Alcohol Awareness is an important dimension of Drugs Education within the school.

The School Rules and Procedures say:
“No pupil may be possession of, or make use of any of the following. Alcoholic drink,
tobacco or other drugs”.

Education forms a large part of Pangbourne’s Alcohd Policy and therefore PSCE and Biology
lessons contribute a large part of the information on offer. As well as informing the pupils of
the dangers of alcohol, the College also recogniseshe importance of educating its pupils in
the sensible consumption and appreciation of alcohol within a social context.

Alcohol should not be consumed by any pupil within the boundaries of, or whilst
representing Pangbourne College. Sixth formers mg be given the opportunity, within the
current licensing laws and in the presence of teachers employed by Pangbourne College, to
consume alcohol with a plated meal and within a supervised social context.

Within the Upper Sixth, there may be the opportunit y for education for responsible alcohol
use through the Medway Club, subject to the currentlicensing laws and the strict rules of the
Medway Club.

The Medway Club

Open to members of the Upper Sixth on a Thursday eening from 20:45 until 22:15
and on some Saturday evenings.

A plated meal is served in the presence of adults.

Members are allowed up to 2 drinks and they must hae agreed to a Code of
Conduct.

Abuse of the rules may lead to suspension or even gpulsion from Medway.

For College Dinners and other social events e.g. PR organised balls etc. where alcohol is to
be purchased then under not circumstances may pupié under the age of 18 purchase alcohol.

Should a pupil abuse alcohol when under the control of the College then the following may
occur.

The following sanctions may be applied.
- Gating.
Discussions with parents.
Report on File.
Referral to 2M/HM.
College Punishment.
Suspension.

In some situations, counselling may be offered.

A
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DRUGS AND SUBSTANCE ABUSE

The code of conduct says, “We look after our health, both physical and emotion al

At Pangbourne College we take the welfare of our pwils very seriously. This policy states
how we will take forward such an important issue.

The word “drugs” is used in its widest sense of nonprescribed mood-altering substances to
include all drugs whose use is legal within certain limits, including tobacco and alcohol,

volatile and other substances which can be used toalter mood (such as solvents) and all
illegal drugs whose use and possession are forbidde by law. The word “misuse” applies to
illegal use of drugs and the excessive use of socialrugs.

Pupils are encouraged to discuss their anxieties abut drugs in confidence with a member of
staff or the school counsellor. Matters brought in to counselling by a pupil or his parents, in
circumstances which are genuine, will be “ring-fenc ed” from disciplinary sanctions or adverse
report but a pupil who is suspected of involvement with drugs outside this context will face
the full disciplinary consequences.

Pangbourne College recognises the importance of edaation of its pupils and also the need to
be vigilant, with regard to drugs. We therefore educate through PSCE and Biology lessons, as
well as drugs presentations to pupils and their paents/guardians by outside speakers. The
College will also use trained search dogs, to condet sweeps of the College at the discretion
of the Headmaster.

DRUGS EDUCATION

During PSE and Biology as well as other areas of # curriculum we have the following
objectives.

To enable pupils to make informed choices about a healthy life-style.

To provide opportunities for pupils to acquire know ledge and understanding about
the dangers of drug misuse.

To equip pupils with the attitudes and skills they need to avoid the misuse of drugs
e.g. decision making, assertiveness training.

To reinforce school policy on drugs.

To reinforce information about the legal status of drugs.

To enable any pupils who are misusing drugs or haveny concern about the misuse of
drugs to seek help.

DRUGS POLICY
The supply, possession or use of illegal drugs by mmbers of the College is unacceptable
and not permitted. The same applies to the possessionfoimmztenialaated] tto dhugs

consumption.

(This refers to illegal drugs; performance enhancing drugs, glue and other substances used for
abuse and is referred to as ‘drugs’ for the remainer of this document)

Whilst maintaining a clear policy of prohibition, a s outlined above, with consequent
sanctions, the College is committed to providing it s pupils with drugs education and also with
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pastoral support. In the event of any of the above being breached then the College may offer
confidential support, which will aim to rehabilitat e and to counsel.

In the event of a breach of the College rules, suspcion of involvement in drugs or
identification by a search dog then parents will be informed by the Headmaster before any
action is taken.

The College reserves the right, as per the Terms ah Conditions of the College, to test pupils
who are suspected of involvement in drugs. The costof a positive test will be passed onto the
parents of the pupil and the following sanctions may then be applied:

Sanctions

Any pupil involved in the consumption or possession of drugs may be expelled
(Involvement with hard drugs or supplying drugs are considered to be aggravating
features)

For drugs related offences the Headmaster may deciel a period of suspension to be
more appropriate

Support

If re-admitted to the College, offenders will be en rolled on to the College Drugs
Testing Programme for the duration of their stay at the College. Pastoral support will
be offered and confidentiality will be ensured.

Pupils may be enrolled on the Drugs Testing Programne on a voluntary basis at either
their or their parents’ request and again pastoral support and confidentiality will be
provided. If pupils come forward of their own free will then the College may decide,
depending upon circumstances, that neither of the first two sanctions should be
enforced

Drugs TestingFrogyeanme

The pupils enrolled on the College Drugs Testing Pogramme are:
Those readmitted to the college
Those pupils about whom there are pastoral concerns
Those pupils who have requested to be enrolled.

The programme aims to offer:
Pastoral support and confidentiality
Counselling
Professional advice from healthcare professionals

Random drug testing, with the cost being borne by the parents

Anyone who fails a drug test, whilst on the programme, is then liable to expulsion.
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SMOKING

Pangbourne College is committed to educating pupilsabout the dangers of smoking.

Pupils must not smoke whilst in the School’s care eg. on trips, or in circumstances where
they are identified as part of the school community e.g. on the way to or from school.

The School Rules amdl Procedunes say:
“No pupils may be in possession of, or make use of ay of the following. Alcoholic drink, tobacco or
other drugs”.

Sanctions
The following sanctions may be exercised:

Referral to HOM or senior member of staff.
Report on file.

Letter home to parents.

Gating.

Donation to charity e.g. Cancer Research.

Whilst each individual case will be decided on its own merits with the aim of educating and
encouraging the individual to stop smoking, the fol lowing tariff provides a guideline:

For a first offence, a £5 donation to charity.
For a second offence, a £10 donation to charity, aformal Working Party and a letter
home to parents.

For a third offence within a calendar year, referral to the Headmaster; a period of
suspension can be expected.

The College recognises that persistent offenders mg have formed an addiction to smoking
both in and out of school. Therefore the following procedures may also be applied.

Referral to the Health Centre for support and enrol ment on a ‘smoking cessation
course’.

Discussion of strategies to help give up.
Parental involvement, where appropriate.

If an individual is found to have sold tobacco to o ther pupils, then this individual may be
suspended.
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ASSESSMENT POLICY
srading the Qualify of Warl

Marking should be consistent, transparent and intelligible to students. Wherever
possible, therefore, we should employ the same simgde system as the reports. Where
this is inappropriate — in factual tests, in drafting exercises, in the expressive arts aadinn
mathematics, for example — departmental policy should be clearly stated and explained.

Acknowledging Effort
This is essential particularly for the struggling gudent. It can be done by any or all of:-

Making positive remarks on the script itself.

When giving back work to the individual and the gro up.
Giving a grade (1-5) for effort or research as apppriate.

By indicating the potential of a piece of work for improvement.
By awarding Commendations or House Points.

c | Guideli

Set work regularly. Make it part of your and their work rhythm.

Return it promptly — ideally when you next see a gr oup and always within one week
of collection.

Keep a careful record of your tasks and grades, fosharing with your HOD, a colleague
or a member of the ASMT.

Feedback to individuals and the group to show them precisely how they can improve
their performance.

Encourage and be positive wherever possible, look b build on success.

Show how to achieve best results with clear guidane and strategies.

Encourage students to take a pride in their work.

Expect high standards of presentation.

Have clear guidance and expectations on the filing and maintenance of returned
work.

Follow the schemes of work set out in your Departme nt Handbooks.

Vary the tasks.

Offer sufficient comments as well as a mark.

For exam classes model the tasks on the sorts of gestions they will ultimately be
assessed upon.

Encourage independent learning and a discerning usef ICT
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BOARDING POLICY

At Pangbourne, boys and girls are encouraged to tak full advantage of the wealth of
opportunities made possible by the boarding ethos. We aim to provide a structured
environment where all children can develop the self -confidence and self-discipline that lead
to success. The stability and security which comesfrom this enables the pupils to make the
most of their social, cultural, academic and sporting abilities.

Within each House we aim to provide a community whe re children find the care, guidance
and security that will allow them to grow into happ y, confident, well-balanced and mature
adults. We encourage a family atmosphere where evey individual is expected to show
consideration, thoughtfulness and concern for other s. Within the corporate entity of the

house individuals are encouraged to use their own geativity to enhance the community in

which they reside.

At Pangbourne we encourage supportive relationshipsbetween senior and junior pupils. We
recognise the difficulties that many young children have to contend with in a boarding
environment and senior pupils, while given greater freedom, are encouraged to take personal
responsibility for daily affairs which may affect o ther members of the community.

While no-one can make growing-up a painless process nonetheless no boy or girl should
feel unduly threatened in any way and it is the job of every house team, teaching and non-
teaching staff, senior and junior pupils alike, to make sure that everyone receives the support
they need to overcome difficulties, achieve successand feel wanted and valued.

L-6 27/06/2009
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ANTI BULLYING POLICY

INTRODUCTION

Pangbourne College aims to be a caring community wlkere individual and collective
responsibilities are paramount. In this context bul lying is not to be tolerated. In the Code of

Conduct it states, ‘We respect the rights of others and their feelings. In particular this means
that nothing should be said or done to embarrass orhurt’.

DEFINITION OF BULLYING

Bullying is defined as any behaviour — spoken, psychological or physical — directed towards
another which prevents him or her from living at ea se with other members of the College.

For example it can be:

name calling

making fun of someone in an unpleasant way

racist, sexist or homophobic comments or incidents

stealing, breaking or hiding someone’s possessions

pushing or hitting someone

frightening someone into doing things they do not w ant to do

intimidation to prevent someone doing something the y want

excluding another from a game, conversation or information, knowing that it will cause
that person distress

sending unkind and hurtful messages via a mobile plone or the internet (‘cyber bullying’)
It is not bullying, for example, when.

two people have the odd dispute

senior boys and girls are given responsibilities to supervise others, carrying out daily
routines to ensure the smooth running of the school

when senior pupils see fit to administer sanctions fairly, openly and appropriately.
Sanctions are, as a matter of course, properly receded

Bullying can occur from.

staff to staff
staff to pupil
pupil to pupil
pupil to staff

Any bullying behaviour is demeaning and unacceptabé. At Pangbourne College we aim to
provide a safe and stimulating environment in which every pupil can fulfil his/her academic,
cultural and sporting potential. The essence of this experience is that each person gains self-
esteem, is uniquely valued by others for what he/she is and who he/she is.

We, as staff, have a responsibility to help both the bully and the recipient.

25/01/2009
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THE LONG TERM PREVENTION OF BULLYING

At Pangbourne College we are pro-active and aim tqprovide:

an ethos and a set of rules and values which buildthose good relationships which are the
best guarantee against bullying.

positive role models as staff in terms of communication, teamwork and respect for each
other

an atmosphere in the house, in the classroom and inthe College which builds positive
self images among pupils and commends appropriate éhaviour

a structured PSE programme within the curriculum, which develops personal and inter-
personal skills and deals specifically with the issue of bullying

one to one contact with personal tutors for every p upil each week

a Pastoral Welfare Committee where representative mpils can discuss areas of concern
with staff

a community handbook, which contains much valuable advice, including what pupils
should do if they are bullied, as well as a complaints procedure. This is at the back of the
school calendar under “Where do | go for help?”

reassurance that all senior pupils with some resporsibility for younger pupils are
sensitively prepared for this role and receive reguar support and guidance.

Staff pastoral meetings held every week e.g. CommonRoom Pastoral Meeting, Year
Tutors’ Meeting, House Tutors’ Meeting.

INSET days for staff on bullying.

an experienced young person’s counsellor who visitsthe school once a week

HOW WILL BULLYING BE DETECTED?

Bullying is detected in school through:

a)
b)
c)

pupil questionnaires conducted in PSE and in the dvisions

staff vigilance and good pupil/staff relationships

regular staff pastoral meetings which have as theiprimary focus the welfare of individual
pupils and the quality of their school relationship s

Policy practice and documentation are reviewed annually.

WHAT HAPPENS IF BULLYING OCCURS?

The school reacts firmly and promptly if bullying i s identified. There is a range of follow-up
steps available to staff depending on the perceivedseriousness of the situation and what
incidents have gone before. Some of these steps inlude:

a)
b)
c)

a record of the incident put on file
discussions with staff and pupils [mediation approach]

withdrawal of privileges {
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referral to HM/2M

letter home/discussion with parents
good behaviour contract
suspension from school

expulsion from school

THE ‘MEDIATION’ APPROACH - this takes time, patiene and care. It is not a ‘soft gption’ .

In tackling the problems of how to change the ways of children who use bullying tactics
there is no quick or easy method. Punitive treatment towards the bully may well reinforce
their view that when they get big/powerful enough t hey will be able to use bullying tactics
again. Education and awareness raising is ultimatgl more effective and consistent. Talking to
bullies, getting them to see that their behaviour i s upsetting to others and getting them to
suggest ways of behaving are proven to be much morebeneficial. This also eliminates the
‘revenge’ factor.

WHAT ALL MEMBERS OF 3FR-EANADMO

1.

Always being alert wherever they are in the College grounds, or outside College with
pupils to any symptoms of bullying or unhappiness among students.

Responding immediately, swiftly and unambiguously to individual incidents of bullying
and informing relevant tutor/s and housemaster/housemistress or consulting senior staff.
The Deputy Head, Pastoral and Senior Mistress ardvaays willing to help.

Supporting and protecting children who are being bullied and helping them develop
positive strategies and assertion. Recipients needa balance between protection and
empowerment. Keeping a special watch on those involved.

Helping bullies to change their behaviour. This requires getting to the root of the
insecurities which have led the individual to bully in the first place.

Giving both bullies and recipients constructive and challenging tasks to do in their free
time [not together].

Informing parents at an early stage and keeping then informed.

Recording incidents carefully and keeping them on file.

Informing fellow colleagues and mobilising them to monitor.

Encouraging all pupils to break the silence about hullying behaviour. Emphasise that those

who watch bullying and do nothing about it are enco uraging bullying behaviour. Bullying
is not a ‘spectator’ sport.

WHAT PUPILS CAN DG- advice we give.

1

Try not to show that you are upset — this is difficult and you have a right to feel upset, but

remember that bullies are looking for a reaction and to expose vulnerability. {
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10

11

Try being assertive, e.g. walk quickly and configntly even if you feel upset inside.

Remember that you have the support of all the stdf.

Stay close to people who are supportive of you. Don't feel or get isolated emotionally.

If you are different in any way be proud of it — it's good to be an individual.

Avoid being alone in places where bullying might happen.

Talk to an adult or a senior student you can trug. For details of additional people you can talk
to see the Community Handbook — ‘Where do I/ go for help?’ at the back of the School

Calendar.

You may feel that your problem or concern is best dealt with by a fellow student. E-mail
peer.mentoring@pangcoll.co.uk

If you feel you have been through the above stage and are still not satisfied, there is a
Complaints Procedure which is detailed at the backof the School Calendar.

If you still feel that your problem has not been dealt with, there are details of people and
organisations who have agreed to hear your concernsunder the Complaints Procedure at the
back of the School Calendar.

If you still feel that your problem has not been dealt with, there are details of people and
organisations who have agreed to hear your concernsunder the Complaints Procedure at the
back of the School Calendar.

REMEMBER - Do not stand by and watch someone beinfullied. It is everyone’s responsibility to
prevent it happening.

WHAT PARENTS CAN DO

1

Obviously it is vital to keep lines of communication open with your children.

If you have any concerns about your child, pleasetalk to someone at Pangbourne at the
earliest opportunity. As it says in the School Calendar under the section ‘Who do / go to
for help?’, it is a sign of strength to talk and share your concerns. Your child’s
housemaster / housemistress and tutor should be thefirst port of call, but Mr Gerry Pike,
the Second Master, and Mrs Caroline Bond, the Headf PSE, are always happy to listen
and help.

Although it is important to listen and contact th e school soonest, please remember that
situations are often not what they seem at first. It is the school’s role to investigate and
report back to you.

Trust the schooal. In line with the Bullying Polic y, you can be assured that the problem
will be dealt with swiftly, sensitively and thoroug hly.
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Careers Education and Guidance Policy

Head of Careers Dr Beth ReyrtaBSc Ph.D PGCE

Introduction

The Head of Careers co-ordinates the Careers Hdncahd Guidance activities that take
place within the school. Other input is providedthyors, the Head of PSCE, the Head of
Senior and Lower Schools and Housemasters/mistigss.Careers Education and PSCE
programmes in Pangbourne aim to equip students \Wahskills they need to make the
successful transition through the various stag&3otiege life.

Policy

In the increasingly competitive world of work, sourateers advice is essential and we aim to
enable students to maximise their potential andatee lthe opportunity to discover the career
areas most appropriate to their individual taleartd aspirations. Students are encouraged to
carry out their own research using the resourcadable to them but under the guidance of
one or more of the adults mentioned.

The Framework

All year groups take a programme of Personal, Saual Citizenship Education (PSCE)
modules, delivered in designated PSCE lessons dngluatorial slots. Career related
modules are delivered within this programme.

Junior School

In the Junior School, Career related modules cdwelimportant aspect atudy skills and
Library skills . In the summer term, Year 8 students are introdtieetie concept of work
and budgeting both money and time using the RealeGdw part of a ‘small community’
they are able to relate life style dreams to rgditough the allocation of jobs.

3 form

In the third form students familiarise themselveshitast Tomato’, a web-based careers
guidance and advice system administered by Morrisby. This provides stiglewith
opportunities to identify their individual strengthabilities and interests and link these with
possible career paths and areas of study. Fast ®amah ideal tool to stimulate exploration
of their career options in a wider sense, withie ttontext of making informe&CSE
choices

4" form

Fourth form pupils are given the chance to develogr Fast Tomato profiles as well as

developing skills irapplication techniques. { 25/01/2009
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51 form

One of the aims of thé"§orm PSCE programme is to provide students with dppées for
Careers Education and Guidance. Students’ builccaneer-related modules taken in the
Lower School and the focus is on Decision MakinglSland Study Choices at GCSE. All
students complete a psychometric profile in the feem called~uturewise Profiling, run by
the Independent Schools Careers Association (ISCOT¥his is followed up by an individual
guidance interview with a Futurewise adviser.

The aim of the profiling is to stimulate discussigngroviding objective information, which
looks at an individualspotentialability. By identifying preferred learning stylestudy skills

and aptitudes, careers suggestions are given, whiehintended to stimulate further
investigation. Psychometric profiling is widely uséedthe workplace to identify suitable
candidates for recruitment and promotion. This eflenot only the value of the process, but
also the relevance of the experience for young leeapo are likely to meet it again in the
future. It is fully recognised by the British Pspbbgical Society, and because results measure
potential they remain consistent over the years. So studeats be reassured of
comprehensive assistance with their options at $ottm level and beyond, until the age of
23.

The profiles are used as a basis for important stddéor discussions in relation to
individual study and career options. Whilst weamrage the vast majority of Pangbournians
to stay on into the sixth form, alternative routas be discussed for those in the fifth form
who would benefit from a more vocational and lesslamic regime.

Lower Sixth ‘New Perspectives’ PSCE tutorial progranme

At Sixth Form level, the skills acquired within tB8 form PSCE programme are developed
further and new opportunities provided, in the fahthe‘New PerspectivésPSCE tutorial
programme. The aim of the programme is to encoypagsonal developmettirough a series
of integrated Personal, Social and Citizenship Btion (PSCE) modules.

The content is carved up into 4 broad aré&tsdy Skills, Health and Well-Being, Careers
Education and Citizenship and modules are tailored to fit with the shape aitern of the
year.

In the Michaelmas termstudents are to some extent in unfamiliar terriesythey adjust to
the more independent approach of the sixth formiriguthis transition period, the emphasis
of the modules lies firmly on thecademic progress and well-being of individuaModules
cover issues such as self-development, target gettinthods of study and review and stress
management. At the end of the term, students havepaortunity to complete a short
psychometric profile calledCoursefinder’ which will start to focus their thoughts onto
possible Higher Education courses.

In the Lent term,academic work should be in full flow and in additito regular academic
progress checks, modules focus on areas suctvoals related learning and Higher
Education options. Important issues concerningalth andwell-being and citizenshigre
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also tackled. AllLower Sixth carry out a minimum of one week’s work experiencehia
summer.

Thefinal term gives students some space for researching Highgrafidn options and deals
with financial issues in a Finance and Banking.unit

The modules have been developed alongsidé&gpeer Sixth General Studies programme
and are designed to maximise the student’s exp@weawareness of academic, social and
citizenship issues. Wherever possible, the exgedisoutside speakers is used and modules
are delivered as workshops, tutor-led discussiomggaup activities.

It is hoped that this continuous approach to PSQEQareers Education in the Senior School
will equip our students with the essential knowkedskills and attitudes to prepare them for
life here at Pangbourne and beyond - in wider $pcie
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SUNDAY CHAPEL AND PARADES

These are a crucial aspect of the College’s lifé: taaditions.

All students from Form Three and above should pigdte fully in what is a whole
school activity.

Parental support is essential.

The dates of the Services and Parades are publigkleth advance so that we can all
plan around them.

Protocols for Missing Chapel and Parade

If a Boarder is unfit to march;this is a decision for the Health Centre only taetan
medical grounds to the HOM. Being legimately OFF PAHEAmMay not be the same as being
Off Games.

A student who is deemed unfit to march would normla#lyexpected to attend Chapel and to
support the Parade by attending in Number 1 Unifanth watching the Parade from Devitt
Lawn, except in situations where this would cleddyunreasonable on health grounds.
Such students report to the Deputy Head Pastoral diatedy after Chapel outside the Mess
Hall.

Students who cannot participate in a Parade on gnais of incomplete or clearly
substandard uniformshould make their difficulties known to their HOMrl and not later
than the Friday before a Parade so that thermistid put the problems right. If their
problems cannot be resolved then they should présemiselves to the following by 09.00
on the Sunday: Chief, HOM, RSM.

Such incidences should be rare as they refledh@standards or commitment of the student
concerned. They should attend Chapel as normalféerdvards present themselves in
immaculate Recreational Rig and watch the Parade Bevitt Lawn.

Other College Commitments, including fixturemay only take precedence if they are
entered in the Calendar .1t will be rare for anyl€le fixtures to be allowed to clash with a
Chapel Service and Parade.

Major and immoveable family commitmenghould be flagged well in advance by means of
direct request from parents to HOM. This would dogyexpected to happen once in a College
year. Sunday hangovers from™isirthday parties are not included.

For representative sport at County level or aboW¥ée College is generally happy to give
permission where it has recommended players for @dtiats. As usual, requests should be
made well in advance via HOMS. This does not applyport at club level and given the very
full sport programme the College runs, for a studelditionally to play the same sport
regularly on Sundays for a club is not recommendhebldmes not constitute a valid reason for
missing Chapel and/or Parade.

ALL Students also require explicit HOM permission tomiss Sunday morning Chapel.

A 25/01/2009
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Curriculum Policy

Pangbourne College recruits pupils at 11, 13 and #®m a broad range of ability. The
curriculum offers a broad, balanced education to students. It provides equal access for all to
linguistic, mathematical, technological, human and social, physical, aesthetic and creative
areas. The curriculum in each subject is designeda offer continuity and progression of

learning.

Differentiation

The College works hard to ensure that programmes ofstudy are suited to all. Differentiation
in the teaching and learning process ensures that here is access and opportunity for all
students to learn and make progress according to tkeir abilities. Attention is given at all levels
to students reflecting upon the process of learning. The school's Learning Support
department, aided by whole staff INSET, has strengtened awareness that an understanding of
students’ learning styles is essential to effectivelearning for all.

Progression

(a) GCSE

As students progress the school, there are increasig opportunities for them to follow their
own interests, though a balance is maintained. At GCSE students follow a core curriculum of
English and Maths, which are setted according to abity; they choose whether to do two
GCSEs in Science or all three of Biology, Physicsral Chemistry; and they choose one out of
History and Geography; most students also study Engsh Literature and a short course GCSE
in Religious Studies. Students choose their remainng GCSEs from a range of options offering
the following subjects: German, French, Spanish, asecond Humanities subject, Design
Technology (Graphics or Resistant Materials), Art,Physical Education, Drama and Music.

(b) A Level

Our advanced academic programme is both challengingand diverse. The range of subjects
available is wide and includes traditional ‘academic’ subjects and subjects more recently
developed to enable progression to vocational degrees at university.

The subjects currently on offer in the Sixth Form are:

Art & Design, Biology, Business Studies, ChemistryClassical Civilisation, Design Technology,
Drama and Theatre Arts, English Literature, Film Sidies, French, Geography, German,
History, ICT (to AS only), Mathematics, Further Mathematics, Music, Music Technology,
Physical Education, Physics, Religious Studies, Smiah.

Guidance and support in choosing appropriate options is readily available from teachers,
tutors, housemasters and housemistresses and acadérmmanagers.

(c) Higher Education

It is the College’s aim to prepare students for Higher Education so that they win places at
courses commensurate with their abilities and interests. To this end, Sixth Form students,
guided by their tutors, spend substantial time in self appraisal, research and planning prior to
submitting their UCAS applications.

PSHE

Personal, Social and Health Education (PSHE) and t@enship are taught throughout the

lower and middle schools. The course is designed tohelp students to lead confident, healthy,

responsible lives in a democratic, tolerant and pluralist society. Students have the opportunity
to reflect on their own experience and development, whilst at the same time showing

understanding of others.

In the Sixth Form the Head of Careers coordinates he New Perspectives programme,

delivered in tutorial time. This culminates in the ‘Taking Responsibility’ course at the end of

A
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the Lower Sixth when, for three days, the year group works in teams to develop
understanding of how take responsibility for others and for themselves.

In the Upper Sixth tutors prepare students for university while the Head of General Studies
arranges a series of evening lectures from outsidespeakers on a diverse range of subjects —
exploration, the Law, politics, the media and comparative religions.

Management

The curriculum is delivered through academic depariments, each managed by a Head of
Department. These are overseen and coordinated bytie Academic Senior Management Team
chaired by the Deputy Head Academic.
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DATA PROTECTION

Under the Data Protection Acts, data on pupils mayonly be kept subject to strict guidelines.
Pupils may have a right of access to their files, lot this is limited by law. In general, if the file
is not indexed or is held merely in date order, the re is no right of access. Details of the law
are available from the Bursar.

Data may not be kept willy-nilly and the principle is that keeping the data must be for the
benefit of the data subject. This principle should not interfere with the keeping of
professional records on pupils, whether these records are biographical, academic,
administrative, sporting or of any other sort. The principle comes into play when a pupil
leaves the College. The following actions are to betaken:
i) Archiving Principles

Data should be kept only as follows

To allow references to be written

To allow contact to be maintained

For the benefit of the data subject

Before a file is archived, therefore, there needs to be selective pruning.

i) Procedure for a RypilLlesanitg FRarggbourme Qolbge
Data on a pupil who has left the College more than 4 years ago may only be kept If it
/s for the purpose of informing future references o n that pupil or maintaining contact
lists. All files must be pruned or destroyed in the light of this. Those who hold files
are responsible for pruning them. HM Secretary or Registrar should communicate
with Immigration and Nationality Dept where visa na tionals leave before their
predicted stay.

Electronic data transfer to and from maintained schools is possible with the Facility System,
but care needs to be taken over exactly what data s transferred . Refer to SGS for advice.

1. Transfer to University or Employment after A Level
HM's records archived (HM Sec)
HOM's records archived (HOM)
CR/Tutor records archived (Ac Sec)
Schoolbase e-files archived (HOLS)

2. Transfer to an Independent School
HM's records archived (HM Sec)
HOM's records archived (HOM)
CR/Tutor records: school and psychologists' report copies sent on, other
correspondence destroyed (HOSS/HOLS); originals ehived (Ac Sec)
Schoolbase e-files archived (HOLS)

3. Transfer to a Maintained School or College
HM's records archived (HM Sec)
HOM's records archived (HOM)
CR/Tutor records: school and psychologists' report copies sent on, other
correspondence destroyed (HOSS/HOLS); originals mhived (Ac Sec)
Transfer form or electronic data transfer (CTF) completed by HOSS/HOLS
Schoolbase e-files archived (HOLS)

4. Overseas Students
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Leavers at end of GCSE or A Level: as above

Leavers before end of GCSE or A Level: as above m@uletter to Immigration and
Nationality Department with detail of destination a nd immigration status (HM Sec)
Schoolbase e-files archived (HOLS)

Data Protection and email

We hold a good deal of information on individuapps, and indeed on their families. We are
registered to process that data for the benefti@flata subject, under the Data Protection
Act.

We don’t have parental permission to release emdileades, phone numbers or home
addresses to other parents. This data is protbgtéue Data Protection Act.

There is limited release of information via the PiRA this is limited to one phone number
and the town or village, and even then only to ¢hasnilies who have specifically permitted
it. The PPA do not have access to email addresskthain emailing is therefore done for
them from within SchoolBase.

Therefore youmust not:

Compile and circulate beyond the staff a phonedlistddress list without first seeking
written permission from all those on it;

Send emails addressed to more than one parenina¢ éuse of bce: does work but is
screened out by many spam filters)

Send emails to all staff about a child when alff fta not need to know

You should:

Use the SchoolBase system to generate emails togofygarents
Use SchoolBase to limit email to teachers of a sjwedifild

Good email practice is:

Always use an informative subject line. Never leblank.

Send To: people who you would like to take action

Send Cc: people who might need the information

Never send to a large group as a lazy way of tagebur smaller audience
Beware of Reply All: unless you've checked to whooo yare sending
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Dropping Subjects

A reminder of our procedures and protocols, particularly over the possibility of
students “dropping” subjects. Please note thaigodnt 4 is NEW this yezar.

1 Dropping subjects can only happen in consultationwith the following:
e Tutor
e Subject teacher and HoD
e HoM

e HoLS/HoSS

» Parents (whose agreement must be in writing,but any request from parents needs
to be discussed, not just acceded to)

2 Dropping subjects cannot be justified when it

Generates over 5 private study periods a week in IVand V forms - this should
lead to choosing and working for another subject

Conflicts with the curricular principles in the Low er School Studies brochure at
GCSE and Sixth Form Studies booklet at AS & A Level

Has not been balanced against other subjects

Is merely based on “| want some free periods”

3 Please do not jump the gun! And please do not enourage discussion of “droptions” —
it can get corrosive.

4 Dropping a subject MAY be initiated by HOSS or HOLSf:
a) a student is clearly overloaded, or

b) a student’s presence is having a markedly adverseffect on the performance of
others in the set concerned
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EQUAL OPPORTUNITIES POLICY

Pangbourne College aims to integrate all pupils irespective of gender, ethnicity and
disability. As the Code of Conduct says ‘we are a community where individuals matter. \We
are a school with a strong sense of tradition and adistinctive corporate identity. However, as
a school it is hoped that we recognise differences and acknowledge that we are not all the
same. Instead of striving to become identical, we can enrich our lives by appreciating and
learning from the variety of life experiences aroun d us.

We believe we have a responsibility to encourage puwils to realise their full potential

intellectually, emotionally, socially, spiritually, creatively and physically and to this end
provide a broad and balanced education. Pupils arehelped to understand the multi-cultural
nature of society, to foster respect for those with different religions, beliefs and ways of life
and to develop an attitude which is opposed to discrimination against any person or group on
the grounds of socio-economic backgrounds, creed, ghnic origin or sex.

Obviously, equal opportunities must exist in practi ce as well as on paper to be effective. To
this end, it is important that the following princi ples are upheld:

e We, as a Common Room, welcome and respect diersity and therefore understand our
duty as role models.

¢ We do not use discriminatory language or poke fun or mimic an individual.

e Overseas students, who are suitably qualified are welcomed for the distinctive
contribution they can make to College life. They ar e spread as evenly as possible among
the divisions.

« We make every effort to integrate boys and girls as equals in every aspect of College life.

« Pupils with physical disabilities definitely benefit from the Pangbourne experience. Each
new entry with special needs is assessed and the m&age which the College can offer is
carefully determined.

e The curriculum should reflect cultural and religious diversity. Pupils are encouraged to
include their own cultural and religious perspectiv e in their work.

e As teachers we constantly review our classroon practice to ask the question Do alf
pupils get a fair share of attention, time and resources?’

e Current resources are checked for discriminating material, such as sexist, racist or ableist
language and stereotypes.

e All conflict which arises out of differences between groups of pupils is dealt with
immediately. Discriminatory behaviour does not pass unchallenged, and, if appropriate,
used as an opportunity to address and discuss equalpportunities.

* Pupils have a person to talk to confidentiall y if discrimination occurs [see ‘Who Should |
Talk To?in the back of the school calendar and the Complaints Procedure].

e Pupil initiatives [eg Pastoral Welfare Committee] to eliminate group conflict and oppose
discrimination are encouraged.

* Whilst Pangbourne College is an Anglican Foumation and corporate worship is an
important part of school life, individual students are given every practicable opportunity
to practise their faith, if they so wish.

e Termly assemblies are held which explore a dmension of a faith other than Christianity
eg Holocaust in Michaelmas 2000.

e Every effort will be made to accommodate indi vidual pupil dietary needs, for example
during Ramadam our Muslim pupils will be provided with a packed breakfast meal which
can be picked up the evening before.

A
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FIRE POLICY
ALL STAFF IN CASE OF FIRE

1. If the alarm has not been sounded please do sanimediately.

2. The adults present should take control of the building and immediately ensure the
building is being evacuated as per the posted firenotices.

3. A sweep of the building must be carried out. If other adults are present they can be
allocated an area or floor to sweep in order that this is done as speedily and
thoroughly as possible ensuring that exeny ream is checked.

4, The alarm panel should be checked to estabkh the source of the potential fire.

5. Without any risk to yourself or anyone else, t he Senior Adult should check the source
of the fire to establish if there is fault or an ac tual fire.

6. If there is clearly NO fire then the panel can be reset and the pupils permitted to
return to the building, taking note of which sensor activated the alarm. (In_these

instances the Works Manager/Bursar must be informed.)

7. If there is a fire or if there is any doubt you MUST dial 999 and follow these
instructions.
8. The Bursar/Works Manager MUST also be notiéd either by telephone or by sending a

runner. They will co-ordinate the Fire Services and ensure the Senior Staff are aware.

9. A roll call must be taken by adults at the nominated assembly point to ensure
everyone is accounted for.

NB: If the fire brigadie are called the skzmms must NOOT bbe s8deneeld oor reset  until
authorised by the Fire Brigade.
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What to do if Fire breaks out?

1.

Close the door of the room where the fire is. This will help delay the spread of fire
and smoke.

If a door feels warm when touched, do not open it — the fire’s on the other side.
Break the nearest call point and ring the alam!

Get everyone out. Plan the escape now so thatyou can get out safely and quickly if
there is a fire.

NEVER go back inside.

When phoning the fire brigade state that the “Fire is at Pangbourne College” and
inform them of the exact location.

Never put yourself or anyone else’s life at risk, even with the smallest fire.
Never move a fire (e.g. a toaster or burningcushion).

If someone’s clothing catches fire roll them onto the floor and smother the flames
using a blanket or rug.

What to do if you're cut off by fire?

1.

2.

Close the door and use bedding, curtains etdo block any gaps.

Go to the window and attract attention. Wait for the fire brigade unless you are on
the ground floor and there is no choice!

If the room becomes smoky, stay low where it's easier to breathe.

If the window is jammed, break it. Remove jagged glass and cover lower sill with a
blanket/curtain before trying to get out.

If you have no choice but to jump — drop cushions or bedding to the ground to help
break your fall. Get your feet out first and lower yourself to the full length of your
arms before dropping.
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FIRST AID POLICY

POLICY

It is a statutory requirement for an employer to ma ke adequate First Aid provision for all

employees. At Pangbourne College it is recognised hat the provision should cover all staff,

pupils and visitors. It is the aim of the College to provide appropriate First Aid treatment and

where necessary, secondary aid as well as to treall casualties, relatives and others involved
with care, compassion and courtesy.

PROVISION OF FIRST AID PERSONNEL

There is a rota to ensure that a qualified nurse isin the Health Centre (ext 425) during the

school day. A medic and/or a nurse on call is avaible during the evenings and weekends. In
addition to the nurses who are all fully qualified to deliver first aid, many members of

teaching and support staff have received basic firsaid training, and at least one member of
each non-teaching department (bursary, maintenance, grounds, catering) is qualified to

deliver first aid which also ensures cover during shool vacations when the Health Centre is

closed. The College considers this first aid provison is adequate and appropriate for the
number of staff, pupils and visitors on the College site at any time. The College's policy is to
ensure that the advanced trained first aiders are e-trained every three years.

It is important that all staff are made aware of who the first aiders are in their area, in order
that a first aider can respond in the event of an accident, especially out of school hours when
the Health Centre is not operating. The telephone list has a smiley face attached to every
First Aider, whether qualified as a First Aid at Work of Emergency First Aider.

A First Aider should be summoned immediately in the case of a minor accident. Use the
First Aid box located nearest to the accident, a list of First Aid box locations follows this
document.

Secondary aid from the Health Centre should be soudt if necessary. In the event of a
serious accident, call 999 and summon an ambulancebefore contacting the Health

Centre. In the case of injury to a pupil their pare nt / guardian (or other appropriate adult)

should be contacted too. If the pupil is taken to h ospital, he/she should be accompanied
by an appropriate adult or a member of staff if no one else is available.

RECORD KEEPING AND ADMINISTRATION
In order to comply with the Data Protection Act, re cords of accidents retained by any
member of staff should not identify the individual to others. The Health Centre and the
Health & Safety Administrator (Bursar's secretary) will keep the patient identifiable

notes.

All accidents must be recorded in the Accident Book (located in Bursary and Health
Centre).

Inform the Health Centre if a First Aid box has been used so that it may be replenished.
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LOCATION OF FIRST AID BOXES

All Houses (ask Matron if unsure of location)

All School Vehicles
Bursary

Biology Department
CCF Hut

CDT Workshops
Chemistry Department
Common Room
Groundsmens* Hut
Gymnasium

Kitchens Near
Maintenance Workshops
Modern Languages Department
Music School

Pavilion

Physics Department
Sports Hall Sports Staff
Swimming Pool

Shop
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PROCHJRHESS
MINOR ACCIDENTS
A First Aider should be summoned immediately in the case of a minor accident.

Use the First Aid box located nearest to the accidet. A list of First Aid box locations is
shown above in this document.

Gloves should be worn when tending to an open wound.

Clean the wound with alcohol-free wipes before appl ying a dressing. Bloodstained wipes
should be placed in a plastic bag and sealed beforéisposal.

Chemical burns should be treated with cold water, and the injured person taken to the
Health Centre together with the name of the chemicall.

Blood and vomit spillage should be removed, wearingplastic gloves, with paper tissue or
disposable cloths and placed in a sealed plastic lia Stains should be cleaned with diluted
disinfectant, and stain remover on carpets. Any wasable soiled items should be washed
at high temperature.

PROCEDURES FOR GAMES STAFF IN THE EVERTNIB RYJUBRRIFPLSS

For all match and/or practice sessions, the following is a list of guidelines to document what
is believed to be the appropriate procedure.

1. Attend to the student as soon as you recognise he/be is in distress. (Do not
necessarily wait for the game to be stopped).

2. Make an immediate assessment as to whether the disessed student needs a) medical
attention or b) T.L.C.

3. Inthe event of (a), decide whether the situation i s an emergency or simply in need of
basic treatment.

4. If an emergency, call 999 for Ambulance amdi contact the Health Centre for help, in
case of delay. The ambulance crew should normally &ke the child to Royal Berks
Hospital in Reading but may decide to go to Newbury if not serious.

5. If basic treatment is required, either treat the student if you have the confidence and
training, or contact the Health Centre.

*IF YOU HAVE ANY DOUBTS OVER THE EXTENT OF THE IR¥y) DO NOT MOVE THE
STUDENT - WAIT FOR A QUALIFIED MEMBER OF THE MEDICAROFESSION TO ARRIVE.

Health Centre

If you need the services of the Health Centre, summon by phone, take directly yourself, or
instruct a responsible student or adult to take the injured party to the Health Centre. Do not
allow student to ‘change’ his/her mind en route. Th e member of staff should endeavour to
give clear information about the type of injury to the medical/nursing staff. This is
particularly important in head injuries when the pu pil may not always remember exactly
what happened.
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Mobile Phones
These can be an advantage in the modern age and caallow an immediate response. If you
have one it is strongly recommended that you take it with you to the playing areas and have

the appropriate numbers ‘locked in‘ to your phone.

PLEASE NOTE THESE NUMBERS

Health Centre: 00 BBII BT 74285
Mobile No: 08547 658 543
Royal Berks Hospital: 011832283111
Newbury Hospital: 01635 273300

Emergency Ambulance: 999
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FUNCTIONS POLICY

ARRANGEMENTS FOR ALL COLLEGE FUNCTIONS

SCHOOL BUSINESS

Contact:

Forms:
Charge:

2M for availability into calendar

SW for availability if not in calendar

Chartwells for the Food

Catering request including charge code

Actual cost of food & drink + any additiotetbour requirement (minimal)
Non Profit making!

STAFF PRIVATE BUSINESS

Contact:

Forms:
Charge:

Andy Crossley
AC will refer to Chartwells and SW etc

Agree & sign Event Booking Sheet

Actual cost of food & drink

Service labour at cost

Set up and management charge at cost

+ any additional catering labour requirement at cost
+ any additional cleaning/domestic at cost

Non Profit making

OTHER SCHOOLS/MARKETING/'Friends Of Pangbourne’ (Chapel etc)

Contact:

Forms:

Charge:

Andy Crossley
AC will agree availability & suitability
AC will refer to Chartwells and SW etc

Agree & sign Event Booking Sheet

Either chargeable or charge code required

Actual cost of food & drink
All labour at cost — including catering, servickaning etc
Set up and management charge at cost? To Bursar
Decision on chargeable or FOC? To Bursar

Facility charge? To Bursar

OUTSIDE FUNCTIONS — COMMERCIAL

Contact:

Forms:
Charge:

RO/Bursar

Andy Crossley
AC will agree availability & suitability
AC will refer to Chartwells and SW etc
Agee & sign One Off Event Form (Formal Corjjrac
Actual cost of food & drink
All labour at cost — including catering, servickaning etc
Set up and management charge at cost
Facility charge

November 2007
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GAMES POLICY

The main aim of any Games programme must be to helpall pupils ENJOYphysical activity

and hopefully encourage them to continue when they leave the College. It is also essential
that pupils are able to focus on their performances and not just the outcome of the event. It

is our aim to develop teams and individuals that can compete successfully at local, regional
and national levels. The development of team spirit, co-operation and sportsmanship is an
essential dimension of a Pangbourne education which Games is uniquely well placed to
foster.

THE PURPOSE OF OUR GAMES PROGRAMME IS TO HELP AHILR TO:

develop a positive attitude towards, and an wnderstanding for, regular exercise through a
variety of activities

reach their full potential in all physical ac tivities through a structured and developmental
programme of skill acquisition

develop their decision-making skills by under standing and appreciating the co-operation
and strategies involved in a competitive situation

develop competence and confidence in physical skills

understand and appreciate a range of kinds ofphysical activity

be able to take part effectively on their own , and with partners, in both competitive and
co-operative situations

select, practise and improve, to set their own goals and make sensible decisions about
their participation in physical activity, which act ivity and at what level

value safety codes, minimise risks, avoid dager and respond appropriately, when
necessary, to emergency situations

decide on the most appropriate roles for them to play — as performer, spectator, official
or group leader

recognise, understand, appreciate and commenton good and bad performance

learn to cope with success and failure

sport can provide a platform for success for those pupils who find it difficult in the
academic sphere

value the contribution which exercise can mak e towards their health, well-being and
lifestyle

understand and appreciate the importance of \aluing the contributions of others,
whether male or female, whatever their level of abi lity or social and cultural background
appreciate the importance of fair play and of the abiding by the rules and codes of
conduct in all activities

become involved in activities which are socially valued, worthwhile and contribute to
young people’s development into responsible and sersitive adults

develop relevant skills, knowledge and underganding for future vocations in sport,
recreation and dance

A
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GIFTED AND TALENTED POLICY

This document outlines the procedures and practice whereby students who are gifted and/or
talented are supported and provided for at Pangboune. Specific details can be found in the
Whole School Guide for Gifted and Talented Students which is available in Staff
Shared> Gifted and Talented, and teachers are encaged to familiarise themselves with the
contents of that document. References to sections within the Guide are made below.

Pangbourne College is a member of The National Assdation for Able Children in Education
(NACE), which provides a framework and resources fo Gifted and Talented students. The
Gifted and Talented Coordinator should maintain and develop this useful link.

A “gifted” student is defined by the Department for Children Schools and Families (DCSF) as
one who fulfils the identification procedure in aca demic subjects such as English,
Mathematics, Science etc., whereas “talented” refes to a pupil who excels in other areas such
as Sport, Music, Drama etc. The DCSF has widenedsitdefinition of G&T populations in
schools and colleges to include the top 10% of theability range, and Pangbourne College is
using this figure as a guideline for identification .

Pangbourne College aims to cater for the Gifted andTalented by:

Identification

Monitoring and evaluation
Encouragement

Support through the curriculum

1] Identification (see also Section 6, and Appendix)
This process is to be collated by the G&T coordinabr, and carried out in reference to:

Data from tests such as MidYIS

EPRs which highlight such data as IQ tests

Identification and recommendation by the profession al judgement of individual
teachers, whether at Pangbourne College, or from pevious schools

Public examination results

Discussion, as appropriate, with the students themelves and/or parents

2] Monitoring and evaluation (see also Section 11)

The progress of gifted and talented pupils should 2 monitored by regular review of pupil

progress within departments. This will also allow the Gifted and Talented Coordinator to
monitor and evaluate the impact that policy, proced ures and practice are having upon the
quality of teaching and learning. The review of pupil progress will also allow individual

teaching staff to evaluate how successful provisionhas been in meeting the needs of those
pupils who have identified as being “gifted and talented”.

Progress made in effectively providing for gifted and talented pupils should be discussed and
monitored in departments, regularly, through intern al discussion and at departmental
meetings, with regular reference to the G&T coordin ator and ASMT. It is envisaged that policy
groups of key teachers and/or heads of departmentswill be developed to assess and improve
year-group specific provision, and a group is currently being convened to look into provision

in the Third Form. If a student has been identified as Gifted and Talented in one subject area,

it is specifically the responsibility of that depar tment to monitor the student’s progress. ASMT {
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will advise the Gifted and Talented Coordinator of any areas for development. The evaluation
of the whole school will be the responsibility of t he Gifted and Talented Coordinator who
will work with ASMT to update and revise the policy on a regular basis.

Pupils who have been identified as Gifted and Taleted will be tagged as such on
Schoolbase® , with details as to their specific are@) of ability. These data should be used as
appropriate by individual teachers to inform their teaching strategies.

3] Encouragement(see also Section 7)

One aim of the development of a Gifted and Talented Programme is to encourage all students
to take a greater pride in their work, to aim highe r and to reach higher standards, not just
those who have been identified as “G&T". This can ke carried out through:

Departmental activities (e.g. Maths Olympiad, Foregn Exchange trips)

Departmental enrichment

Programmes designed to develop skills in the perfomance and graphic Arts (e.g. Music
exams, drama productions)

Support for sports players through contacts at cluly county, or national level

Sixth Form Extension Group

The Activities programme.

The College Library

4] Curricular Support (see also Section 7)

It is initially the responsibility of individual de partments to ensure that strategies and
resources become available for the support of Gifted and Talented individuals, and as such are
strongly encouraged to:

Highlight strategies for both enrichment and extension in the departmental schemes
of work

Highlight resources in the departmental handbook and/or schemes of work, and
allocate funds for such resources in their annual budget

Integrate differentiated tasks into the teaching strategies

Departments are also encouraged to work together, sipporting one another’s
provision and undertaking cross-curricular initiati ves

Encourage students, not only with a gift in the subject, but also a well-developed
interest which will blossom

Keep Tutors, HoOMs and the G&T Co-ordinator informed of progress, or lack of
progress.

The school will endeavour to support teaching staff in provision for students through:

Relevant INSET (as per September 2006 and April 2@)

Regular feedback of initiatives and good practice b teachers and to Heads of
Departments

Close collaboration with the Learning Support Department.

Suitable financial support for resources and training

Suitable opportunities for sharing of good practice across the Curriculum.

When the new Academic Management Structure comes ito play in September 2008, the
three Heads of Section (HOSS/HOMdS/HOLS) will be reponsible for liaising with the G&T
Coordinator to implement and supervise the programme across the curriculum.
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GUARDIANS

This page is a copy of the Guardians policy which & sent to all parents of new entries. For
staff the most important points are that we must communic ate with Guardians in just the
same way as with parents, and that we should inviteGuardians to all appropriate occasions in
the College.

The Governors require every pupil whose parents are resident overseas to have a
Guardian who is resident in the U.K.

Parents of pupils resident in Britain may also find it helpful to appoint a guardian.
The functions of a guardian are

« to act in place of the parents
« to provide a home base in Britain for half terms and Leave Weekends

Guardians should:

« take an active interest in the pupil's progress and well-being

e arrange travel to and from College (Junior House pupils may not travel
unaccompanied on public transport)

- attend Parents' Meetings

« assist in academic decision-making processes

« work with the College authorities in encouraging personal and social development of
the pupil, and be prepared to take a parental role in the event of disciplinary action by
the College

e accommodate the pupil during half terms and leave weekends. Guardians must
provide safe supervision and care when the pupil iswith them: pupils must not be
placed unaccompanied in hotels.

It is helpful, where the parents' command of English is limited, for the guardians to be able to
work in English and the parents' own language.

Guardians are especially welcome at College eventincluding Chapel, Parade, sports fixtures,
social events, drama and music performances, and Renders' Day.

The College will, as far as is possible:

« keep Guardians in touch

« send duplicate reports to Guardians

« send copies of correspondence to Guardians
« involve Guardians in the same way as parents

Many families can find a relative or friend who can act as Guardian, and this is usually the
best arrangement. For cases where this is not poskie, the Registrar holds a list of
professional guardian agencies.

A
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Guidelines for Adults living in or close to a Boarding

House (Not employed by the College)

You are regarded by the law as a responsible adultliving in proximity to school children.
Your contact with pupils must be regulated by this. It follows that too close or intimate a
relationship with them is inappropriate.

The following guidance is intended to help and prot ect both you and them.

1 If you drive on campus, please do so with care, @specting the speed restrictions.

2 Do not enter the pupil boarding accommodation unl ess you have specific permission
from a responsible member of staff in the boarding house.

3 Do not entertain pupils in your own flat/accommod ation.

4 Do not smoke on school premises.

5 Respect the environment and facilities of the College.

6 It is important that your visitors abide by these guidelines as well. As a courtesy, seek

your host family’s permission before entertaining f amily or friends.

7 Do not do anything that would encourage a pupil to break school rules, for example
drink alcohol or smoke.

8 Be aware of Pangbourne College’s Child ProtectionPolicy. Your host family will
discuss a summary of the important guidelines with you (see attached card).

| understand and agree to abide by the above guidéhes.

Signed: ..o NaME: i
(Employee)

Date: e
Signed: ..., NaAME: toirireieiie e e iaaas
(Employer)

Date: .o
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PANGBOURNE COLLEGE

Health and Safety Policy

Revised AUGUST 2004
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PANGBOURNE COLLEGE

HEALTH & SAFETY POLICY STATEMENT

The Governors and Headmaster are fully aware of th@ responsibilities under The Health and
Safety Work Act 1974 and other Health and Safety lgislation relevant to the College’'s
operation. The Governors of Pangbourne College, though all levels of management, are
committed to ensure, so far as is reasonably practtable, that:

. All employees are safeguarded fully in respect ofhealth, safety and welfare whilst at
work.

. Pupils and members of the public including parents, visitors and contractors' employees
who enter the school premises, are not exposed to any health and safety risks during
the course of their business.

. No work is carried out by the school or contracto rs that is liable to expose employees,
pupils or members of the public to hazards to health, unless suitable and sufficient
assessments of the risk are made and necessary cawols to prevent or control the risk
have been introduced.

. All contractors are able to demonstrate that they have suitable arrangements for
securing proper health and safety, including where necessary a written statement of

policy.

The Governors have the ultimate responsibility for the implementation of this policy and

through the Headmaster and the Bursar will ensure hat the requirements of all health and

safety legislation are established. The Headmasteis responsible for implementation of this

policy within the school.

SIGNED: ..o Chairman of Governors

SIGNED: ..o Headmaster

DATED: 1st September 2004
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THE COLLEGE'S OBJECTIVES ARE:

To provide conditions and systems of work for all e mployees and for other people which
prevent any danger to health or safety. This requires that risk assessments will be carried out
to enable hazards and risks to be identified to enable the standards of safety to be adapted
and enforced.

To ensure that all plant and equipment is maintained properly and that none will be used
knowingly when it presents any risk to the safety o f the staff, pupils or the public.

To provide means of access and egress, which are fgg and without risks to health.

To provide comprehensive information, instruction, training and supervision, so far as is
reasonably practicable, to ensure the health and séety at work of all employees and pupils.

To ensure that the health, safety and welfare of al employees, pupils and members of the
public are under continuous review by management atall levels.

To ensure safe arrangements are made for the storag handling and transport of articles and
substances.

To ensure the school has and maintains up-to-date fre procedures and documents; and
ensure that all employees, pupils and others usingthe premises are familiar with them.

While it is a requirement on everyone working in th e College to comply with current

legislation and Regulations, this policy must be considered in connection with the resources

available for its implementation. Risks should be reduced on the ALARA (As Low As
Reasonably Achievable) principle using BATNEEC (BésAvailable Technique Not Entailing

Excessive Cost).

This policy is dependent upon the total co-operatio n of every person who works for
Pangbourne College, as well as pupils and contracts, and indeed all employees have a legal
duty to:-

. Take reasonable precautions in safeguarding the kalth and safety of themselves and
others.

. Observe all health and safety rules and procedurs as laid down by the school and use
all health and safety equipment provided.

. Alert management to any potential hazard that they have noticed and report all
accidents, incidents or near misses that have led,or may lead to, illness or damage.
This duty is fulfilled by making appropriate entries in the Accident Book,
supplemented if appropriate by a written report to Head of Department and Bursar.
Urgent reports must be made by telephone or persond contact in the first instance.
The Accident Book will be in loose-leaf format held by the Bursar and forms will be
issued for reports. The Bursar will review the Accident Book monthly. There will also
be a Near Miss Book, using the same methodology.

. Ensure that no person uses a prescribed dangerousnachine unless they have been
fully instructed as to the dangers and the precautons to be observed and either have
received sufficient training in work at the machine or are being supervised by
someone with a thorough working knowledge and experience of the machine. No
person under the age of 18 years should be allowetb dismantle or clean a prescribed
dangerous machine.
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Staff Consultation

The school will hold a staff Health and Safety meeing not less than once per term. The
Chairman will be the Bursar. Membership will includ e a Governor, the Fire Officer and others
to represent different departments of the College.

The policy will be monitored to ensure it is effect ive and will be reviewed and revised
annually and as necessary by the Committee.

A 25/01/2009
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SECTION B
ORGANISATION
Governors

The Chairman of Governors together with the Governors is ultimately responsible for
ensuring that this health and safety policy is implemented and reviewed.

Headmaster/Bursar

The Headmaster is responsible for communicating the school's policy and guidelines on
health and safety to employees and for its proper implementation.

The Headmaster and the Bursar are responsible fordvising any contractors, tenants, visitors
and employees under their control on the adequacy of facilities and equipment provided for
their safety whilst on the premises.

The Headmaster and the Bursar must ensure that achool employees under their control are
trained to the appropriate level of competence, having regard to the general risk assessments
carded out, and that all equipment used is safe andwhere necessary certified as such. The
Headmaster and the Bursar are also responsible fomonitoring the results of the health and
safety policy, reviewing its contents on an annual basis and making recommendations to the
Governors.

The Bursar is responsible for ensuring that contra¢ors have suitable health and safety
provision.

Bursar

The Bursar, acting as Safety Co-ordinator, is respusible for the implementation of training
programmes throughout the school and for keeping them under constant review. They are to
be updated to meet changes in legal requirements ad, where necessary, improvements made
to meet operational needs. This is to be reviewed anually by the safety Coordinator.

The Safety Coordinator also has responsibility for advising on and practical implementation
of the health and safety policy: As and when the Health and Safety Commission determine
new regulations, the Safety Co-ordinator will ensur e that the relevant instructions are passed
to staff at all levels.

The Safety Coordinator is also responsible for monitoring the results of the health and safety
policy and, where necessary in consultation with any appointed safety advisers, factory
inspectors or fire officers, reviewing its contents on a regular basis and making
recommendations to the Headmaster and the Governors The Safety Coordinator will review
the policies at least annually.

The Bursar is responsible for the practical implementation and monitoring of records
pertaining to all maintenance, dangerous occurrences, emergency procedures and health
hazards.

Departmental Heads
All departmental heads have responsibility for ensuing the appropriate arrangements are

made for implementing health and safety activity within their own areas of responsibility,
including safety audits, reporting hazards and defets, adoption of approved codes of practice,

A
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introducing appropriate risk assessment and prepanmg any necessary safe systems of work.
They must review their health and safety arrangemerts at least annually, and more frequently
if appropriate.

The Bursar will obtain a written Health and Safety report annually from all Departmental
heads.

All Staff

All employees, whether teaching or support staff, are responsible for the health and safety of
themselves and those under their control.

A 25/01/2009
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SECTION C
HEALTHH & SSAFHETYY RESFONS B LLIMES

Purpose of this Section

To explain the general responsibilities and specific duties of school governors, senior school
staff and employees with respect to health and saféy.

General Guidance
The Governing Body of Pangbourne College has ultimte responsibility for health and safety.

The Health and Safety at Work etc. Act 1974 (HSAWA)places a duty on all employers to
safeguard so far as is reasonably practicable, dugealth, safety and welfare of their employees
and of others who may be affected by work activitie s, such as pupils and visitors. They must
ensure that all premises, equipment and substancesare safe and without risk to health.

Employees and other people must comply with any school safety policy and work in a safe
manner.

Enforcement

The enforcement agency for health and safety in schools is the Health & Safety Commission.
There is an Education Service Advisory Committee wiich has members drawn from education
and training, teaching unions, business and governnent departments.

The information in this section closely follows the advice of that committee.

GOVERNORS
Are responsible for:

a Monitoring (including consideration of inspectio n reports)

b Prioritising actions where resources are required.

C. Ensuring actions are taken.

d. Including health and safety on governing body meeting agendas.
e Assessing the annual report on health and safetperformance.

f. 'Reviewing the safety policy

g Providing a Governor as a member of the H & S Comittee

The Governing Body is wholly responsible for the health, safety and welfare of the teachers,
support staff, pupils, visitors and for buildings and equipment.

The Headmaster and other staff have an obligation b co-operate with governing bodies so far
as necessary to ensure health and safety requiremes are met.

Governors must be aware of the following, and the Bursar must report to them at least
annually on these matters:

a. Administrative matters relating to accident investigation and recording, provision of
health and safety training and health and safety irspection.

b. The provision of specialist professional advice and information on health and safety
matters.

C. Structural repairs and maintenance activities ircluding buildings /grounds. {
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d. Specific problems such as the discovery of harmill substances, e.g. asbestos.
e. Equipment purchase and personal protective equipnent; gymnasium and activity
equipment; and machinery.

Governors must ensure there is an effective healthand safety policy, including.

A declaration of commitment

Acknowledgement of responsibilities towards employees, contractors, pupils and
visitors

The organisation for implementing the policy (Secti on B).

Suitable arrangements for implementing the policy (Section C).

Facilities for monitoring and measuring safety performance (Section C).

A revision procedure (Section C).

Governors should expect individual members of staff to implement the policy and meet its
objectives, for example department heads identifying hazards and making appropriate risk
assessments.

Overall, governors must be sure that the school maragement team have set performance
standards for health and safety and are achievinghem.

Governors must be kept up to date regarding the folowing issues, and the Bursar will report
to them at least annually

a. Audits and audit reports by outside agencies, sth as:
i HSC enforcement staff,
i The appointed advisers,

iii Specialist contractors, e.g. for pressure vessktesting.

b. Reports from safety representatives.
C. New legislation which may affect the school.
d. Self-inspection (self-audit) activity.

Governors do not have to carry out audits, etc. themselves but they should be in a position to
report activity to parents and other interested bod ies by written statements in an annual
report.

Governing Body’s Decision:

Governors are responsible for financial control and must therefore be involved in decisions

affecting the budget. This may include delegation d various types and levels of expenditure to
senior staff such as the Headmaster and the BursarThey must ensure that adequate staff,
funds and materials are provide to meet the requirements of the Health and Safety at Work

Act 1974 and subsequent Health and Safety legislath.

THE HEADMASTER

The main responsibilities of the Headmaster are asfollows, although in practice many of

these functions will be delegated to the Bursar: {
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a. Co-ordinating the day to day activities of the running of the whole school in
accordance with the health and safety policy,

b.  Liaison with Governors or advisers and enforcement agencies on policy issues and
any problems implementing the health and safety policy;

c Ensuring regular inspections are carried out;

d Submitting inspection reports to the Governors and others where applicable.

e. Ensuring action is taken;

f. Passing on information received on health and sdety matters to appropriate

p

g

Carrying out investigations;

THE BURSAR
The Bursar's responsibilities will include:

Establishing timetables and methodology for safeéy auditing;

Carrying out safety audits, including at least anual reports from managers;

. Ensuring that adequate Health and Safety trainig is carried out, including First Aid
ver;

(]

Advising on health and safety policy revisions;

Assisting in the implementation of the safety policy as necessary,

Investigation of serious incidents where appropriate;

Advising on inspection and monitoring procedures;

Giving advice on changes in legislation.

Making a report at least annually to the Governors;

Determining the boundaries of responsibility be tween the College and contractors,
notably Chartwells.

T T S@meagoTe

HOUSEMASTERS

Their main responsibilities are:

a. In addition to responsibilities commensurate with A cademic positions to undertake the
management of health and safety activities involvedin the running of the boarding house
in accordance with the health and safety policy

b. Ensuring the procedure for Divisional Boarding House Fire Precautions are adopted and
complied with in full.

c. Ensuring that good housekeeping is a major factor h running the house.

d. Carrying out regular inspections and making reports to the Headmaster and Bursar as
appropriate and at least annually

e. Hazard analysis and risk assessment;
f. Liaison with the Safety Co-ordinator on staff train ing and information;

g. Maintenance of standards.

h. Passing on health and safety information received b appropriate people.
9 y pprop peop A 25/01/2009
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i. Acting on reports from above or below in the hierar chy.

HEADS OF ACADEMIC DEARRVENTT 3D B SRAGRIEADSICFTHEPARANEMEL R,

This includes but is not restricted to Catering Manager and Domestic Bursar;, Health Centre
Manager, Drake Centre Manager, Shop Manager,; Builijs Manager, Estates Manager, Director
of Rowing, Director of Sport; OC CCF; RSM/SSI,

Their main functions are:

a.

o

s@~0oo

Day to day management of health and safety actiNies involved in the running of
the whole school in accordance with the health and safety policy;

Drawing up and reviewing departmental proceduresat least annually;

Carrying out regular inspections and making reports to the Headmaster and Bursar
as appropriate and at least annually

Hazard analysis and risk assessment;

Liaison with the Safety Co-ordinator on staff tr aining and information;
Maintenance of standards.

Passing on health and safety information receivel to appropriate people.

Acting on reports from above or below in the hie rarchy.

TEACHING STAFF, TEQHGIANS\ SURFIRIRS FFA

Their main functions are:

o

TS@moao0o

Day to day management of health and safety withn their departments, and the
carrying out of active safety in the school;

Checking classrooms/work areas etc. are safe;

Checking safety of equipment before and during use;

Ensuring safe procedures are used and maintained

Assisting in hazard analysis and risk assessment

Assessing the need for and ensuring that personigprotective equipment is used,;
Defect and hazard reporting;

Specialist tasks e.qg. first aid, swimming pool sfety etc.;

Participating in inspections and health and sakty consultation committee, if
appropriate;

Bringing problems to the attention of the releva nt head of department.
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Accidents and NearMisses

The College ACCIDENT BOOK is kept in the Bursary.flere is also a NEAR MISS BOOK which
will help us to monitor dangerous incidents on a no -blame basis. Please ensure you use these
books.

You must record any incident which led to a non-trivial injury in the Accident Book, and any
incident which might have done so in the Near-Miss Book. To help you decide whether to
record an incident in the Near-Miss Book, consider whether you thought, “I was lucky,” or
“Mustn’t do that again,” or, “That could have hurt. ”

The H&S Committee and Consultant review both records termly and will initiate action to
reduce risk if it is appropriate.

The Health and Safety Policy says:
This policy is dependent upon the total co-operatio n of every person who works for

Pangbourne College, as well as pupils and contractes, and indeed all employees have a legal
duty to:-

. Take reasonable precautions in safeguardig the health and safety of themselves and
others.
. Observe all health and safety rules and pocedures as laid down by the school and use

all health and safety equipment provided.

. Alert management to any potential hazard that they have noticed and report all
accidents, incidents or near misses that have ledor may lead, to illness or damage. This
duty is fulfilled by making appropriate entries in the Accident Book, supplemented if
appropriate by a written report to Head of Departme nt and Bursar. Urgent reports must
be made by telephone or personal contact in the fir st instance. The Accident Book will
be in loose-leaf format held by the Bursar and forms will be issued for reports. The
Bursar will review the Accident Book monthly. There will also be a Near Miss Book,
using the same methodology.
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HEALTH EDUCATION POLICY

The Code of Conduct Says
“We look after our health, both physical and emotion al”.

Pangbourne College believes that the physical and motional needs of each pupil are
paramount and should be actively promoted in their day-to-day care. The school provides
guidance, advice and support on health and personatare issues appropriate to the pupil’'s age
and understanding.

The Health Education Policy is a key, over-arching document and should be read in
conjunction with the following:

Alcohol, Smoking and Substance Abuse Policy
Sex Education Policy

Personal Relationships Policy

Health and Safety Policy

Medical Policy

Games Policy

PSE/Science/General Studies Schemes of Work
Information from Chartwells (daily menus etc)
Counselling Leaflet.

Our Health Education Policy has six important elements.

2

Healthy Eating.

Physical Exercise.

Education on Alcohol, Smoking and Substance misuse.
Relationships and Sex Education.

Personal Hygiene.

Emotional well-being.

Ok, WNPRE

Healthy Eating

Healthy Eating is an important aspect of the PSE ath Biology curriculum. The school aims
to provide opportunities for pupils to eat a health y, balanced diet at breakfast, lunch and
supper, as well as healthy snacks in between. Seittve and appropriate advice is given to
those individuals who are concerned about their wei ght levels.

Physical Exercise
In line with our Games Policy, all pupils are given the opportunity to enjoy and
participate in a full physical exercise programme.

Education on Alcohol, Smoking and Substance Misuse

Pangbourne College is committed to providing opportunities for pupils to acquire
knowledge and understanding of the dangers of drugmisuse. Individual pupils who have
concerns about the misuse of drugs are encourageda seek help.
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4 lationshi I ,

Biology and PSCE provide age appropriate advice anguidance on friendships, marriage
and family life, relationships and sexual responsibility, contraception, sexually

transmitted infections including HIV and protecting oneself from abuse. Individual pupils
are encouraged to seek support and advice when neeed. The school enjoys excellent
relationships with a network of specialist care.

5 Personal Hygiene

Personal Care is an important module in the Junior School. As Pangbourne College is
essentially a boarding school, pupils are encouragd in a sensitive manner to maintain
their personal hygiene.

6 Emotional Well-being

The emotional well-being and happiness of each individual pupil are integral to the
positive, caring ethos that exists within the school. Within the PSCE curriculum there are
key modules on self-awareness and looking after fedings and emotions. All pupils are
encouraged to share their anxieties and concerns (h fact, to do so is viewed as a sign of
strength see Where do | go for help). Pupils haveaccess to the School Counsellor, an
independent listener to whom they could speak. Clear PSCE guidelines exist on
confidentiality.

A 25/01/2009
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ICT POLICY

The main aim of ICT is to aid learning

ICT in Pangbourne College should:

5.

e Work
*  Enhance learning
*  Enhance teaching

* Increase autonomy and differentiate more effectively, enabling individual
students to develop their own styles and methods of learning

* Improve and ease administration and managemat

»  Enhance communication both within the Colleg e and with the wider community
» Aid effective assessment, monitoring and taiget-setting

*  Develop marketable ICT skills in students ard staff

The College will start with an audit of ills, resources, vision and practice within the
College in order to evaluate where we stand. The iritial emphasis will be on what we

do, rather than what we don't.

The College will actively compare our ICT povision with best practice in other
schools.

The College will look at and evaluate the following elements of current ICT
provision:

. The ICT ‘culture’ within the Colle ge
. Access, both within and beyond the physical boundaries of the College
. Changing curriculum needs and the demands placed upon learners,

teachers and resources
. Use of ICT outside the curriculum

Having done this the College will then make a plan for change and development. This

plan should be SMART. It will also be integrated with the College’s wider
Development Plan; it will thus be a rolling plan subject to regular review and
reevaluation

The College will then develop a financial plan for ICT development. This will aim to
resource ICT on a per capita budget at least compable with similar schools.
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The College will aim to develop a managenent plan, identifying the roles and
responsibilities of all concerned with ICT both in the curriculum and in the
administration of the College.

This plan will lead to specific proposals for:

. The use of ICT within subject teaching

. The development of the skills and experience of teachers and learners

. The use of continuous professional development (INSET) to support this

. The role of Senior Management, both collectively and individually in

steering ICT thinking, learning and practice

. How middle managers and classroom teaches are to play their part in
promoting best practice, developing resources and epertise and monitoring
the effective use of ICT

. How pupils are to contribute to the devel opment of ICT within the College —
the role of the learner

. The use of ICT to support the administration of the College
. The extension of learning via ICT beyond the physical boundaries of the
College
. The use of ICT in cohering the wider College community and in marketing.
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INTERNET ACCEPTABLE USE POLICY
FOR ALL STAFF

As a member of Staff, | accept the following conditions for access to the Internet
through the Pangbourne College network. Those astertstelmeay oy ire wanadwithilfe
explicit advance consent of the Head of ICT.

I must have read, understood this Interet Acceptable Use Policy.

I understand that it is my responsibility to supervise children’s access to the Internet
in classes | am teaching or supervising.

| am advised to use my official e-mail address for school work only (and not any other
free e-mail services such as hotmail).

Any work/activity | undertake on the Inter net must be directly related to my
professional duties.

| understand that private use of the Internet in school must be sensible and within
reason, taking care not to consume too much bandwidth.

I will under no circumstances give out addresses/telephone numbers/fax numbers of
any member of staff or student at Pangbourne Colleg*.

I will not publish names of students or staff or photographs of students or staff on the
Internet*.

I will under no circumstances, view, upload or download any material, which is likely
to be unsuitable for children or schools. This applies to any material or a violent,
dangerous, racist or inappropriate sexual content a which is likely to be offensive in
any way to any member of our school community. If I am in any doubt as to the
acceptability of any material | find then | will ch eck with the Head of ICT.

I will appreciate that other others might have a different view from my own and will
therefore conduct myself appropriately and professionally at all times whilst in the
cyber community.

I understand the failure to abide by the Interne t Acceptable Use Policy may result in
professional disciplinary action being taken againg me by the Headmaster and
Governors.
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INTERNET ACCEPTABLE USE POLICY

The Acceptable Use Policy is an agreement betweengu and the school to use the Internet
for educational purposes only. Its aim is to:

Allow users to access and use the Internet for eduational purposes.

Provide a mechanism by which employees and studentsare protected from sites,
information and individuals which would undermine t he principles and aims of
Pangbourne College.

Provide rules which are consistent and in agreementwith the Data Protection Act.
Provide rules which are consistent with acceptable procedures, commonly used on
the Internet, including those associated with ‘netiquette’.

INTERNET ACCEPTABLESESFCROLYCROFORLA ISTHDHEDHISTS
|/ agree to the following conditions:

1.
2.
3.

8.

I must have read, understood and signed this Interret Acceptable Use Policy.

I am only permitted to use the Internet when superv ised by a member of staff.

I am not permitted to use any free e-mail service [such as hotmail] except under a
temporary log in from Head of ICT.

I will under no circumstances, give out addresses/elephone numbers/fax numbers of
any member of staff or student at Pangbourne Colleg

I will not publish names of students or staff or ph otographs of students or staff on the
Internet.

| will under no circumstances, view, upload or down load any material, which is likely
to be unsuitable for children or schools. This applies to any material or a violent,
dangerous, racist or inappropriate sexual content o which is likely to be offensive in
any way to any member of our school community. If I am in any doubt as to the
acceptability of any material | find then | will ch eck with a member of staff, my tutor
or my ICT teacher.

I will not engage in on-line conversations unless given specific permission by a
supervising member of staff. If this is the case Ishall be polite and appreciate that
other users might have different views from my own.

I will not try to bypass restrictions imposed by ad ministrator on system.

I understand that failure to comply with these rule s will result in one or more of the
following:

1.
2.
3.
4.

A permanent ban on the use of the Internet faciliti es at school

2.A letter informing my parent(s)/guardian(s) of th e nature and breach of rules
3.Appropriate sanctions and restrictions to be decided by the Housemaster/mistress
4.Any other action as decided by the Headmaster

A
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In response Pangbourne College agree:

¢ Only to publish names or photographs of students on the Internet with written
permission from parent(s)/guardian(s). This will be recorded on a separate Parental
Permission Form.

e To make every effort to ensure that the students do not view unsuitable material.

< To ensure that a member of staff monitors eac Internet session.

/ sign as having read and accepted Pangbourne Colje Internet Acceptable Use Policy.

SIGNATURE: ...iiiiiiiiieieieane NAME: ...,
lagree for ... (namepteésyéo the Internet.
This student of ............coventel. House (name) and ......Tutor.group
OR
| DO NOT agree for ..o.vvieieieiiiiiiii e, (name).of....coieiiiiiie,
House (name) and ........cccveieiiiiiciiiciieie e, Tutdodrawp access to the Internet for the

following reasons:

Signature:

...................................... Housemaster/mistress

...................................... Tutor
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RULES FOR ON:INE SAFETY FOR CHILDREN

< | will not give out personal information such as my address, telephone number, parents’
work number or address, or the name and location of my school without my parents’
permission.

« | will tell my parents straight away if | com e across any information that make me feel
uncomfortable.

« | will never agree to meet with someone | ‘meet’ on-line without first checking with my
parents.

« | will not respond to any messages that are wpleasant or make me feel uncomfortable in
any way. It is not my fault if | get a message likethat. If | do | will tell my parents right
away so that they can contact the on-line service.

< | will talk with my parents so that we can set up rules for going on-line. We will decide
upon the time of day | can be on-line, the length o f time | can be on-line and the
appropriate areas for me to visit. | will not access other areas or break the rules without
their permission.

The above rules were created by the US organisatiorthe National Centre for Missing and

Exploited Children and are from a pamphlet entitted Child Safety on the Information
Highway (1994).
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IMPROVING ACCESS POLICY

The College is fully aware of the need for access dr physically disabled people and as such we
continue to review and improve our existing facilit ies as well as ensuring that all new
buildings include purpose-built facilities.

NEW FACILITIES
lllawarra — Girls’ Boarding House completed Sept 07

Disabled access

Lift

Disabled shower/lavatory on ground floor
Access via lift to all accommodation.

Dunbar — Mixed Junior Boarding House completed Aug05

Disabled access

Lift

Disabled lavatory on ground floor
Access via lift to all accommodation.

Falkland Islands Memorial Chapel

Disabled access to ground floor
Disabled lavatory

UPGRXDES-in the last three years:

Shop — access and disabled lavatory as part of refbishment

Health Centre — access to ground floor and disabledshower/lavatory, ground floor
bedrooms, surgery and treatment room.

Hesperus (boys’ boarding house) — Disabled lavatory

Macquarie (boys’ boarding house) — Disabled lavatoy

Mess Hall — Disabled lavatory at the end of the Mes Hall with side door access

As part of our ongoing review the following have fr ont door access available:

Design Technology (with external disabled lavatory within easy reach of many areas)
Geography Department

Library

Music

Chemistry

Art

Drake Hall

Modern Languages — access to ground floor only.

Accessibility to our older boarding houses has prowed difficult however temporary ramping
has been installed on occasions as required, i.e. e visit of HM The Queen in June 07. We

will continue to monitor this and where opportuniti  es arise improve accessibility. {
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PLANNED --3 year programme
Ramp and access to ground floor of study block.
Ramp and easier access to Macquarie and Hesperus
Ramp and easier access to front door of Bursary
Ramp and accessibility to rear patio of Devitt — thus creating entry to Yellow Room,
Harbinger Gunroom and HM study.
Toilet facilities within Drake.

NEW BUILD
For which accessibility and facilities will encompa ss latest legislation.

ICT Centre

Music Centre

Drama — major refurbishment
Boat House

RO/Bursar— February 2008
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LITERACY POLICY
Purpose and Context

‘Every Secondary School should specialise in literay and set targets for improvement in
English. Similarly every teacher should contribute towards promoting it..In shaping their
plans it is essential that secondary schools do notsee reading and writing as exclusively the
province of a few teachers in the English and learning support departments.” (Para 112,
National Literacy Strategy: Dfee)

Better readers make better learners. It is vital to encourage students to become independent
and confident readers in order for them to benefit from the rich curriculum on offer at
Pangbourne College. Similarly it is essential for pipils to become competent in their control
of writing in its many forms through the process of modelling, scaffolding and practice. The
development of these skills in all subject areas stould be supported and extended by talk, and
particularly discussion, a crucial factor in reaching understanding and comprehension of any
concept or idea. In short this means the sustaining of what we all see as good classroom
practice.

The Policy

The aims of the policy are to:
Raise standards of individual and collective achieement across the curriculum
Raise the academic self esteem of all students.
Maintain structures and practices which contribute to successful development of literacy
skills across the curriculum through sustained cross-curricular work both in the classroom
and in planning schemes of work.
Emphasize the responsibility of all staff in the di rect teaching of the skills required within
their subject and in support of the wider developme nt of literacy skills.
Target specific individuals and cohorts for additional specific help
Create a supportive whole school learning culture where the contribution made by

students, support staff, parents, housemaster/ housmistress, tutors and all teachers
towards high standards of literacy are valued.

T  Objecti
1. To identify students whose performance on entry is 13 years below their
chronological age by:
0] Pangbourne College entrance testing (CEScholarships)

(ii) Analysis of Key Stage 2 SAT tests
(iii) Other information from primary and prep schools
(iv) Testing on entry (MIDYIS)
(v) Literacy tests (spelling age, reading ge)
Carried out by the Learning Support Department (seeC12).
(vi) Educational Psychologists’ Reports

2. To provide information for all Faculties s@ttiey can respond to pupil needs by:
0] Use of appropriate resources
(ii) Differentiation of task/teaching strate gy
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Tutors to develop Individual Leaming Plans which may imdludie:
0] additional structured reading and /or spelling support
(ii) setting individual targets
(i)  one-to-one help with Special Needs Department
(iv)  Tutor/housemaster responsible for above and reading time in Tutorial
periods

To support pupils in the development of literaay skills by:
(i) provision of dictionaries, in all classr ooms
(ii) provision of pupil guide to spelling str ategies

To monitor student progress by:
0] recording assessment data and distributing it to all teachers via Facility.
(ii) Regular re-testing
(i) Discussion with students, staff, parents and guardians
(iv) Mapping targets met
(v) Rewarding success with commendations

To encourage effective and goodusecoffthecLiibiveayyby teachers and students.

0] Library skills programme in First to Third Form in English curriculum
time.

(ii) Whole classes working in tandem with librarian on projects and
research.

To promote a culture of reading, with particular care for developing boys’
enjoyment of reading, by:

0] promoting the Reading Award Scheme done in Englsh lessons for 1 to
3“ Form
0] provision of quality reading material with a br oad range of appeal both

in the library and in boxes in all curriculum class rooms

(ii) consistent use of whole school reading time: (tutorial/ skills/ one
central hour a week)

(i) high profile reading events including ro le-models: rugby players/
authors/ etc (National Book Week, National Poetry D ay)

(iv)  displays

(v) reading, writing, debating competitions

(vi)  Staff INSET: individual and whole school.

To promote a culture of working partnerships to deawvelop skill in writing by:
0] encouraging paired discussion in the classroom as a means of
developing understanding, and learning how to argue
(ii) planning for paired composition of writing usi ng ICT.

To make literacy visible by:
0] display of subject specific key words in classrooms
(ii) display of work reflecting high profile of literacy

T esrssunes witial ke et | i iesmrent by
(i) identifying reading and writing requirements of subjects
(ii) identifying literacy training needs of all sta ff
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(i) Providing INSET to:
(a) identify and encourage good classroom practicein support
of literacy development

(b) ensure all staff are able to use a range of stitegies including
DARTS and writing Frames.

(iv) use of common practice in marking of spelling, punctuation and
grammar

111. Tooinvoheeppeeates, ggaeditinssandd hbusearastdeitibosemistress in support of
literacy by:

0] sharing information on how to deal with readin g, particularly in boys
(ii) sharing information on spelling strategies
(iii) voluntary involvement in reading suppor t

12  To review this policy regularly.
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MEDICAL POLICY

The age of consent to medical and surgical treatmenis now sixteen (Family Law Reform Act
of 1969). As a matter of courtesy, with the consentof the pupil, parents will be involved in
any important decisions concerning the health of ov er sixteen year olds. Under special
circumstances pupils under sixteen may themselves ige consent to medical or surgical
treatment without parental consent (The Children Ac t 1989).

n.

Consent to Treatment

If a pupil requires special medical treatment every effort will be made to obtain the
prior consent of the parent of the pupil. Should th is be impossible in the time
available, the Headmaster, Housemaster/mistress orHousemistress, acting /in /oco
parentis, is authorised to give valid consent to such treatment (including anaesthetic
or operation) as may be recommended by the school Medical Officer.

In line with the Human Rights’ Act, we also acknow! edge a pupils’ ability to consent
to, or refuse, medical or dental treatment. This is based on so-called ‘competency’
and not age. The doctor, dentist or nurse proposing the treatment will judge whether
or not the pupil understands the nature of the trea tment, as well as the consequences
of refusal, and can thus be deemed ‘competent’. Paental consent is required for any
pupil not deemed ‘competent’.

Registration

In order that the best use may be made of the faciities and services provided under
the National Health Service, every boarder/part boarder should be registered on the
list of the school Medical Officer throughout their time at school. If you have any
concerns about this, please discuss it with Health Centre Nursing Staff at the
beginning of term. All newly registered pupils will be offered medical examinations
which will include routine screening of height, wei ght, blood pressure and urine.
During school holidays, medical treatment can be obtained either privately or under
the National Health Service Act as a 'temporary resdent. Would you please,
therefore, forward your son’s or daughter's National Health Medical Card to the
school.

It is probable that day pupils living within the lo cality will already be registered with a
General Practitioner. Although emergency treatment will always be provided by the
Medical Centre during school hours, it is expected for routine matters the usual GP
will be consulted.

Confidentiality

The issues of confidentiality within a boarding school are always difficult and
sensitive. They are governed by a mixture of the naural desire to respect the rights
and privacy of pupils, rules relating to medical confidentiality, and the laws of the
land. It is the wish of Pangbourne College to respect all of these whilst also ensuring
that staff have sufficient information about pupils to be able to assist them in
emergency and potentially hazardous situations.
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The college staff act/in loco parentis and can therefore reasonably expect to know
most of the details about a student which the parents would be entitled to know.

Within a medical context, however, students have a right to confidentiality and

neither the staff nor the parents have an automatic right of access to confidential
information.

The college doctor has an obligation of confidentiality towards all pupils, but also has
a duty towards the college when a student’s actionsmay jeopardise their own safety
or that of another college member.

In practical terms, the following framework is used :

1. The school doctor requests a medical questionnaire to be completed by
parents/guardians, conducts an initial medical examnination and holds full
confidential NHS notes on all boarders.

2. Permission is sought from parents/guardians to exhbit within the confines of the
Staff Common Room a list of pupils who have common but important illnesses
such as asthma, diabetes, epilepsy and allergies.

3. Parents/guardians are  strongly advised to pass on ot the
Housemaster/Housemistress any, more confidential mealical or personal
problems, which will then rnot be passed on to other staff members. This
information may well feature already in the pupil’'s medical notes but under rules
of confidentiality will not have been relayed to teaching staff. Under this heading
may come conditions which the pupil finds embarrassing but where help cannot
be offered unless staff are aware. Stigbh infdommatioon willl be ket iin Stridt
confidence by the Housemaster/mistress.

It goes without saying that when pupils are happy to allow the school doctor to
discuss problems with staff and/or parents, this is always the favoured and
preferred route. If any parent or pupil feels they have an unusual or particularly
difficult problem, they are strongly advised to dis cuss this with the school doctor
Or nurse as soon as possible.

Immunisation and Vaccination

As a precautionary measure, the school Medical Offcer advises that all new pupils
should be up to date regarding immunisations in line with current NHS policy.
Influenza vaccination is offered yearly for boarder s and day pupils who are registered
with the Pangbourne Medical Practice. By arrangemetwith the local School Health
Authority, each pupil is offered a Heaf Test for Tuberculosis, depending on the result
of the test, a BCG vaccination will be given.

Dental Examination

Parents and Guardians are reminded that all dentabxaminations and treatment should
be undertaken during the school holidays if possible. If treatment is necessary in
term time, pupils can be seen at the local dental surgery in Pangbourne, but only as a
private patient.

Health Centre

The Health Centre has two Senior Nurses who are suported by four qualified nurses
and a Health Care Assistant providing 24 hour coverduring the term; they run three
surgeries a day and emergencies can be seen at atiyne. The School Medical Officer
has two surgeries a week in The Health Centre and oe female doctor and one male
doctor, from the same medical practice, attend twice a week. If necessary, pupils can

’
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111.

be seen at the practice in Pangbourne. Out of hourscover for Medical Services is
provided by WESTCALL

The nearest NHS Hospital is the Royal Berks in Reddg and there are two private
hospitals in Reading which can be attended. Transpeot to these hospitals can be
arranged by the Health Centre and a charge will beput on the pupils' account.

BUPA Medical Fees Scheme

Parents are strongly encouraged to join this schemeas this enables us to arrange
treatment and appointments with minimum loss of tim e from a pupil's academic work
or school activities. This Scheme also provides forprivate physiotherapy. Details of
the BUPA Medical Fees Scheme can be obtained fromhe School Office. Under the
scheme parents remain responsible for settlement of any medical accounts, but when
treatment arranged through the school is of a minor nature and the school receives
the account direct, this will be settled by the sch ool and a claim initiated through the
Health Centre.

Otherwise accounts will be forwarded to parents for settlement, together with a claim
form. This applies in any case of treatment arranged by parents, e.g. during school
holidays.

Medical Questionnaires and Medical Consent Forms
Medical Questionnaires and Medical Consent Forms a sent to all new pupils. 7hey
must be returned before the beginning of term.

Asthma Clinics
All pupils registered with the Pangbourne Medical Ractice can attend the Asthma
Clinic held at the school with the nurse from Pangb ourne Practice.

Absence due to iliness

When a day pupil has to miss school through illness parents must telephone The
Health Centre 0118 976 7425 by 08:15 on the day imuestion and inform the Health
Centre Nursing Staff that the pupil will be absent, indicating the nature of their illness
and its likely duration. Messages from pupils themslves are not acceptable. On
return, the pupil must report to the Health Centre Nursing Staff in person. Pamemisaff
boarders who are ill at home should inform Tihe Health Centre of their absence.
Naturally, however, parents may wish to supplement their original message to The
Health Centre with a discussion about their son’s or daughter’s absence with their
Housemaster/mistress.

Medication

All medication should be handed over to the Nursing Staff with appropriate
administration details. Obviously the Nursing Staff will then sanction certain
medication, for example ventolin, to be kept by the pupil. After a period of illness
pupils should report to the Health Centre bringing with them any written requests for
medical attention or temporary release from games commitments, etc. There are
written protocols kept in the Health Centre for the administration of prescribed and
non-prescribed medication by trained nursing staff and untrained house staff.
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MINI BUS POLICY

The College fleet currently consists of three White Diesel buses, which are on contract hire,

and three Blue Petrol buses, which are owned by the College. The Domestic Bursar is
responsible for the general maintenance and servichg of the vehicles and he will inspect

them on a regular basis. The Bursar has overall gponsibility for all mini buses.

The buses are not be used for private purposes witbut the prior consent of the Bursar.
Failure to obtain permission results in the bus being uninsured.

1. BOOKING
Procedure
The current booking schedule is available for viewing under Staff Shared — Mini Bus Bookings.

Bookings should be made, as well in advance as pogse, through the Bursary Reception (or the
Bursar’s secretary), in writing, preferably by email.

You should provide the following:
o Driver's name
Date and timings
Purpose of trip
Destination
Number of passengers
Please advise any changes or cancellations as eaidg possible.
Please note that up to two buses are used for localday pupil transport at 0750 and after
studies/games at 1800 (excluding Saturdays) to feyrstudents to and from Pangbourne Station.

O O 0O o o

Hiring Extra Buses

This should be done through the Bursary Reception.

Staff should be prepared to be flexible over bookings; the diesel buses are more suitable for longer
runs and allocation of buses will be done on this basis as well as current mileage usages.

In the event of all buses being booked out, staff will attempt to rearrange a trip or if necessary the
Bursar will authorize a hire bus - UNDER NO CIRCUMSANCES is a hired vehicle to be procured
without his prior approval.

2. DRIVERS
Drivers have a duty of care for the safety and wel&re of all passengers and as such must ensure that:

ALL seat belts are securely fastened at all times.

Luggage and equipment is stored away safely.

Doors are closed and not locked during the journey.

All aisles and exits to be kept clear.

The bus is not overloaded. Maximum of 17 includingthe driver.

Be aware of the location of the Fire Extinguishers and First Aid Kit before setting off.
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Authority to Drive

All mini bus drivers must be 21 and over and have ither Category D1 or Groups A,E on their driving

| icense. - licence
The College will sponsor any member of staff without a D1 entitlement to take the necessary DoT
| mini bus driving test. Please see Bursar's Secratafor the necessary PC\Jicense application form. - [ licence

A copy of your current driving licence, with counte rpart, must be lodged with the Bursar. Bursar
should also be notified if any additional points ar e added to your licence.

New drivers must pass a familiarization inset.

The vehicles may not be driven abroad unless the diver has a PCV licence.

Collection & Return

Buses will be parked in the spaces provided at therear of the Mess Hall and should be returned
there after use.

Keys are available from a locked cupboard just ingle the rear door to the kitchen offices. The

common room key is the master key for the cupboard.

A Trip Record Card (TRC) MUST be completed in fulland signed for every trip and placed in the
key cupboard on return.

A TACHO must be used should a journey be expecteda be more than 30 miles in any one
direction. This again must be signed and returned b the key cupboard after each trip. (we are
currently awaiting tacho cards before implementing this).

Please confirm on the TRC that the bus was clean ad in good order both when taken and on

return. There is a comments box to be completed should there be anything to report. Please
contact the Bursar or Domestic Bursar in the eventof an accident.

It is the driver’ responsibility to INSPECT the bus before returning it to ensure that there is no

damage incurred during the trip — both internally a nd externally.

It is the driver's responsibility to ensure that pu pils are detailed to clear out rubbish after use ard
clear any mud, etc., off seats.

Rubbish can be put in the bins at rear of kitchens.

Iti ial tt he | ol i i Iv af

Hire buses will be parked outside the Bursary and leys should be collected from and returned to
Reception.

Driving

Drivers should not drive for more than 6 hours duri ng a normal working day, taking a rest for at
least 15 minutes every 2 hours. Preferably have twdrivers on longer journeys.

Drivers must not drive if any alcohol is taken duri ng the previous 8 hours.

Drivers must adhere to all speed limits.

P { Refuelling
Refueling -7
The Domestic Bursar will ensure the buses argefueled each week. - [ refuelled
If staff need to refuel during a long journey please reclaim cost in the normal way from the Bursary
on their return to College.
Security
The buses must to be locked at all times when unatended.
Pupils are NOT to enter buses until the driver arrives.
A 25/01/2009
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Defects/Damage/Breakdowns

All defects and damage should to be reported in writing to the Domestic Bursar on the TRC.

The vehicles are regularly inspected and serviced bt staff, particularly those embarking on a long
journey, should ensure that such items as lights, nirrors, etc., are intact/functioning;

Please note that the driver (in addition to the Col lege authorities) is legally responsible for the
state of the vehicle.

When away from College, daily checks of oil, water, etc., are the driver's responsibility.

In case of a breakdown which cannot be rectified lo cally, call the breakdown company as detailed
on the rear of the tax disc holder on the windscree n.

All vehicles carry first aid kits and fire extingui shers.

White bus dimensions are printed on a card under the driver’s visor, or in the door for the blue
buses.

Accidents
The safety of passengers and other members of the wblic is paramount.
Do not admit liability under any circumstances.

Stop and remain at the scene for a reasonable time.

Obtain names, addresses and registration and vehiel details of any third parties.
Obtain names, addresses and registration and vehiel details of any witnesses.
Notify the Bursar or Domestic Bursar immediately.

Complete an insurance claim form on return to the C ollege.

Report the accident to the Police within 24 hours ( not mandatory but advisable).

3. MANAGEMENT
Domestic Bursar

Will maintain detailed records of all the buses, check the TRCs and Tachos after each journey and
record mileages.

Will have an input into the allocation of buses based on mileage control, as some buses on
contract hire must not exceed their contracted mile age.

Will report any anomalies to the Bursar.

Will organize servicing, MOTs and termly safety checks by the appointed garage, logging the
records at the appropriate times.

Will maintain budgets for the cost of running and m aintaining the fleet.

Will arrange for the buses to be cleaned both externally and internally at least weekly, and ensure
each is equipped with a broom, dustpan, brush and wbbish sacks for the staff to use after each
journey.

Will regularly check first aid kits and fire exting uishers.

Bursar’'s Secretary

Is responsible for insurance, taxing vehicles and tolding vehicle documents.
Will ensure Texaco fuel cards are available for theweekly refuelling of buses.

NB: WHITE BUSES Diesel = BLUE BUSES Petrol

RO/Bursar/February 2008
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MISSING CHILD PROCEDURE

MISSING CHILD REPORTED T
DUTY STAFF

Absence noticed from meals, registration,
lessons, games, muster, prep, bedtime.

INITIAL SEARCH

Do not panic or cause alarm. Lookn likely
places in College. Check signing-out book.

HOUSEMASTER INFORMED

Call in HOM who will then tee charge.

PUPILS QUESTIONED

Where and when was the childdaseen? Doing
what? In what frame of mind? Planning what?

THOROUGH SEARCH

Delegate staff and senior pupilgso search
College premises thoroughly.

HEADMASTER OR SECON

MASTER INFORMED

Dinform and consult Headmaster or Second
Master before further action and seek advice.

PARENTS OR
INFORMED

GUARDIAN

SCare and forethought needed not to alarm
parents unduly, but they must be informed as
soon as you deem appropriate. Telling them
will require tact and sensitivity. Remember the
child may contact them directly.

POLICE INFORMED

Emphasise that it is a child whas missing. A
photo will be on child’s file in House file.

WRITTEN RECORD

A written record is made of the irtident,
including the action taken, and any reason

given by the pupil for being missing.

POLICE:

POLICE NATIONAL

NON EMERGENCY NUMBER:

HEADMASTER:

SECOND MASTER:

SENIOR HOUSEMASTER:

HEAD OF PASTORAL CARE:

999

0845 8505505

0118 9767420

0118 9844933

0118 9767457

0118 9845297

MOBILE: Q7373 G&277 711

MOBILE: 07890 802820

MOBILE: 07974 755502

MOBILE: 07766 578617
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PASTORAL POLICY

Our pastoral aim is, in short, to look after the we Ifare of the children in our care. The Code
of Conduct says “we are a community where the individual matters”. More specifically we
aim to provide:

a M 0w DR
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11.
12.
13.
14.
15.

16.
17.

18.
19.

A Child Protection Policy with training for all  staff and senior pupils.

Clear and detailed job description for all pastoral staff.

Leadership training and job descriptions for sixth form.

Staff INSET on pastoral care.

A forum where staff can discuss individual pupils of concern (Friday meetings and
regular House team meetings) as well as informal cosultation systems.

Pastoral notice boards.

Close adherence to the 52 Boarding Standards

A Health Centre with clear protocol and practice

A P.S.C.E. programme within the curriculum.

. Sources of relevant information for staff and pupil s (e.g. pupil handbook, bullying

policy document, personal relationships policy).

Effective record-keeping by Housemasters and Tutors

Good communication with parents and guardians.

Positive role-models from the Headmaster downwards.

A fair system of sanctions and rewards.

A wide range of recreational activities to contribu te to the personal development of
pupils.

Equal opportunities within the framework of individ ual ability and need.

Forums where pupils can discuss with staff areas ofconcern (Pastoral Welfare
Committee, Chiefs’ Meeting, Cadet Officers’ meetings, etc.)

Opportunities for one to one tutorials for pupils e very week.

Individual Welfare Plans for those pupils with special medical needs.

No list can be exhaustive, nor can the pastoral be separated from other things the school

does.

L - 64 27/06/2009 )

25/01/2009




PERSONAL RELATIONSHIPS

Pangbourne is a co-educational school which offers a structured environment where all
pupils can enjoy open and supportive friendships. To this end, we have a Personal
Relationship Policy for pupils.

This is discussed in:

Year 3 in PSCE as part of the Relationship Module.

Year 4 in PSCE as part of the Friends and Relatioh§ps module.
Year 5 by Tutors.

Lower and Upper Sixth by HOMs.

The Code of Conduct says:
“Pangbourne College is a community where the individual matters”

More specifically
“We respect the rights of other and their feelings”

In particular this means that “ nothing should be said or done to embarrass or hurt’

And
“ The best relationships are open and honest ones”.

The relationships you form during your time at Pangbourne College will be one of the most
important aspects of your life here and many of your friendships will last long beyond the
time you leave. However, in a co-educational boarding environment, where everyone’s
happiness and wellbeing are paramount, it is important to be aware of the following
guidelines.

While it is natural for relationships to develop be tween boys and girls, school is
essentially a place for a wide range of friendshipsrather than exclusive relationships.

Remember the code of conduct which says that nothing should be said or done to
embarrass others. It is inappropriate to engage inphysical displays of affection which
could embarrass others, whether adults or pupils. This applies to all parts of the school
and at all times.

The College also has traditional hierarchies of ageand seniority. Cutting across these
either deliberately or accidentally can cause tensions. Since the best close relationships
are ones based upon equality and mutual respect, wewould discourage them between
students who are two years apart. Older pupils musttake responsibility for this important
guideline.

It is important to abide by the visiting regulation s when you are in a different boarding
house, for example, no girl should go upstairs in a boy’'s house and vice versa. The
courtesy of escorting girls to St George should al® not be abused.

In any relationship, you must consider the feelings of the other person and avoid putting
pressure on them to do anything they do not want.
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It is obviously totally wrong to engage in sexual harassment or verbal bullying of a sexual
kind. This sort of behaviour is unacceptable and will be treated in the same way as other
forms of bullying.

Remember that Pangbourne College is a small communy where reputations, both
positive and negative, go before you.

You are reminded of the School rule which says:
“There /s to be no sexual contact in school. Anyone breaking this fundamental rule is
liable to expulsion”.

The same rules and guidelines apply on all school fips both during term-time and in the
holidays.

The PSCE programme provides age appropriate advi@nd guidance on friendships, marriage
and family life, relationships and sexual responsihlity, contraception, sexually transmitted
diseases including HIV and protection from abuse. Please see the PSCE Handbook for
schemes of work.
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PROTOCOL ON PLAGIARISM

Plagiarism invalives am examimatiom camndidzte tekimg someone else’s wandks, thougits ar
ideas and attempting to pass them off as his or herown; this includes failing to
acknowledge sources properly. It is a form of cheating which is taken very seriously.

The College pulicy is tw ediwzte pupils im the gmimnodpléss off Homest research and
scholarship. Our primary aim is to create a learning environment in which the student is
proud of the integrity of his or her own work while being enthusiastic to learn from the
work of otheess.

It is our duty as teachers and students to abide bythe statement on plagiarism by the
Joint Council for Qualifications, produced on behal f of the four awarding bodies,
AQA, Edexcel, OCR and WJEC. This should be read andiscussed carefully with
students at the commencement of GCSE and at AS Lele

It is also our duty to familiarize students at the commencement of an examination
course involving coursework with the meaning of the Declaration signed by all
students and teachers. This declaration, to be sigad by the candidate, states that the
work submitted for assessment is the candidate’s own.

As teachers, we need to establish clear guidance a® what constitutes acceptable use
of sources, and to teach the conventions of using footnotes and bibliographies. We
also need to give time for sufficient coursework to be undertaken in class under direct
supervision to allow us to authenticate each candidate’s whole work with confidence.

The College should also stress to parents and guard@ns of Fourth Form and Lower
Sixth students at the outset of the examination course the importance of candidates
producing work which is their own.
THE ROLE OF THE TUTOR
Early in the Fourth Form and again in the Lower Sixh, tutorial time should be given
over to a careful reading and discussion of the JOQ dimcumentt sandl thee FPangliounme
statement on Plagiarism.
THE ROLE OF THE DEPARTMENT

Each department should:

give clear guidance on the conduct of coursework at the commencement of the
course, including going through the final declaration statement.

give time for sufficient coursework to be undertake n in class under direct
supervision to allow us to authenticate each candidate’s whole work with
confidence.

Promote a clear format of referencing and bibliographies for tihe tiask.
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Monitor closely the programmes of students’ work, i ncluding drafts of it to
confirm it is their own.

Identify students most at risk and provide them wit h practical help and support.
Store coursework securely.

Do its utmost to uncover and eradicate any plagiarism BEFRORE the counrsewank
reaches final copy stage.

DEALING WITH A CASE OF PLAGIARISM

IF A CASE OF PLAGIARISM HAS BEEN IDENTIFIED IN ANIBHED PIECE OF
COURSEWORK, THE FOLLOWING PROCEDURE SHOULD BE OBGER:

1 The head of the relevant department should establid the exact nature and extent
of the plagiarism including its source.
2 Inform HOSS, tutor and HOM.
3 Convene a meeting with the student, tutor and HOSS.The agenda for this meeting
should include the following:
Written account by the student of the exact details of the plagiarism
Explanation to the student of the consequences and outcome (zero in that
component; requirement for the school to inform the awarding body; the
chance that the awarding body may take further action).
Invitation to the student to inform his/her parents in advance of the tutor

doing so.
4 Tutor or HOM to inform parents and guardians.
5 Communicate outcome and action to the relevant Awarding Body.

BIBLIOGRAPHY AND REFERENCING

Note: this is an example of good practice in one Department. There is no intention to
impose this referencing regime on other subjects.

There are many different standards for this. We recommend that you keep to the following
procedure. What this means is that you must make acasdful mue of every source you
use at the time you use it. Get all the details, not just a title or a website, but title,
author, publisher, date or URL (Uniform Resource Location (web address)) and date
visited.

In your text, refer to each source as you make useof it (this may mean repeated references in
some cases). For example,

In contrast to the suppositions made in former stud ies (Atran, 1990), there is no evidence that
the similarity of animals to humans had any significance in the study.

If you quote directly from another source, show tha t by using “inverted commas” for a few
words, or by using
an indented paragraph, perhaps in a smaller typefae: this is 10 point as opposed to 11
point in the rest of this page

and always give not just the source but also the pge number (Green, 1989, p.210)
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Books, CD-ROM, Video:

Atran, S (1990)Cognitive Foundations of Natural History. Cambridge, USA: University Press.
Journals, Newspapers and Magazines

Green S (1989) Biological Science graduates — emplment prospects and flexibility. Biologist,
36, 209-213.

[This gives the volume number and page referencesdr the article]

Smith, G (2004) Cancer cure found in beetroot. 7he Times,21/5/2004, p18

Websites

Green M (1999) Teacherless education?
www.abc.net.su/rn/science/ockham/stories/s72244.htm, accessed 14/2/2000

[always give the full URL, not just the home page. Lots of tedious copy-typing can be avoided
by copying the URL and then pasting it into your bi bliography.]

TV, Radio
Horizon (2001) Cloning ManBBC2, 25/10/2001

L - 69 27/06/2009 p

25/01/2009




PANGBOURNE COLLEGE SAFEGUARDING /[ CHILD

PROTECTION POLICY

Introduction

Pangbourne College recognises it has a duty to engse arrangements are in place for
safeguarding and promoting the welfare of all children within the school. We believe that
children have a fundamental right to feel safe and protected from any form of abuse (See
Appendix 1: Categories of Abuse DES Circular 10/95)

Our policy includes the whole school community; all staff, governors and parents working in
the school.

Establishing a Safe Environment

We recognise that because of the day to day contactwith children, school staff are well
placed to observe the outward signs of abuse. We ecognise that high self esteem, confidence
and good lines of communication help prevention.

The school will therefore:

Establish and maintain an environment where children feel secure, are encouraged to
talk, and are listened to.

Ensure children know that there are adults in the school whom they can approach if
they are worried. See Where to | go for Help? in the Pupil Handbook.

Ensure that the Anti-Bullying Policy is understood by pupils, staff and parents.

Include opportunities in the PSCHE curriculum for children to develop the skills they
need to recognise and stay safe from abuse.

Ensure the Physical Intervention Policy is understood by all staff.

Ensure Whistleblowing procedures are understood by pupils and staff (see Appendix
5).

Ensure that amy digficiencies or weskmesses im Childfhwtdtion amangements are
remedied without delay.

Child Protection Roles and Responsibilities

We will follow the procedures set out by West Berks hire’s Local SafeguardingQbiiddeanBoard
and take account of guidance issued by the Departmat for Education and Skills (February
2005). To this end:-

Pangbourne College practises safe recruitment in clkecking the suitability of all staff to

work with children. This includes teaching and non -teaching staff, full and part-time,

as well as temporary work experience placements and volunteers who have
substantial unsupervised access to childrenApproppate checks of suitability should
be carried out for any staff working for another em ployer on a different site and
having responsibility for supervising the school's pupils.

Mrs Caroline Bond, the Senior Mistress, is the designated person for @ild
Protection. Details of her areas of responsibility relating to Chiild Protection camn
be found in Appendix 6. She liaises closely with the Headmaste
who has ultimate responsibility for the safeguarding and protection of children. Im
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addition to basic Child Protection training, the de signated person undertakes
training in inter--agency wankimg ttett is providied by, the LSCHB, amdl effeshar
training at two yearly intervals to keep her knowle dge and skills up to date.

Mrs Judith Marriot is the nominated Governor responsible for Child Protection.

The Child Protection Policy is contained in thee Peemits’ emdibook wiidh is semit
to all current and prospective parents. It is also available on request from
Caroline Bond, the designated person for Child Protection.

The Headmaster, all members of staff and volunteershave access to Child Protection
training through Induction and regular Inset. Refresher courses will be offered
every three years. All parttime and voluntary staff who work with children in
the school will be made aware of the arrangements for this important training
and every effort will be made to include them.

Staff working in one to one situations (for example, one to one tuition,
interviews, sports coaching, communication with ind ividual pupils by electronic
means with children and young people) may be more wlnerable to allegations.
Teachers and others should recognise this possibily and plan and conduct
meetings accordingly. Prearranged meeting with pupils away from school
premises should not be permitted unless approval isobtained from their parent
and the Headmaster or other semior colezgue witth delegated authority. To
ensure the safety and security needs of both staff and pupils are met, the
following should adhered to :

o Avoid meetings with pupils in remote, secluded areas of the school

o Ensure there is visual access and/oaap@e doooin one to one Situations

o Inform other staff of the meeting beforehand, assessing the need to have
them present or close by

o Avoid use of ‘engaged’ or equivalent signs whereverpossible. Such signs
may create an opportunity for secrecy or the interpretatiom of secrecy..

o Always report any situation where a child becomes distressed or angry to
a senior colleague

o Consider the needs and circumstances of the child/cildren involved.

All staff and volunteers should understand their responsibilities:
0 in being alert to the signs of abuse (see Appendix2)

o the importance of following correct Child Protectio n procedures (see
Appendix 3, Ten Key Points to follow if you suspect, or are told, of abuse).
Abuse by one or more pupils against another pupil siould be referred to
the designated person for Child Protection. A distinction needs to be
drawn between behaviour best dealt by anti-bullying policies and more
serious behaviour which requires following the scho ol's Child Protection
procedures.

0 The Headmaster will follow correct procedures and notify Social Services
immediately if a referral is to be made (see Appendx 4, A Flow Chart for
Referral).

Social Services Child Protection Co-ordinator, Avon bank House, West
Street, Newbury, RG14 1B2. Telephone (Reception)1®35 503417.
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An allegation against a member of staff should be eferred immediately to the
Headmasterwho will follow correct procedures.

If an allegation is made against the Headmaster, aeferral should be made to the
designated person for Child Protection, Mrs Caroline Bond who will follow correct
procedures.

There is a separate policy outlining correct procedures for dealing with allegations
against staffaardi waluntesrss The College recognises its duty torsspotttto tthe [DTCSF
within one muorith aamy resson wihosse sewines are dscontineedoecause he or she
is considered unsuitable to work with children.

Where a member of the boarding staff is suspended,pending an investigation of
a child protection nature, arrangements for alternative accommodation away
from children must be found.

Children and young people often tell other young pe ople, rather than staff or other
adults about abuse. All sixth formers receive Chill Protection training as part of their
Leadership induction.

Careful written records of pastoral concerns about pupils are kept in line with whole
school practice.

The Headmaster keeps Child Protection records secwaly, separate from main pupil
files, in a central locked location.

Supporting a Child on the Child Protection Register

The College can be expected to be notified promptly by Social Services of the inclusion of a
child’s name on the Child Protection Register.

We recognise that a child who has been abused mayind it difficult to develop a sense of self
worth. The school may be the only stable, secure ad predictable element in the life of a
child at risk. The school will endeavour to support a pupil through:

The school ethos which promotes a positive, supportive and secure environment and
gives pupils a sense of being valued.

Liaison and working closely with other agencies that support the pupil such as Social
Services, Child and Adult Mental Health Service, Edcation Welfare Service and
Educational Psychology Service.

Noatification of Social Services if there is an unexplained absence of more than two
days of a pupil who is on the Child Protection Register.

Ensuring that, when a child on the Child Protection Register leaves, their information
is transferred to the new school immediately and th at the child’s social worker is
informed.
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Monitoring and Evaluation

The governing body, together with the Headmaster ard the designated person for
Child Protection, Caroline Bond, will undertake an annual review of the
College’s Child Protection policies and procedures and of the efficiency with

which the related duties have been discharged.

Date of Review: I June 2009

Legislation relating to this policy:

The Children Act 1989

The Care Standards Act 2000

The Education Act 2002

Safeguarding Children and Safer Reciitriiererini & e atiion, Jamuary 2007
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APPENDIX 1

Categories of Abuse

The following categories of abuse are recognised fo the purposes of the child
protection register [a register of children at risk of abuse which is maintained by a local
social services department or by the National Socidgy for the Prevention of Cruelty to
Children (NSPCC) on behalf of a local social servies department]:

neglect: persistent or severed neglect, or the failure to protect a child from exposure to any
kind of danger, including cold or starvation, or ex treme failure to carry out important aspects
of care, resulting in the significant impairment of the child's health or development,
including non-organic failure to thrive;

physical injury: actual or likely physical injury t o a child, or failure to prevent physical injury
[or suffering] to a child including deliberate pois oning, suffocation and Munchausen's
syndrome by proxy;

sexual abuse: actual or likely sexual exploitation of a child or adolescent. The child may be
dependent and/or developmentally immature;

emotional abuse: actual or likely severe adverse dect on the emotional and behavioural
development of a child caused by persistent or sevee emotional ill-treatment or rejection;

['Working Together Under The Children Act 1989', paragraph 6.40]

L-74 27/06/2009 p

25/01/2009




APPENDIX 2
Child Abuse - Signs and Symptoms
Although these signs do not necessarily indicate that a child has been abused, they may help

adults recognise that something is wrong. The posdbility of abuse should be investigated if a
child shows a number of these symptoms or any of them to a marked degree.

Sexual Abuse

Being overly affectionate or knowledgeable in a sexual way inappropriate to the child's age
Medical problems such as chronic itching, pain in the genitals, venereal diseases

Other extreme reactions, such as depression, self-nutilation, suicide attempts, running
away, overdoses, anorexia

Personality changes such as becoming insecure or riging

Regressing to younger behaviour patterns such as tiimb sucking or bringing out discarded
cuddly toys

Sudden loss of appetite or compulsive eating

Being isolated or withdrawn

Inability to concentrate

Lack of trust or fear of someone they know well, su ch as not wanting to be alone with a
babysitter or childminder

Starting to wet again, day or night/nightmares

Become worried about clothing being removed

Suddenly drawing sexually explicit pictures

Trying to be 'ultra-good' or perfect; overreacting to criticism

Physical Abuse

Unexplained recurrent injuries or burns

Improbable excuses or refusal to explain injuries
Wearing clothes to cover injuries, even in hot weat her
Refusal to undress for PE

Bald patches

Chronic running away

Fear of medical help or examination

Self-destructive tendencies

Aggression towards others

Fear of physical contact - shrinking back if touched
Admitting that they are punished, but the punishment is excessive [such as a child being
beaten every night 'to make him study’]

Fear of suspected abuser being contacted

Emotional Abuse

Physical, mental and emotional development lags

Sudden speech disorders

Continual self-depreciation ['I'm stupid, ugly, wor thless', etc]
Overreaction to mistakes

Extreme fear of any new situation

Inappropriate response to pain ['| deserve this']

Neurotic behaviour [rocking, hair twisting, self-mu tilation]

Extremes of passivity or aggression

25/01/2009
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Neglect

Constant hunger

Poor personal hygiene
Constant tiredness

Poor state of clothing
Emaciation

Untreated medical problems
No social relationships
Compulsive scavenging
Destructive tendencies

Note:

Children of all ages, able bodied, disabled, childen with or without learning
difficulties, boys and girls from all races, cultures and classesarabbssed.
A child may be subjected to a combination of differ ent kinds of abuse.

It is also possible that a child may show no outward signs and hide what is
happening from everyone.

There can be other explanations for children’s behaviour.

NSPCC Protecting Children.

A 25/01/2009

L-76 27/06/2009



APPENDIX 3
TEN KEY POINTS to follow if you suspect, or are totl, of abuse

Adults looking after children or young people in sc hools should be aware of the risks of
abuse and take steps to reduce those risks.

Adults [staff or volunteers] in charge of children or young people should know what to do if
they suspect that someone is being physically or seually abused, or if someone tells them
that this is happening. The following key points gi ve a guide on what to do and not to do:

1. Always stop and listen straight away to someone who wants to tell you about
incidents or suspicions of abuse

2. If you can, write brief notes of what they are tell ing you while they are speaking
[these may help later if you have to remember exacty what was said] - and keep your
original notes, however rough. It's what you wrote at the time that may be important
later - not a tidier and improved version you wrote up afterwards! If you don't have
the means to write at the time, make notes of what was said as soon as possible
afterwards.

3. Never make a promise that you will keep what is said confidential or secret. If you are
told about abuse you have a responsibility to report it so that action can be taken.
Give reassurance that only those who need to know will be told.

4, Do not ask leading questions that might give your own ideas of what might have
happened [e.g. 'did he do X to you?'] - just ask 'what do you want to tell me?' or 'is
there anything else you want to say?'

5. Immediately tell the person in charge of the school or group [unless they are
themselves accused or suspected of abusing] - don'tell other adults or young people
what you have been told. [If someone has made an acusation to you about the adult
in charge of the group, YOU should contact the local Social Services Department
yourself, and ask them what to do next].

6. Discuss with the person in charge whether any stepsneed to be taken to protect the
person who has told you about the abuse [this may reed to be discussed with the
person who told youl].

7. Never attempt to carry out an investigation of suspected or alleged abuse by
interviewing people etc - Social Services and polie staff are the people trained to do
this - you could cause more damage and spoil possile criminal proceedings.

8. As soon as possible [and certainly the same day] te person in charge should refer the
matter to the local Social Services Department [heped by your notes]. Follow their
guidance about what to do next. Their statutory responsibility is to initiate any
necessary investigations, and they can advise you.

9. Never think abuse is impossible in your school or group, or than an accusation against
someone you know well and trust is bound to be wron g.

10. Children and young people often tell other young pe ople, rather than staff or other
adults, about abuse - make sure that your senior yaing people know the points listed
here as well as the responsible adults [e.g. prefets, cadet NCOs, young people leading

activities for others]. Roger Morgan “Ten Key Points” {
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APPENDIX 3B

Remember if you suspect, or are told, of child abuse, it is important to hand on the
information immediately.

CAROLINE BOND: CHILD PROTECTION LIAISON
Home Telephone No. 0118 9845297
SECOND MASTER: Home Telephone No. 0118 9844933
Mobile No. 07890 802820
HEADMASTER: Home Telephone No. 0118 9767420
Mobile No. 07973 662771
Child Protection Unit 01635 503417

Avonbank House
Ground Floor
West Street
Newbury
Berkshire

RG14 1B2

Ofstead
E-mail: enquiries@ofsted.gov.uk Phone: 08456 404040

Write to: Ofsted
Royal Exchange Buildings
St Ann’s Square
Manchester
M2 7LA

A 25/01/2009
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APPENDIX 4
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APPENDIX 5

Children and Young People in West Berkshire.
Whistle blowing Guidelines for Schools

Adults working in a school are often the first to r ealise that someone’s behaviour is,
or is likely to cause harm to a child or a young person.

Research tells us that adults who target children br abuse will often seek out jobs and
positions that bring them into close contact with ¢ hildren.

This school is committed to safeguarding and promoting the welfare of every child,
and expects the highest possible standards of openess.

This school recognises that the decision to report a concern can be a difficult one to
make, not least because of the fear of reprisals fom those responsible.

This school will not tolerate harassment or victimi sation and will take all possible
measures to protect anyone who raises concerns in g@od faith.

All concerns will be treated in confidence and we w ill make every effort not to reveal
your identity if you so wish. At the appropriate t ime, however, you may need to
come forward as a witness.

If you voice a suspicion in good faith but it is no t confirmed by the investigation, no
action will be taken against you.

If the investigation concludes that you have maliciously fabricated the allegations,
disciplinary action may be taken against you.

The earlier a concern is reported the easier it isto take action.

As a first step concerns should normally be raisedwith the Headteacher or immediate
manager alternatively the Designated Person for Chid Protection.

If your concerns relate to the Headteacher, then you should raise your concerns with
the Chair of Governors via Mrs Caroline Bond.

You may wish to consider discussing your concerns wth a colleague first and you may
find it easier to raise the matter if there are two , or more, of you who have had the
same concerns.

If you feel that you cannot approach any of these, the lead officer in Education for
Safeguarding can be consulted (Tel. 01635 519785) the CYP Improvement Manager
for Safeguarding Children can offer advice and supprt (01635 503159).

Concerns are better raised in writing. If you feel this is not possible you can
telephone or meet the appropriate person.

Your report, written or verbal, should set out the background and history of the
concern, giving names, dates and places where possie, and the reason why you are

concerned about the situation. { 25/01/2009
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APPENDIX6

Broad Areas of Responsibility Proposed for the Desjjnated Senior Person for Child
Protection

Referrals

Refer cases of suspected abuse or allegations to threlevant investigating agencies.

Act as a source of support, advice and expertise vthin the College when deciding
whether to make a referral by liaising with relevan t agencies.

Liaise with the Headmaster to inform him of any issues and ensure there is always
cover for this role.

Training

To recognise how to identify signs of abuse and when it is appropriate to make a
referral.

Have a working knowledge of how LSCBs operate, theconduct of a Child Protection
case conference and be able to attend and contribue to these effectively when
required to do so.

Ensure each member of staff has access to and undstands the school's Child
Protection policy especially new or part time staff who may work with different
educational establishments.

Ensure all new staff have induction training covering Child Protection and are able to
recognise and report any concerns immediately they arise.

Be able to keep detailed secure written records ofreferrals and or concerns.

Obtain access to resources and attend any relevanbr refresher training courses at
least every two years.

Raising Awareness

Ensure that the College’s Child Protection policy is updated and reviewed annually
and work with the Headmaster and governing body regarding this.

Ensure parents see copies of the Child Protection plicy which alerts them to the fact
that referrals may be made and the role of the schaol in this to avoid conflict later.
Where children leave the establishment ensure their Child Protection file is copied
for the new establishment as soon as possible but tansferred separately from the
main pupil file.

Adapted from Appendix 3, Safeguarding and Safer Regitment in Education, 2007

A
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Spelling, Punctuation and Grammar Policy

We are committed to improving the spelling, punctua tion and grammar of our students by
sharing a common approach to the marking and corredion of work, acknowledging spelling
issues in a helpful and friendly way to engender the right atmosphere.

We look to make our marking of spelling, punctuatio n and grammar direct and
discriminating, recognising that it may well be bet ter to focus on specific words or groups of
words which a student misspells, than to correct every mistake. In this way, our students will
not be discouraged by a welter of mistakes.

As good teachers we specifically look to:

highlight how to spell awkward words correctly

introduce students carefully to specialist terms

focus on new words (and their families) by drawing them to the attention of students
as they arise in reading, writing and discussion

break words down for pupils into their syllables an d phonic patterns, saying them out
loud as we write them on the board.

reinforce simple and reliable rules for spelling wh en introducing new words or
correcting work.

use the proven method of Look — Cover — Write — Che ck.

encourage the use of dictionaries, spell checkers ad word displays

use spelling tests where they can help

explain any system or symbols we employ when we begn teaching

watch out for words which are easily confused eg pecific/specific, affect/effect

The following symbols are often used when correctin g work:

Sp spelling mistake

P punctuation mistake

G grammatical mistake

n something has been omitted

1 a new paragraph is needed here

expr incorrect or inappropriate words have been used

25/01/2009
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SPIRITUAL POLICY

The College Code of Conduct states clearly that Pagbourne College is a community where
the individual matters. Our aim is holistic. We seek to look after the whole child and this
includes the spiritual welfare of our pupils. The Education Reform Act (1988) states that
schools should promote the “spiritual, moral, cultu ral, mental and physical development of
pupils”. “The spiritual” is notoriously difficultt o define and there is an overlap in many of the
school’'s activities which disregards a compartmentd approach to a child's spiritual
development.

We aim to provide:
1. An environment with an emphasis on tolerance and mutual respect.

2. A predominantly Anglican Christian ethos, but ecumenical in outlook, where all
pupils and staff will feel comfortable.

3. A place for prayer.

4. A regular opportunity for the whole school communit y including parents and friends
to meet in worship.

5. Teaching within the RS syllabus on Christianity and other major world religions.
6. Regular opportunities for pupils to participate in formal and informal worship, the

sacrament of the Eucharist and preparation for baptsm and confirmation where
appropriate.

7. Regular opportunities for pupils in the houses to | ead prayers.

8. Positive role models from the Headmaster downwards.

9. Opportunities for pupils to discuss questions of spiritual concern in groups or one to
one.

10. Regular opportunities for informal Bible study (thr ough Xplore).
11. Opportunities for confidential seeking and guidance.

12. Regular opportunities for staff to contribute to wo rship.

13. A parents’ prayer group which meets twice termly.

14. An openness to seek out and provide (within the constraints of the Pangbourne week)
alternative arrangements for worship for individual members of other faiths.

15. The opportunity for pupils of other faiths to obser ve their religious festivals (for
example a packed breakfast during Ramadan).

25/01/2009
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SECURITY POLICY

Visitors are welcome in the College and many, suchas parents, or suppliers, or contractors,
or visitors to the Falkland Islands Memorial Chapel, or people walking on one of the two
rights of way that cross College grounds, have a ght to be here for legitimate purposes.

However, the Board of Governors has a duty of careto ensure the safety of everyone on the
College campus, and this policy sets out the guidace on the procedures for dealing with
trespassers and troublemakers.

We all share responsibility for site security.

This includes groundsmen (on the outer fringes) and students (in the core of the College) and
for this reason regular inset is required to keep levels of awareness and confidence suitably
high.

Routine Security

The main entrance drive to the College is protected by a timed security barrier, with CCTV.
The only other road entrance is protected by CCTV. Signs at College entrances make it clear
that the College campus is private and not open to casual visitors.

All boarding houses are protected by keypad locks on the main doors, which should be
activated at all times unless, whilst at busy times they are supervised. Access to boarding
houses ensures all students have aafe haverif needed.

St George and lllawarra the girls’ boarding houses,are additionally protected at night by a
motion-sensitive alarm system on the ground floors. All individual rooms in boarding houses
are protected with locks when not occupied.

A list of registration numbers of cars on site that are owned by staff, or by authorised pupils,
is kept in the Bursary.

ID
All staff must wear a College photographic ID card. Temporay staff, or those awaiting a
photo ID, should wear visitors badges.

All visitors, suppliers or contractors who require access to College buildings must sign into a
visitor's book and wear a visitors’ badge. These boks are located with:

Main Reception (Bursary)
Heads PA/Registrar
Domestic Bursar
Academic Secretary

PwdE

Prospective parents are not required to wear badgesas they are accompanied at all times.

Current parents are also not expected to wear badge, however access to boarding houses is
permitted when accompanied by their child or this m ust be done through a member of staff

Chapel and Public Footpath Visitors
Members of the public have a right to walk the two public footpaths. One is from the main
entrance through the main cross roads and out pastthe Piggeries (side of Dunbar). The other

A
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is from the Bowden entrance to the rear of the cric ket pavilion and out through the woods to
the rear of the Ropes Course on a clearly identified footpath. As long as strangers stay on
these routes there is no need to take any action.

The Falklands Chapel, as a National Memorial, is opn to the public. Visitors are directed by
signpost to park on the parade ground in front of t he Chapel (where they are on full view of
the Bursary and seven residential members of staff) Whilst they park there and are contained
within the ‘boundary’ of the chapel, which is clear ly identified by a map inside the Chapel,
no action is required.

Other Visitors

There are various other occasions when different visitors can be found on campus -Sports
Hall lettings, other school parents and supporters of matches, Choral Society, Concerts etc.
These visitors are an exception to the standard rués, however they should be challenged and
must be contained within the specified area for the specific occasion.

Unacceptable Behaviour

The most common problems facing the school are occaional incursions into the college by
outsiders, and occasional vandalism during and outi&le College hours. Outsiders are not
permitted to walk dogs on the College playing field s, or in the vicinity of College buildings.
Pupils who have been asked to leave the College ar@ot expected to return without explicit
permission from the Headmaster. This includes Fourders’ Day.

Contacts with the Police

Regular contacts are maintained with the police over security arrangements and crime
prevention. Any emergency contact with the police should preferably be done by the
Headmaster or Bursar, or with their authority. An exception to this would be if anyone felt
that the security of the community was at risk. In this instance the individual should call the
police directly, using 999. When calling the polic e the person acting must give clear and
sufficient information to allow the police to make a judgement about the scale of their
response. Notification of any contact with the pol ice by any member of staff should be given
to the Headmaster, and copied to the Bursar, who keeps a detailed log.

Dealing with strangers

If a member of staff sees any individual, or group of individuals who are not part of the
College community, and are not in the designated areas as above, then they should politely
ask them their business, and show them the way to Reception.

The same applies to pupils within the Sixth Form ard who feel confident in so doing so. The
expected question that a pupil will ask is “how may | help you?” Again if a visitor is in need
of further assistance then they should be directed to the Reception and the pupil should
inform a member of staff.

Any pupils below the Sixth Form who see individuals or groups on the campus should inform
a member of staff immediately. They should not approach strangers under any circumstances.

If they are not on College business then it should be explained that we are a boarding school
and as such the grounds are private and politely ds them to leave the campus. If an
individual, or group of individuals, refuses the request, the Headmaster/Bursar, or any other
member of staff, must be notified immediately and | eave any further action to them.

Students and Staff must never put their own safetyat risk.
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If an individual is abusive, or a nuisance in any way, the student or member of staff must not
take direct action, but must inform the Headmaster/ Bursar, or another member of staff if a
student, as soon as this is possible.

If anyone suspects an offensive weapon is on site hey must immediately inform a member of
staff who should notify the Headmaster/ Bursar/Senior member of staff who will always call

the Police. The person should be kept under as cloe surveillance as safety allows until the
Police arrive.

CONTACT TELEPHONE NUMBERS:

Bursar: Home — 0118 984 1349 Mobile — 07958 9137
Headmaster: Home — 0118 976 7420 Direct Line — 08084 2626
Second Master: Home — 0118984 4933 Mobile — 0798802820
Dep. Head Pastoral: Home — 0118 Mobile — 0797255502

Police - Emergency - 999 (From Mobile 112)
- Non Emergency - 08458 505505
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