders?

Is all training up to date?

Do all leaders of overnight school trips and trips to isolated locations have basic first aid
training

Are there adequate numbers of appointed persons?

Is there a suitably qualified first aider in all hazardous departments?

Do all minibus drivers have basic first aid training?

Are notices displayed around the school giving the names of first aid personnel and their
locations, telephone numbers, location of first aid/medical/sick room and first aid boxes?

Is there a system for checking first aid boxes and eye wash facilities on a regular basis?

Are your first aid records kept?

Are all accident books kept indefinitely?

Are arrangements to report accidents to the HSE in place?

Have you reported all relevant accidents to the HSE?

Are all arrangements to report accidents to HQ in place?

Are employees briefed on arrangements for first aid and accident reporting on induction?

If phenol is used in chemistry, is the appropriate antidote available?

Are the accident records analyzed and recommendations made to reduce accidents occurring?
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Annual Checklist [20 ]

For completion by the Head of DT

Has a risk assessment been made of each machine and process.

Are the moving parts on all machines in your department suitably guarded?

If your department uses portable tools running off mains voltage, are earth leakage circuit
breakers fitted?

Is there a central isolation switch?

Is the electrical supply to the machinery locked off when not in use?

Are there written local rules for the use of workshops?

Is the cutting blade on all guillotines guarded?

Are all workshops fitted with non slip floors?

Have all the attachments to gas cylinders been inspected by a competent person this year?

Is each fixed woodworking machine fitted with a recessed start button and a larger mushroom
headed stop button?

Can you confirm that pupils do not use circular saws or planing machines?

Are all power sanding machines fitted with dust collection or extraction facilities?

Are all circular saws and planers fitted with dust collection or extraction facilities?

Is all machinery and equipment regularly maintained in accordance with manufacturers
instructions and tested where appropriate and is this recorded?

If appropriate, are you aware of when the equipment was last tested/serviced?

Is all machinery and equipment suitable for the use to which it is put?

Are all your staff appropriately trained in the use of such machinery and equipment?
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Annual Checklist [20 ]

For completion by Heads of Science Departments

Do your pressure cookers and autoclaves fall within the range to be examined using CLEAPPS
guidelines?

If not, have you notified the DFA/business Manager?

Has an examination been carried out this year and appropriate action taken?

Have all attachments to gas cylinders been inspected by a competent person this year?

Biological Safety

Does the School Science Policy include rules on practical work?

Is there a disinfection policy in operation?

Are written risk assessments prepared for work with micro-organisms?

CLEAPPS Membership

Are you receiving CLEAPPS Publications regularly?

Do you send on relevant information to other departments e.g. technology and junior school.
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Annual Checklist [20 ]

For completion by the Radiation Protection Supervisor

lonising Radiations

Do you have risk assessments?

Do you have local rules?

Have these been reviewed this year?

Are all sources closed sources?

Are they stored in a lockable metal signhed cabinet?

Can you confirm that your Department does not possess thorium compounds?

Have leakage tests been carried out and recorded?

Has the Radiation Protection Adviser been informed of source movements?
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Annual Checklist [20 ]

For completion by the Head of Art

Ceramics

Are floor and surfaces wet cleaned daily?

Do pupils wet clean their work area at the end of lessons?

Is your kiln fitted with a safety lock which operates in the fail safe mode?

Is the kiln serviced annually?

Is there a list of hazardous substances kept in your department?
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Annual Checklist [20 ]

For completion by the Head of ICT

‘Display Screen Equipment’

Have you identified all the users in school?

Have you assessed their workstation during the year?

Have staff been notified of any remedial action necessary and the timescale for undertaking it?

Is a system for free eye tests in place?

Have all staff received training in the use of hardware and software?
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Annual Checklist [20 ]

For completion by the Head of Drama

Has a risk assessment been prepared covering all work at height?

Is your scaffolding tower/access equipment being used in accordance with policy?

Have erectors/dismantlers/users been trained?

Have staff been trained in the operation of stage lighting?
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Annual Checklist [20 ]

For completion by the Director of Sport

‘Swimming’ -

Have you written/reviewed the normal operating plan or obtained a copy if the pool you use is
not your own (give date)?

Have you written/reviewed your emergency action plan or obtained a copy if the pool you use
is not your own (give date)?

Is swimming only carried out with the appropriate number of formally trained life savers
present?

Do you have a code of local management arrangements?

If so, has it been reviewed this year?
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Exmple Driver Declaration Form

iCan be used for all emiloiees who drive at worki

Surname

Forename(s)

Date of birth

Job title

Department

Home address

Have you had an insurance proposal declined, a
policy cancelled, been required to pay an additional
premium or had special conditions imposed by a
motor insurer?

Do you have a DVLA
notifiable condition?

If yes, please provide details
YES/NO

If yes, have you reported
the condition to DVLA

may induce drowsiness
or otherwise impair your
driving?

Driver licence type and
number

YES/NO . YES/NO
and have you received
approval to drive with no
restrictions?
Do you need to wear If yes, have you had your
correc_tl_ve lenses/glasses YES/NO eyesight examined within YES/NO
for driving? the past 2 years?
Do you take medicines If yes, are you willing to
or prescribed drugs that YES/NO take a medical YES/NO

examination by a doctor
to confirm your fitness to
drive?

Groups/Categories

Valid From: To:

Country of issue

Date driving test passed

Expiry date of current
MOT certificate if
necessary

Date Offence

Number of years you have
held full licence

Type of insurance Comprehensive/Third Party

Expiry date of current
insurance certificate

Fine/penalty
points/disqualification/pending

Offence code
offence

change.

I confirm that the above information is a true and accurate record to the best of my knowledge at
the time of completing this form. | agree to inform my manager immediately if these details

Signed:

Date:
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UCS Junior Branch
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 on 11/07/09 and updated on 23/02/10.



UCS Junior Branch
INDEPENDENT LEARNING AT THE JUNIOR BRANCH — AN OVERVIEW

"Independent Learning is that learning in which the learner, in conjunction with
relevant others, can make the decisions necessary to meet the learner's own
learning needs." (Kesten, 1987)

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)

Please note that this is a brand new policy and that all subject
handbooks will have a section on Independent Learning in their
subjects. Below are 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.

In Years 4, 5 and 6, the use of Reading Circles encourages increasing
independence as pupils interpret picture books, undertake Extended Story
Writing on computers, complete sentence level work and share ideas in pairs
or small groups in comprehension exercises. Year 5 pupils undertake
independent script writing for short plays or performances. Year 6 pupils
research information for the debating competition.

Maths — independent learning takes place in all year groups throughout the
year in extension activities that require investigation and problem solving.
There are also times when it occurs in specific topics such as:

Year 4 plan a party with a set budget.

Year 5 collecting and interpreting their own data such as makes of cars.
Year 6 creating a mathematics game for children in another year group.
Our involvement in the Schools Fantasy Football League also encourages
children to use mathematics independently when selecting and managing a
team and monitoring its progress over a season.

Science — independent research for a project on an animal of the pupil’s own
choice in Year 3. Year 4 pupils design their own electrical safety posters and
analyse their own diets. Year 5 pupils undertake independent research for a
project on a tree in their garden and research the methods of Home Insulation



used in their own homes. Year 6 pupils prepare presentations, in pairs, on
tooth decay and dental hygiene to show to Year 3 pupils and undertake their
own designed chromatography experiment at home.

French - Year 6 - pupils prepare presentations for an assembly. Last half
term, pupils decided on a curriculum for learning Spanish, based on their
knowledge/understanding of French.

Year 5 - pupils do some independent research on a French town of their
choice.

Year 4 - pupils do some independent research on a French festival of their
choice.

Year 3 - pupils write and perform a conversation using a puppet.

All Years - pupils prepare display work for the French boards and pupils make
up rhymes/songs to help them memorise vocabulary.

Geography - The Geography Department realises the importance of
encouraging pupils to become independent and learn independently. A few of
the projects that are specifically geared to independent learning are listed
below. Please also see the whole school Independent Learning Policy in
Appendix 16.

Year 3 — Pupils undertake independent research for a project on an animal
that lives in the rainforest. This non-chronological report is linked with English
lessons. Pupils chose their own animal and research their size, habitat, food
source etc.

Year 4 — Pupils choose their own European country to research and then
produce a tourist brochure, encouraging visitors to the country. They highlight
various attractions, places of interest, food available as well as political facts —
population size, life expectancy etc.

Pupils also produce their own poster on an aspect of India. Music, religion,
transport, food, Bollywood, Gandhi and the Taj Mahal are some of the
examples of previous topics.

Year 5 — Pupils undertake independent research for a project on famous
earthquakes and volcanic eruptions. Pupils also research in pairs an African
tribe and are then hot-seated by other members of the class on their tribe.
They are also asked to think of suitable questions to ask their fellow
classmates. Pupils also look at sustainability and recycling and how they can
improve their carbon footprint. A poster highlighting the things they do and
not do is then produced.

Year 6 — Pupils prepare in pairs a power-point presentation and brochure of a
specific English county for the counties challenge. They look at the history of
the county, as well as geographical features and places of interest. They
work towards convincing a judging panel that their county should be visited.
Pupils also research and produce a poster on a famous mountain.

For details of the independent learning encouraged in other subjects,
please refer to the individual subject handbooks.




UCS Junior Branch
JOB DESCRIPTION — SUBJECT CO-ORDINATOR
Reports to:

Subject Co-ordinators at University College School Junior Branch report
directly to Mark Albini, the Deputy Head (Curriculum).

Monitoring and Evaluation (see also Monitoring and Evaluation Policy):

One useful means of monitoring the effectiveness of Subject Co-ordinators
has been the introduction by Mark Albini of the Subject Co-ordinator
Monitoring Checklist. On this simple tick-sheet, Subject Co-ordinators are
expected to log when they have completed schemes of work; observed
colleagues within their departments; visited Senior School at Frognal to liaise
with Heads of Department there and possibly visit a Year 7 lesson in their
subject; conducted a work scrutiny within their subject. Formal Appraisal of
Subject Co-ordinators takes place on a three-yearly cycle and details of this
process are described in the Appraisal Policy. As an ongoing monitoring
process outside of appraisal, the Headmaster and both Deputy Heads
formally observe each subject co-ordinator in the school in each of the first
two terms every academic year. These teachers are given advanced warning
that they will be observed and will also be informed as to the ‘theme’ of the
observation. For example, Sharon Martin may wish to focus on the pastoral
relationships within the lesson; Kevin Douglas may choose to look at
classroom management and control, whilst Mark Albini may wish to look at a
particular aspect of Assessment for Learning such as sharing lesson
objectives and success criteria. These observations are recorded and
discussed in Senior Management Team meetings and good practice is shared
with colleagues. In addition to monitoring observations conducted by the Head
and Deputies, Subject Co-ordinators try to visit as many lessons by teachers
in their departments as their busy timetables allow. In these instances, the
emphasis is not so much on monitoring of teaching, though this is important,
but on sharing lessons, ideas and good practice within subjects.

Other monitoring indicators include any feedback from parents and pupils at
the school and pupil performance in any assessments held throughout the
year.

Main areas of responsibility:

A Subject Co-ordinator must take responsibility for the teaching of the subject
throughout the Junior Branch. A subject co-ordinator provides leadership and



direction for the subject and ensures that it is managed and organised to meet
the aims, objectives and ethos of the school and the subject. This will involve:

1. Teaching the subject, setting standards and providing examples of best
practice for other teachers of the subject. Providing professional help and
guidance to members of staff teaching the subject at the Junior Branch. Extra
help will need to be offered to staff new to the school/department.

2. Being familiar with National Curriculum requirements for the subject and
those of the Senior School.

3. Advising the Headmaster and Deputy Head (Curriculum) on
departmental/subject matters and development including staffing allocations.

4. Ensuring that, in liaison with department colleagues, there are published
schemes of work for each year group. These should be accessible working
documents indicating clearly the work that pupils in any class are doing: topics
for study, cross-curricular links, the pupils’ learning intentions including skill
development, assessment methods and resources. An awareness of how the
subject contributes to the Spiritual, Moral, Cultural and Social development of
pupils is important here.

These schemes of work should afford continuity, avoid unnecessary
repetition, provide for a range of learning activities, meet National Curriculum
requirements and prepare pupils for transfer to Senior School. Schemes of
work should address and meet the needs of all pupils, including those with
Special Educational Needs and need to be reviewed annually.

Teaching staff are responsible to the subject co-ordinator for their own lesson
planning. Subject co-ordinators are responsible for departmental
documentation, copies of which should be deposited with the Deputy Head
(Curriculum).

5. Generating a set of syllabus notes giving a summary of the topics to be
taught along with the methodology used, by year group and by term, for
annual distribution to parents in September.

6. Providing all teaching staff within the department with a copy of the
Departmental Handbook.

7. Developing teaching and learning in the department by monitoring and
participating in lessons. This should be done on a regular basis.

8. Preparing an annual budget, ordering relevant books and materials,
checking invoices (which should be passed to the bursary or laboratory
technician for payment) and checking regularly with administrative staff that
are maintaining an account of monies spent to ensure that the budget is
adhered to.



9. Holding termly meetings of staff teaching the subject to discuss the work of
the department, e.g. assessment and testing, resources, updating schemes of
work and the departmental handbook. Minutes of these meetings must be
filed in departmental handbooks and deposited with the Deputy Head
(Curriculum).

10. Meeting with a member of the subject’s department at Frognal to discuss
the work of the department and ensure continuity between Key Stages.

11. Overseeing the setting of regular assessments, maintaining records
of results and sharing these with the Deputy Head (Curriculum) along with
updating the school’s database if appropriate.

12. Providing appropriate up-to-date resources, e.g. reference books,
textbooks, reading lists, CDs, ICT, posters etc. and continually exploring
opportunities to develop or incorporate new ones. Maintaining an up-to-date
list of departmental resources.

13. Attending appropriate training courses and encouraging others in the
department to do likewise. Maintaining records of courses attended in the
departmental handbook and ensuring that staff attending courses brief
colleagues on their return on the information gained. The Deputy Head
(Curriculum) must also be informed of staff training and the benefits of those
courses.

14. Helping with the selection and interviewing of applicants for posts within
the department.

Written by Sharon Martin and Mark Albini on 27/9/07



University College School Junior Branch
JOB DESCRIPTION - SUBJECT/CLASS TEACHER
Reports To:

For Curriculum matters, subject/class teachers should report directly to Mark
Albini (Deputy Head (Curriculum)). For Pastoral matters, class teachers
should report directly to Sharon Martin (Deputy Head (Pastoral)).

Monitoring and Evaluation (see also Monitoring and Evaluation Policy):

Formal Appraisal of Subject/Class Teachers takes place on a three-yearly
cycle and details of this process are described in the Appraisal Policy. As an
ongoing monitoring process outside of appraisal, the Headmaster and both
Deputy Heads formally observe each teacher in the school in each of the first
two terms every academic year. Teachers are given advanced warning that
they will be observed and will also be informed as to the ‘theme’ of the
observation. For example, Sharon Martin may wish to focus on the pastoral
relationships within the lesson; Kevin Douglas may choose to look at
classroom management and control, whilst Mark Albini may wish to look at a
particular aspect of Assessment for Learning such as sharing lesson
objectives and success criteria. These observations are recorded and
discussed in Senior Management Team meetings and good practice is shared
with colleagues. In addition to monitoring observations conducted by the Head
and Deputies, Subject Co-ordinators try to visit as many lessons by teachers
in their departments as their busy timetables allow. In these instances, the
emphasis is not so much on monitoring of teaching, though this is important,
but on sharing lessons, ideas and good practice within subjects.

Other monitoring indicators include any feedback from parents and pupils at
the school and pupil performance in assessment tests held throughout the
year.

Main Areas of Responsibility:

To promote and support high-quality learning that enables all pupils to
achieve the highest possible standards.

To deliver exemplary teaching in line with the school’'s ethos and in an
environment based on principles of good practice as outlined in the staff
handbook, curriculum subject handbooks, school policies and the UCS
Foundation Learning Policy.



The Curriculum:

To demonstrate a thorough knowledge and understanding of the Key Stage 2
Curriculum for the subjects being taught and to keep abreast of developments
in those subject areas.

To liaise with the Subject Co-ordinator in matters of planning, delivery,
assessment and evaluation of the subjects taught.

Teaching and Learning:

To understand the characteristics of good teaching and to teach clearly
structured lessons or sequences of work, which interest and motivate pupils
and in which:

- pupils’ learning needs and abilities are taken into account

- assessments of learning are used to inform planning

- learning objectives are made clear to pupils

- interactive teaching methods and collaborative work are encouraged

- active and independent learning is promoted that enables pupils to think
for themselves and to plan and manage their own learning

- pupils’ health and safety is safeguarded

- aclear framework for classroom discipline is established and strategies
for recognising, encouraging and rewarding good behaviour, along with
sanctions, are understood by pupils so that appropriate behaviour is
anticipated and managed

- appropriate homework is set in line with school policy

- ICT and Whiteboard Technology are utilised appropriately

- challenging teaching and learning objectives are set which are relevant to
and based on knowledge of pupils and take account

- of:

- evidence of their past, current and predicted achievement

- expected standards for pupils of the relevant age range

Pupil progress and assessment:

To ensure appropriate monitoring and assessment of pupils to evaluate
progress towards planned learning objectives, and to use this information to
inform planning and teaching.

To monitor, mark work and assess as you teach, giving timely, descriptive,
constructive and positive feedback which pupils understand and which
requires them to respond to, reflect on and improve their own performance.

To record the outcomes of assessment along with pupils’ development,
progress and attainment and keep these records up-to-date.

Organisation:



To create a positive climate for learning by organising resources and
maintaining an attractive and stimulating environment, contributing to displays
in the school as a whole.

To register the attendance of pupils, whether before, during or after school
sessions.

Communication:

To support links with parents by attending introductory meetings, curriculum
evenings, parents’ evenings, school concerts and plays and generally
assisting and promoting the development of home-school links.

To build and maintain co-operative relationships with parents and to
communicate with them on pupils’ learning and progress, drawing attention to
special skills and talents as well as to problems or difficulties.

Reports:

To provide or contribute to oral and written assessments, reports and
reference relating to the development and learning of individual pupils and
groups of pupils.

Continuing professional development, self-evaluation, review and appraisal:

To keep up-to-date with current educational thinking and practice by attending
courses, workshops and meetings.

To evaluate and review one’s own teaching methods, materials and schemes
of work, and to make changes as appropriate.

To take part in whole school reviews of policy and aims, and in the revision
and formulation of guidelines.

To take part in appraisals and reviews of one’s work arranged by the
headmaster.

Cover for absent colleagues:
To supervise and teach any pupils whose teacher is not available.
Duties:

To undertake playground and other duties and supervise the order, safety and
discipline of pupils at specified times.

Meetings and Corporate Life:



To attend and participate in meetings which may be held within or outside of
school hours.

To take a full part in the corporate life of the school by, for example, attending
assemblies, leading assemblies once or twice a year, supporting one of the
school Houses, running a club or activity or by supervising pupils before and
after school sessions.

To liaise, co-operate and work with colleagues to plan and co-ordinate work.

Fire Precautions:

To understand the school’s fire precautions, know their responsibilities and
how to react.

Security:

To take all reasonable precautions for the safety and security of the school’s
and their own equipment and belongings.

Written by Mark Albini (02/03/08)
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1. AIMS AND ETHOS

The primary aim of the Learning Support Department is to support the school in its
core purpose of encouraging each pupil to achieve the highest standards possible and
the greatest fulfilment from his/her particular academic skills and to focus also on the
general educational principles which will support wider learning. The school respects
the individuality of each pupil and is committed to helping pupils overcome any
barriers to learning that they may encounter.

The Learning Support Department aims to identify and support pupils with learning
difficulties and disabilities and to assess, record, monitor and evaluate their progress
to ensure that it is comparable to other pupils of the same age and ability. We believe
that this involves a proactive partnership between learning support staff, other
teaching and pastoral staff, parents, pupils and other professionals. We offer
assessment, advice and individual teaching for pupils experiencing difficulties.
Intervention is planned and structured to meet individual need. Consultation with
parents and pupils forms an important part of this process.

The Learning Support Department aims to foster the habits and attitudes that best
support learning and to develop the skills which allow pupils to apply their knowledge
and understanding confidently. We believe that the ability to question and make
connections and to review and assess one’s own progress are essential skills for all
Learning Support pupils.

The legal framework within which additional assistance is provided is set out in the
SEN Code of Practice in the Education Act 1996 and the Disability Discrimination
Act 2005. The SEN Code of Practice states that ““A pupil has a learning difficulty if he
or she a) has a significantly greater difficulty in learning than the majority of pupils
of the same age b) has a disability which either prevents or hinders the pupil from
making use of educational facilities of a kind provided for pupils of the same age.”
Discrimination under the 2005 act can take place in two ways: a) treating a disabled
pupil or prospective pupil less favourably for a reason relating to his or her
disability, than someone to whom that reason does not apply, without justification or
b) failing to take reasonable steps to ensure that disabled pupils or prospective pupils
are not placed at a substantial disadvantage in comparison with their non-disabled
peers without justification. This is known as the duty to make reasonable adjustments.

2. CONTEXT

The Junior school selects pupils for entry on the basis of their academic ability and
breadth of interest. 48 boys enter at 7+ and 12 at 8+ each year. All applicants are
interviewed in the Autumn term before sitting the entrance exam in January. The
school is equipped to deal with mild learning difficulties but, due to the academic
pace and the small size of the Learning Support Department, it is not able to
accommodate pupils with moderate and severe learning difficulties.

Approximately 60 boys transfer from the Junior branch to the Senior School each
year. They are not required to sit a qualifying examination. Any concern about a
boy’s ability to cope with the academic requirements of the Senior School will be
discussed with the pupil’s parents by the Junior School headmaster while the boy is in



Year 5.

There are currently 19 (Sept 09) pupils in the school who are on the Learning
Support Register. The register comprises those pupils with an identified Learning
Difficulty and those who are receiving individual support in school from the Learning
Support Coordinator (LSCo). This includes pupils with indicators associated with
dyslexia, dyspraxia, attention deficits and some medical needs that impact on
learning.

There are currently no pupils in the school with a Statement of Special Educational
Need. However, when we have such pupils, the proceedures outlined in the SEN
Code of Practice are followed. An IEP in the form of a shared target sheet will be
drawn up and reviews arranged regularly with outside agencies, medical and teaching
staff and parents. All specific requirements will be met, an annual review held and
contact maintained with the issuing borough for the duration of the statement.

3. THE LEARNING SUPPORT DEPARTMENT

Staffing and responsibilities

The person responsible for coordinating the provision of Learning Support in the
three schools, which form the UCS foundation, is Robyn Spencer, the Director of
Learning Support (DLS). She has weekly meetings with the Learning Support Co
ordinator (LSco), Sarah Miller, at the Junior Branch. Sarah Miller reports to the DLS
and Sharon Martin (Deputy Head Pastoral) with the Headmaster taking overall
responsibility.

The responsibilities of the LSco in the Junior Branch are as follows:

e O Arranging the screening of all new pupils

O Drawing up and updating a Learning Support Register (LSR)

0 Coordinating provision for pupils on the LSR

O Maintaining the records of pupils on the LSR

O Conducting reviews of pupils on the LSR

O Liaising with and advising the parents of pupils on the LSR

0 Providing tutorial sessions for individual pupils

O Communicating with and advising fellow teachers about individual
need

D

O Supervising the use of laptops by certain pupils on the LSR
e O Contributing to the in-house training of staff and the induction of new
members of staff
O Liaising with external agencies (e.g. educational psychologists)



Accommodation

The Learning Support Department has exclusive use of a small but pleasant L shaped
room next to the Library on the first floor. There is space for an office area, teaching
area and small meetings.

Resources

The department is well resourced with a wide range of teaching and resource
materials, games and books to numerable to list. There are also an extensive range of
assessment tools and some ICT software.

The department’s annual budget currently stands at approximately £1,000. This
covers expenditure on

Teaching materials

Books and magazines

Furniture and equipment
Subscriptions to professional bodies
ICT software.

o
I [

Outside agencies

The department consults with Andrea Smollan (educational psychologist) once a term
and may refer pupils to her for assessment. Sarah Geiger (educational psychologist)
has also given consultation and assisted with staff training. The LSco also has contact
with other educational psychologists selected by the parents.

Stephanie Egerton (teacher specialising in assessment of SpLD) sometimes takes
referrals of boys needing specialist dyslexic tuition.

Where problems in the visual system are suspected, referral is made to Simon Barnard
& Associates (behavioural optometrists) or to the Institute of Optometry at the
Elephant & Castle.

Referrals are also made to Angela Webb, a local handwriting specialist and
occasionally the LearnWrite Centre in Nottingham, which specializes in retraining
handwriting.

Courses at the New Learning Centre in West Hampstead are sometimes recommended
for advice and training in matters related to learning and parenting.

Regular contact is made with occupational therapists and physiotherapists chosen by
parents and working with children outside school.

Where behaviour or poor self esteem is a persistent issue affecting learning a referral
to a counsellor may be recommended. Claire Chappell — counsellor/educational
therapist is working with several children in the school.



4. IDENTIFICATION

The identification of need begins with the entry procedures.

Admission of new pupils

Where an applicant to the school has a special educational need this should be stated
in the current school’s report with a description of the ongoing support normally
received by the pupil. This should be supported by evidence from an appropriate
professional source (specialist teacher or educational psychologist). In general, extra
time in entrance tests will not be permitted. However, each request will be dealt with
on a case-by-case basis.

The parents of new pupils entering the school are given a form on which to record
details of any previously diagnosed learning difficulties. Where relevant these are
passed to the LSCo by the admissions secretary. The parents are contacted and, if
appropriate, a transfer meeting will be arranged before the start of term, sometimes
with staff from the child’s existing school, to discuss any concerns.

Having received relevant information the LSco will brief staff about the specific
learning needs of new pupils and update the pupil data base to support information
given.

Screening
The Screening procedures aim to identify pupils who may have specific
difficulties that have not been recognized on entry.

Whole School Screening

On entry and every following year all boys are assessed in verbal reasoning, non —
verbal reasoning, spelling and reading. (The Edinburgh Reading Test, Parallel
Spelling Test, Nelson NVR /VR.) This information provides useful tracking material
which can be used to monitor progress particularly in reading and spelling.

Also on entry all boys are given the International Cognitive Profile test
(administered by E. Eames M.Sc.B.Sc.Hons Psychologist) this can help identify
SpLD, particularly Dyslexia.

Cognitive Abilities Test Level A is administered to all boys in Year 4.This is
externally marked and gives KS2 predictors for individual boys as well as for the
whole Year group. From this information it is possible to spot boys who are not
achieving expected outcomes.

Termly Year Group Meetings are held to discuss academic progress and any
concerns. They provide an ongoing opportunity to monitor progress and any issues
raised regarding SEN pupils will be followed up by the LSco.

Weekly pastoral Meetings are held between the school nurse, Deputy Head Pastoral
and the LSco. They provide an ongoing opportunity to discuss pupils whose
behaviour, emotional or social circumstances are giving cause for concern.



Individual Assessment

The LSco will assess pupils individually if they are referred to the Learning Support
Department and parental agreement has been secured. The following assessment tools
are used.

Special Needs Assessment Profile — computer aided diagnostic assessment and
profiling. Provides an overview of a child’s specific learning difficulties with a
parental questionnaire and computer generated profile available if required.

LASS Junior- Has been acquired for use in the Junior Branch on an individual basis.
If it proves a useful diagnostic tool we intend to extend its use to whole school
screening.

Dyslexic Institute Maths Diagnostic Test — Helps to identify children who have
problems with maths related to Dyslexia. Also provides a useful Maths diagnostic
assessment.

Other Assessment tools sometimes used include ;
Beery test of Visual Motor Integration

Neale Analysis of Reading Ability - NARA 11
Vernon Graded Word Spelling Test
Automated working Memory Assessment

Results of the above screening tests are scrutinised, sometimes with the aid of an
educational psychologist. Information from all the above tests is used in the creation
of learning support profiles on the data base.

Transfer to Frognal

The Learning Support files of pupils in Year 6 at the Junior Branch who have
received individual help, or are on the Junior Branch Learning Support Register, are
passed to the DLS during the second half of the summer term. This information is
shared with the Entry Warden. The parents of those on the register are contacted and
these pupils are placed on the Senior School register for the following year. Learning
Support Profiles are created for them in SIMS.

5. PROVISION

Referral

Any member of staff may discuss their concerns about the learning effectiveness of
individual pupils with the LSco, or pass on concerns raised by parents. These
concerns may be raised because a particular aspect of the pupil’s learning may be out
of line with the rest of their abilities and progress. Lack of learning confidence, low
motivation, poor behaviour and lack of focus are all legitimate reasons for raising
concerns.

A referral to Learning Support can be made by putting these concerns in writing (this
can be done via email or on a Learning Support referral form) and, where appropriate,



should be accompanied by samples of work.

Information Gathering and Assessment of need

Following referral the LSco will do an assessment of need. Current data is checked
with particular attention paid to the pupil’s progress since entering the school —
especially recent progress. Samples of work will be considered if appropriate and
other informal assessment may be carried out. (This may include class observation)
Parents would only be contacted at this stage if they had raised the original concern or
if the information gathered suggested a need for immediate support or more thorough
assessment. The aim is to provide a graduated response to need.

Monitoring

If it is considered appropriate the pupil will then be placed on a monitoring list.
Monitoring will take place over a half or full term, with support for the teaching staff
given in the form of suggested strategies and targets. Staff are informed about pupils
who are being monitored via a half termly list distributed to all staff and the pupil data
base. Any new or immediate information is mentioned in Monday morning staff
meetings.

Monitoring Reviews

The monitoring list is reviewed at the end of each half term. The LSco will discuss
pupils’ progress with the subject and form teachers involved. If progress is
satisfactory and concerns have been resolved, the pupil’s name is removed from the
list. However, if there are ongoing concerns another period of monitoring may be
arranged or parents will be contacted and further assessment arranged.

Further Action

If further action is required, parents will be contacted either, by the member of staff
who originally raised the concern, or the form teacher.

Further assessment will be carried out and individual support may be offered.

Individual support

Individual support is provided free of charge. In general it is initially offered for a
limited number of sessions or a term. Pupils are either withdrawn from lessons
according to a rotating timetable or from the same lesson each week to support a
particular subject area with the agreement of the teacher concerned.

A series of sessions focuses on improving a particular skill set such as planning or
editing written work, English comprehension skills, reading for meaning, spelling,
handwriting, maths confidence, organisation, listening and following instructions,
asking and answering questions and learning for tests and exams. Wherever possible
material in these sessions relates closely to work the pupil has done recently, or will
do in the near future to aid the transfer of skills to work in subject areas.

The concerns and wishes of pupils are given a very high priority at every stage of
learning support intervention. They are consulted during the information gathering
stage and in the review process. They are encouraged to develop a good
understanding of their learning strengths and weaknesses and to develop effective
strategies for overcoming their weaknesses.



IEPS or Shared Target Sheets

Shared targets are devised for pupils having individual sessions with one or more of
the subject teachers involved. This is to encourage a transfer of skills from the
individual sessions to other areas, to ensure class targets are supported and that
learning support is targeted most effectively. Shared target setting sessions are
arranged twice a year after the October and February half terms. A form (shared target
sheet) is produced from these meetings and copied for teachers. Targets are also
increasingly being put on the Learning Support data base for easy reference. Parents
are kept informed of their child’s progress at this stage by the LSco who will arrange
meetings, telephone or e mail as appropriate.

Individual Support Reviews

Individual support is reviewed at the end of every term. The views of teachers,
pupils and parents are taken into account. If adequate progress has been made
individual support may be discontinued and the pupil either monitored for a further
half term or removed from the support list altogether. However, If there are ongoing
concerns support may be continued for a further term and assessment and advice may
be requested from an educational psychologist or other external agency as
appropriate.

Educational Psychologist’s or other professional reports

Where an external assessment of a pupil’s learning difficulties has been made, a copy
of the report will be passed on to the Learning Support Department and the relevant
advice made available to the pupil’s teachers via staff meetings, notice board or the
pupil data base. A list of these children is in the front of the staff Learning Support
handbook and on the Pupil information board. All teachers should familiarize
themselves with the needs of those pupils they teach who have a diagnosed difficulty
and differentiate classroom practice accordingly.

Laptop use

Occasionally pupils at the JB with a special physical need or with specific learning
difficulties ( dyslexia / dyspraxia ) find it beneficial to use a laptop for classwork in
specific subjects. In order to use a laptop in school a pupil must have an assessment
that establishes there is a specific difficulty. In addition the pupil must have
undergone training in touch typing and have a typing speed at least equivalent to his
handwriting speed.

If it is agreed that a laptop can be used, they are required to sign the Junior Branch
Laptop agreement. Pupils should meet with their Form teacher or IT support once a
week to sort out any organisational or technical problems.



6. REVIEW AND EVALUATION

Monitoring and Appraisal of the Learning support staff and department

The work of the department is regularly reviewed in weekly meetings with the DLS.
The Headteacher undertakes a formal appraisal every 3 years the last one being in
Nov 2007. There is also an ongoing program of informal observation by the senior
management team.

Review of pupils

As described previously (under provision) all Learning Support pupils receiving
individual support are reviewed termly or at the end of the agreed intervention. Each
review comprises a scrutiny of reports and test results ( if available) to establish levels
of progress, plus discussion with pupil, teachers and often parents. Pupils who are
being monitored are reviewed each half term the review being comprised of a
recorded discussion with the referring teacher.

7. COMMUNICATION WITH TEACHING AND PASTORAL STAFF

Learning Support teaching and monitoring lists

The main instrument by which staff find out which pupils experience learning
difficulties are the Learning Support lists. These are issued to all staff in the Staff
Learning Support Handbook at the beginning of the academic year. They are
updated in January and April and redistributed to all staff. (It is anticipated that this
will increasingly be done by email.)

Learning Support Profiles

Each pupil on the Learning Support lists has a Learning Support Profile created in the
school data base and updated termly. Teachers are expected to access the profiles of
those pupils whom they teach. The profiles contain information about a pupil’s
assessment history, details of any individual support received, advice about their
learning needs and shared targets being worked on..

Staff Learning Support Handbook

This is a booklet, issued to all staff at the beginning of the academic year. It contains
information about staff responsibilities, the way the learning Support department
works, advice about addressing common problems associated with dyslexia,
dyspraxia and attention deficits and strategies that can be used in the classroom.

Meetings
The LSco has weekly meetings with the DLS and separately with the Deputy Head
( pastoral) and the school nurse.
Other opportunities to share information are provided in the following ways :
e O Termly Year group meetings.



O Monday morning staff meetings.
0 Shared target setting and review meetings held between LSco and

relevant members of staff.

Staffroom notice boards.

The pupil information board in the staffroom has copies of all current teaching and
monitoring lists and any new relevant information/ literature given by parents that
staff need to read or familiarize themselves with. The wipeable board on the back of
the staffroom door and email are used for passing on urgent information.

Training

There is an ongoing commitment to raise awareness of pupils’ learning needs and to
develop teaching strategies that will maximize learning potential. The following help
to implement this ;

0 The LSco holds a meeting for all new members of staff at the start of
each year to explain the duties of staff in relation to learning support pupils
and to show them the resources available in the Learning Support room.

O Regular meetings between the DLS and JB senior management and the
DLS and LSco to discuss learning strategy and any matters arising from
special needs within the school. This information is used, in part, to inform the
Inset program.

] Whole staff training on matters related to Learning Support are
organised as the need arises. In 2008 — 9 Sarah Geiger (educational
psychologist ) gave 3 twilight training sessions on dyslexia, dyspraxia and
attention disorders. Barry Hymer gave a one day inset on “Creating a climate
for higher order thinking, questioning and dialogue in the classroom’.

O Provision is made for the DLS and LSco to attend training courses
relevant to the needs within the school. Individual staff are also encouraged to
attend courses as appropriate so that they feel equipped to deal with the needs
of the boys in their care.

0 Pupil centered initiatives - at present there are several which aim to
promote more effective learning. These are : an annual puzzle day for year 3, a
thinking skills day for year 5, and a study skills day for year 6. There is an
element of staff training in each of these.



8. RESPONSIBILITIES OF TEACHING AND PASTORAL STAFF

Provision for pupils with special educational needs is a matter for the school as a
whole. In addition to the governing body, the school’s headteacher , SENCO and
learning support team, and all other members of staff have important operational
responsibilities. All teachers are teachers of pupils with special educational needs.
Teaching such pupils is therefore a whole — school responsibility, requiring a whole —
school response.

Para 6.2SEN Code of Practice 2001

All teaching staff

All teaching staff have a responsibility to help identify and support pupils with special
educational needs. They should recognise that their classes will contain pupils with
special educational needs and follow school policy and seek advice when they
encounter these pupils. They should also be aware of the possible link between
behavioural problems and learning difficulties.

Subject teachers

e [ Note which pupils are on the Learning Support register and the monitoring
list. Highlight in mark books, check profiles on the network.

« [ Discuss any concerns about progress, motivation or behaviour with SM as
necessary.

» [1 Attend target setting sessions and contribute to targets. Keep a note of targets
set and review termly with SM.

* [ Plan and deliver lessons with the needs of LS pupils in mind using UCS
specific learning difficulty guidelines to help. Consult SEM or SM for further
advice on differentiation as necessary.

Subject Coordinators

« [0 Department policies and handbooks should contain subject specific guidance
on how to support pupils with specific difficulties.

* [0 Ensure that all department members follow the advice given,

* [ Monitor the progress of Learning Support pupils within their department.

Form teachers

e [ Note which members of their form are on the learning Support register,
especially those who have an educational psychologist’s report.

[0 Check Learning Support profiles on the network.

[0 Pass on relevant information from parents to SM

[0 Attend LS meetings if requested.

(0 Monitor the organisation (homework diaries, desks etc) of selected LS pupils
and dedicate some individual time to them as necessary.

Senior management



o [ Share concerns about pupil progress, behaviour & motivation and agree action
with SM.

e [ Passon any relevant information concerning LS pupils or new boys who are
potential LS pupils to LS staff as soon as possible.

9. COMMUNICATION WITH PARENTS

The Learning Support Department recognizes that parents have a vital role to play in
the identification and support of pupils with learning difficulties.

Parents are encouraged to discuss any concerns they have about their child’s progress
at the earliest opportunity. Form teachers can be contacted by telephone or email and

are available at the beginning and end of each day. If appropriate these concerns will

be passed to the Learning Support department in referral form.

Parents will be consulted by telephone or email at the start of any individual learning
support intervention and notified at the end of it.

Parents views are used to help build a Learning Support Profile and to review it. They
may be invited for meetings with the LSco and other staff to discuss their son’s
progress. They can also contact the LSco at any time by phone or email for advice
about how to support their child’s progress or for information about outside agencies
which may be helpful.

The reporting system provides one report and two parents’ evenings for each pupil a
year. The LSco will write reports for pupils she is working with individually.

At the beginning of each academic year there is an information evening for parents
where general procedural information can be shared and it is intended that all new
parents will be provided with a Learning Support Information Sheet which sets out
how Learning Support works at UCS. ( Development target).

10. DEVELOPMENT PLANS

The current Learning Support Department development plan ( See appendix) focuses
on the following areas:

e O To raise awareness of spLD amongst staff. .

e O To have a fully functioning pupil data base.

e O To establish a “‘joined up’ approach for pupils with behavioural
issues.

e O To establish whole — school screening using LASS junior
assessment.

O To provide more information for parents.



11. COMPLAINTS AND APPEALS

Complaints about special needs provision in the school should be addressed, in the
first instance, to the DLS. She will arrange a meeting to discuss the issues and inform
senior management.

The school will make any adjustments which are deemed reasonable to ensure that a
pupil with learning difficulties or disabilities is not placed at a disadvantage.
However, in some cases it may not be possible to accommodate a proposed
adjustment, for example if the cost greatly outweighs the benefit.

If an individual believes that a decision under this policy has not been made correctly,
they may appeal in the first instance to the Headmaster. The individual should set out
in writing the grounds for their appeal and this should be sent to the Headmaster. The
individual may be invited to attend a meeting at which the grounds for the appeal will
be discussed. A further appeal may be made to the Board of Governors and the
individual may again be invited to attend a meeting at which the grounds for the
appeal will be discussed. The individual will then be informed of the governors’
decision in writing. The decision of the governors will be final and there will be no
further right of appeal.



UCS Junior Branch

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



UCS Junior Branch
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)



UCS Junior Branch

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.

Parents and staff increasingly use email as well as the telephone as a
means of communicating about pupil progress and other concerns.

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 Helpers’ who visit



school once per week to hear Year 3 pupils read.

Junior Branch Parents are invited to become ‘Library Helpers’ 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, via a text message to
parents’ mobile phones. Emails are used increasingly to communicate
with parents rather than ‘boy post’ and using paper. This ensures that
information arrives with parents and is also part of our sustainability
initiative.

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 accompany educational visits off site.

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.
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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
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.

. The school is establishing links via the French Co-ordinator with Choba
School in Tanzania.

This statement will be revised and updated every year.

Written by Mark Albini (12/02/09)



UCS Junior Branch

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
objectives 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”
if used in isolation.

Note: If the work has been marked in front of the pupil, then stamps
stating “Marked with teacher”, “Checked by your teacher” or “Verbal
Feedback Given” 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 award merits 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.)



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
guality 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)



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.

SEM July ‘09



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.

SEM July ‘09



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.



Appendix 1 Consent Form
For Photography and Images of Children

Dear Parent or Carer

During your child’s life at UCS we may wish to take photographs of activities that involve your
child. The photographs may be used for displays, publications and on a website by us, or by
local newspapers.

Photography or filming will only take place with the permission of the Headmaster, and under
appropriate supervision. When filming or photography is carried out by the news media,
children will only be named if there is a particular reason to do so (e.g. they have won a prize),
and home addresses will never be give out. Images that might cause embarrassment or
distress will not be used, nor will images be associated with material on issues that are
sensitive.

Before taking any photographs of your child, we need your permission. Please answer the
questions below, sign and date the form and return it to the School Office. You can ask to
see images of your child held by the School. You may withdraw your consent at any time.

Name of child (Block Capitals) :
Name of person responsible for the child:

| understand that:

o the local media may take images of activities that show UCS and children in a positive
light e.g. drama and musical performances, sports activities and prize giving;

e photographers acting on behalf of UCS may take images for use in displays, in
publications or on a website;

¢ embarrassing or distressing images will not be used;

¢ the images will not be associated with distressing or sensitive issues; and

o the School will regularly review and delete unwanted material.

Having read the above statement, do you give YES, | give my consent for

your consent for photographs and other images pictures to be taken and used

to be taken and used?

(please tick the appropriate box) NO, | do not give my permission
for pictures to be taken and used

Signature of person responsible for the child:
Relationship to the child:
Date (Date/Month/Year):

N.B. There may be other circumstances, falling outside the normal day-to-day
activities of the school, in which pictures of children are requested. UCS recognises
that in such circumstances specific consent from parent or guardian will be required
before photography or filming of children can be permitted.

If you wish to attend School functions and take photographs of your and other
people’s children, please take appropriate images, be sensitive to other people and
try not to interrupt or disrupt concerts, performances and events. Thank you.

Please return the form to the School Office.




Appendix 2

Consent form for photographic images of children

Consent Form for Photographic Images of children to be used beyond UCS

To Name of parent
or guardian:

Name of child

Part of
UCS Foundation:

Address:

Project Description:

(Statement should include description, circulation, timescale, access, agencies
involved, copyright of material).

To the parent Please circle

1. May we use your child’s images in the above project?
Yes / No

Signature: Date:

Please return this form to the School Office



Appendix 3
Agreement with Photographers

University College School is commissioning agreed photographic work with (name
photographer).

These commissioned images will be used in School publications, and/or our website.
The photographs may also be issued to the media for their use with our permission
e.g. photo caption picture stories.

It is unlikely that the images will be used in a situation where University College
School would receive money for the image e.g. in advertising material. If this were to
be the case then the School would contact the originating photographer to discuss
these specific circumstances.

The photographer’s signature for the agreement of University College School to hold
the copyright of the images commissioned is agreed by the (named photographer)
under the conditions stated above.



Appendix 4

Agreement with Editors

University College School are seeking your (the Editor's name and publication)
permission to use (identify picture by description or code number) for the purpose of

(identify use e.g. Annual Report/Web site etc.).

We will give a credit to (name of publication) when using this image.
We will not use the image out of context from which the image was
originally intended. For example we will not take an image of a disabled

child receiving an award and then use the image to promote disabled

children.

............................................................... (signature of Editor)

)= 1 (<



Appendix 5

A common sense approach to the use of cameras (film and digital) and video

cameras by parent(s)/carer(s) of school events.

There will be occasions during the school year where parent(s)/carer(s) will wish to
take photographs or make a video recording of their child/children taking part in a
school activity. These activities will include school assemblies, school performances,
sports days, school outings and educational visits.

In order for schools to ensure that as far as possible parent(s)/carer(s) use of
photography and video is safe, schools should have regard for the following advice:

Ask parent(s)/carer(s) to give permission for photographs to be taken of their
child/children while in school or involved in school activities.

Consider adding to the schools admission form, a section for parent(s)/carer(s) to
sign to indicate that any images they take of school activities will not be used
inappropriately. This will ensure that all parent(s)/carer(s) are aware of their
responsibilities in this matter.

If the above is not possible, schools should give thought to including a request
slip in any letters inviting parent(s)/carer(s) to school events, asking them to sign
a returnable slip to indicate that any images taken will not be used
inappropriately.

Consider asking parent(s)/carer(s) to sign a dated register for each event if they
wish to take images.

Ensure and make clear to parent(s)/carer(s) in a letter that photography/video
recording only takes place in designated areas. For example, in the main school
hall where the assembly or school performance is taking place and not in
‘backstage’ areas or school classrooms. Allocate specific times during school
outings and educational visits for photographs to be taken in the appropriate
setting and areas. This information can be given to parent(s)/carer(s) in a letter
or by sending the attached leaflet whenever parent(s)/carer(s) are likely to use
cameras or video cameras.

Encourage parent(s)/carer(s) with video cameras to sit towards the back of the
room during assemblies/performances to prevent obscuring other people’s view.

Research the possibility of creating a school video recording of the event giving
parent(s)/carer(s) the option to purchase a copy of the school video. For schools
who do not have the right equipment to undertake this, an approach could be
made to another school who might agree to loan the necessary equipment.

A set of photographs could be taken by school and orders taken for copies. This
is greatly simplified where a school has a digital camera.



UCS Junior Branch

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.

SEM July ‘09



JB Personal, Social and Health Education

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,
however we aim to ensure the following:

e all pupils are enabled to develop their self-knowledge, self-esteem and
confidence

e all pupils are enabled to distinguish right from wrong and to respect the
law

e all pupils are encouraged to accept responsibility for their behaviour, to
show initiative, and to understand how they can contribute to community
life

e all pupils are provided with a broad general knowledge of public
institutions and services in England

e all pupils are assisted to acquire an appreciation of and a respect for their
own and other cultures in a way that promotes tolerance and harmony
between different cultural traditions



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

SEM July 2009



UCS Junior Branch - Schedule of Assessments and Associated Communications.

Year Group

Autumn Term

Spring Term

Summer Term

3

Reading Age, Spelling Age, Verbal
Reasoning, Non-verbal Reasoning
Assessments.

Ongoing teacher assessments.
Psychological Screening for all Year 3
pupils.

Baseline levelling assessments in
English, Maths and Science.

Staff Year Group Meetings.

Full Parents’ Evening — all subjects.
Grade Cards for Parents.

Pre-topic assessments in maths/sci.

Ongoing teacher assessments.
Pre-topic assessments in maths/sci.

Parents’ Evening with Form Teachers.

Staff Year Group Meetings.
Grade Cards for Parents.

Ongoing Teacher Assessments.
Pre-topic assessments in
maths/sci.

Staff Year Group Meetings.
Assessment Week — English,
Maths, Science and General
Knowledge = final levelling for pupil
tracking.

Full set of Subject Reports to
Parents.

Reading Age, Spelling Age, Cognitive
Abilities Test 3 (inc. VR and NVR).
Pre-topic assessments in maths/sci.
Ongoing teacher assessments.

Psychological screening for new boys.

Level Assess. in Eng, Ma. and Sci.
Staff Year Group Meetings.

Full Parents’ Evening — all subjects.
Grade Cards for Parents.

Ongoing teacher assessments.
Pre-topic assessments in maths/sci.

Parents’ Evening with Form Teachers.

Staff Year Group Meetings.
Grade Cards for Parents.

Ongoing Teacher Assessments.
Pre-topic assessments in
maths/sci.

Staff Year Group Meetings.
Assessment Week — English,
Maths, Science and General
Knowledge = final levelling for pupil
tracking.

Full Subject Reports to Parents.




Reading Age, Spelling Age, Verbal
Reasoning, Non-verbal Reasoning
Assessments.

Ongoing teacher assessments.
Pre-topic assessments in
maths/science.

Staff Year Group Meetings.

Full Parents’ Evening — all subjects.

Grade Cards for Parents.

Ongoing teacher assessments.
Pre-topic assessments in
maths/science.

Parents’ Evening with Form Teachers
and ALL subject teachers.

Staff Year Group Meetings.

Grade Cards for Parents.

Ongoing Teacher Assessments.
Pre-topic assessments in
maths/science.

Staff Year Group Meetings.
Assessment Week — English,
Maths, Science and General
Knowledge = final levelling for pupil
tracking.

Full set of Subject Reports to
Parents.

Reading Age, Spelling Age, Verbal
Reasoning, Non-verbal Reasoning
Assessments.

Ongoing teacher assessments.
Pre-topic assessments in
maths/science.

Staff Year Group Meetings.

Full Parents’ Evening — all subjects.

Grade Cards for Parents.

Ongoing teacher assessments.
Pre-topic assessments in
maths/science.

Parents’ Evening with Form Teacher
and ALL subject Teachers.

Staff Year Group Meetings.

Grade Cards for Parents.

Ongoing Teacher Assessments.
Pre-topic assessments in
maths/science.

Staff Year Group Meetings.

Eng., Maths., Science End of Year
Assessment Tests

Tracking and Value Added
Analysis.

Full set of Subject Reports to
Parents.

Full set of reports to, and
communication with, Senior School
Inc. Formal Meeting with Head of
Lower School at Senior School to
discuss each and every Year 6
pupil transferring.

Written by Mark Albini in May 2009 and updated in February 2010.
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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.

SEM July ‘09



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 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.

- There are NO religious education lessons at the school and no
religious observance, but SMSC is taught directly or indirectly through
all subjects of the curriculum and in particular PHSE. It supports
learning and can contribute to a child’s motivation to learn.

Notes for Teachers on Promoting Spiritual, Moral, Social and Cultural
Development Across the Curriculum

All National Curriculum subjects provide opportunities to promote pupils’
spiritual, moral, social and cultural development. Explicit opportunities to
promote pupils’ development in these areas are provided in religious
education and the non-statutory framework for personal, social and health
education (PSHE) and citizenship at key stages 1 and 2. A significant
contribution is also made by school ethos, effective relationships throughout
the school, collective worship, and other curriculum activities.

Pupils' spiritual development involves the growth of their sense of self, their
unigue potential, their understanding of their strengths and weaknesses, and
their will to achieve. As their curiosity about themselves and their place in the
world increases, they try to answer for themselves some of life's fundamental
guestions. They develop the knowledge, skills, understanding, qualities and

attitudes they need to foster their own inner lives and non-material wellbeing.

Pupils' moral development involves pupils acquiring an understanding of the
difference between right and wrong and of moral conflict, a concern for others
and the will to do what is right. They are able and willing to reflect on the
consequences of their actions and learn how to forgive themselves and
others. They develop the knowledge, skills and understanding, qualities and
attitudes they need in order to make responsible moral decisions and act on
them.

Pupils' social development involves pupils acquiring an understanding of the
responsibilities and rights of being members of families and communities



(local, national and global), and an ability to relate to others and to work with
others for the common good. They display a sense of belonging and an
increasing willingness to participate. They develop the knowledge, skills,
understanding, qualities and attitudes they need to make an active
contribution to the democratic process in each of their communities.

Pupils' cultural development involves pupils acquiring an understanding of
cultural traditions and an ability to appreciate and respond to a variety of
aesthetic experiences. They acquire a respect for their own culture and that of
others, an interest in others' ways of doing things and curiosity about
differences. They develop the knowledge, skills, understanding, qualities and
attitudes they need to understand, appreciate and contribute to culture.

Examples of SMSC Education outside of PSHE and other subject
lessons for academic year 2009 - 2010 include a wide range of SMSC
whole-school assemblies on a variety of themes:

Autumn Term 20009:

07/09/09: Moral and Social: The Headmaster outlines his expectations about
honesty, kindness and tolerance to the whole school.

17/09/09: Cultural: A Chinese outside speaker introduced the whole school to
the Mandarin language by encouraging them to say a few basic words — and
join Mandarin Club!

22/09/09: Moral and Social: The Deputy Head (Pastoral) shared with the
whole school the outcomes of her Year 3 and 4 PSHE lessons where Year 3
and 4 pupils had listed what causes them concerns around school. Mrs Martin
went on to ask Year 5 and 6 pupils how to tackle these problems and how to
act when you feel you are becoming angry.

24/09/09: Moral and Social: Miss Trinnaman (Community Action Co-ordinator)
told the whole school why it is that we raise money for a whole range of
charities and how their collective efforts can make a real difference to
people’s lives.

29/09/09: Social and Cultural: Mrs Martin (Dep. Head (Pastoral)) told the
whole school how to play the game of conkers fairly and about the rules and
history of the game.

01/10/09: Cultural: Ms. Couture (French Co-ordinator) told the whole school,
with the help of a fantastic slideshow, about her summer in Tanzania walking
up a mountain for charity and helping build a village school for children that
were being taught outside under a tree!

06/10/09: Cultural and Spiritual: Two Chinese Year 6 pupils led the assembly
and told the school about the Chinese Autumn Festival, telling stories,
explaining the culture and showing Chinese lanterns and Moon Cakes.

08/10/09: Cultural: Mrs Gregory (English Teacher, Drama Co-ordinator) tells
the whole school about National Poetry Day, reads her favourite poem by T.



S. Elliott and gets class 6C to perform their whole-class ‘Food Acrostic’ poem.

12/10/09: Moral and Social: The Headmaster, on the first day of Community
Action Week, gives a timely reminder of why we are raising money for a
variety of local and international causes.

13/10/09: Spiritual and Moral: Mrs Martin (Dep. Head (Pastoral)) tells the
whole school about ‘Remembering Remembrance’. She shows the school a
large screen painted by our Year 6 pupils that is to be displayed at the Royal
Albert Hall during remembrance celebrations, explaining the significance of
the images of war.

15/10/09: Social: Mrs Eggleton-Rance (Art and Design & Technology
Teacher) had made a short film of herself dressed as a UCS Junior Branch
pupil and eating a school lunch — BADLY! Mrs Eggleton-Rance used the film
to effectively illustrate good table manners and eating habits.

Half Term

2/11/09: Spiritual, Cultural: The Headmaster explained to the whole school
assembly about Remembrance, Poppy Day and warned them about the two-
minute silence that we would be observing next week on the 11". The
Headmaster also read a letter from 10 Downing Street about the passing of
the last World War | veteran and how we must never forget the sacrifices
made by people serving our country in wars.

5/11/09: Social: Two visiting speakers from Childline explained to the whole
school assembly about the work of Childline, why children may need to call
and how the service works.

17/11/09: Social: Mrs Martin explained the school’s rewards and sanctions
policy to the whole school assembly.

19/11/09: Social: Mr Arnold explained to the whole school the importance and
consequences of street safety and using seat belts in cars and buses.

01/11/09: Social: Esther Rantzen visited the school and spoke to us about her
work for Childline and how it helps children in difficulties.

10/12/09: Social, Moral and Cultural: The two winners of the school’s Year 6
debating competition gave their winning speech to the whole school all about
Martin Luther King and why his speech was the greatest speech of all time.
Issues such as race, compassion, tolerance, prejudice were all explained and
placed in their historical context.

17/12/09: Spiritual: The school’s final assembly for the Autumn Term was a
great celebration of all of the pupils’ achievements in a huge range of
academic, sporting and extra-curricular activities.



Spring Term 2010:

14/01/10: Social and Moral: A visiting speaker from Childline spoke to the
whole school about how children can look after each other when they are
feeling down and all about peer mentoring.

19/01/10: Social: Mrs Martin talked to the whole school about being safe and
secure in the school and being sure of who they could turn to if they felt
unhappy or worried. Mrs Martin volunteered her services if any pupil at the
school felt they didn’t have an adult they could turn to.

26/01/10: Social and Moral: Mrs Martin talked to the whole school about how
to behave if ever they are approached by a stranger. Several pupils gave
excellent, clear responses on how they should act and to whom they should
turn if ever they are approached.

28/01/10: Cultural and Moral: Mme Couture and Mrs Gregory staged the Year
5 French play for the whole school assembly featuring a moral tale all spoken
in French.

02/02/10: Social: Mrs Martin talked to the whole school about the Homework
Diary and how it can help pupils to be organized as well as communicate with
parents and remind them of the school rules.

Half Term

23/02/10: Social: Mrs Martin talked to the whole school about care of and
respect for property.
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