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Code of Conduct 

 
 
General Principles 
The school motto is Non Sibi Sed Omnibus (“Not for oneself but for all”) and this Code of 
Conduct is written under the principle that everyone in the school community will act with 
courtesy and consideration to others at all times. We should always try to understand other 
people’s point of view and speak politely to each other. We must remember that the school’s 
reputation is affected by the way we conduct ourselves outside of school, as well as inside it. 
 
 

This summary of the School Rules is reproduced in planners.  
 

Daily Conduct 
 

 You must show courtesy, respect and kindness to all, at all times. 

 You must arrive to school, registration and lessons on time.  

 You must take pride in your appearance and ensure that your top button is fastened 
and shirt tucked in. 

 You must not run in the building, or anywhere other than on the playground / Astros. 

 Electrical equipment / mobile telephones may not be used in any part of the school 
grounds, except with the permission and supervision of a member of staff. 

 Valuables should not be brought into school. Students do so entirely at their own risk.  

 Eating and drinking is not permitted anywhere in school buildings other than the 
dining hall areas.  

 Litter must always be placed in the bins provided. 

 Classrooms are out of bounds if a member of staff is not present. You may not access 
the Lower School until 0815 or the first and second floor or the Main and Foundation 
Buildings until 0810. You must leave the premises immediately after any supervised 
activity at the end of the school day. 

 Where a one way system exists it should be followed at all times, with the exception 
of a fire drill or evacuation. 
 
 

School Rules 
 

 
1. Uniform and Appearance   

Years 7-11 
School uniform must be worn during the school day and when travelling to and from school.  
High standards of presentation are required at all times when wearing school uniform. 
This comprises: 
  School blazer (blazers may be taken off in lessons with the permission of the 

teacher). 

  House badge (Years 7 and 8), worn on the left lapel of the blazer 
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  White shirt (neither roll neck pullovers nor coloured/patterned T-shirts may 

be worn under the shirt) 

  School tie (Years 7 and 8), worn to cover the buttons of the shirt 

  House tie (Years 9, 10 and 11), worn to cover the buttons of the shirt 

  Formal dark grey trousers (not of a denim material; no slim fit) 

  Formal plain black leather or leather look shoes (not trainers or canvas) 

  Black/dark grey socks 

  A black woollen V-neck pullover may be worn under the blazer 

 
In hot weather, it may be determined by Directors that pupils can remove blazers as they 
move around school. Under these circumstances a pupil may not wear a jumper or anything 
else over their shirt and tie. 
 
The following apply to all students in the school: 

 A smart dark plain coat or jacket may be worn over the blazer to and from school, but 

not instead of a blazer.  Leather and denim coats and jackets are not acceptable.  No 

hoodies are allowed.  Coats and hats must be removed on entering the school and 

should not be worn around the school.  Staff will confiscate any coats and give them to 

the relevant HOY.   

 No jewellery, other than a wristwatch, may be worn.   

 No badges, other than house or prefect badges (or other badges awarded for 

participation in a school activity), may only be worn. 

 Visible tattoos or piercings are not permitted.  

 
Hair must be kept smart and tidy and discretely tied back if it reaches the collar of the blazer. 
Top knots, hair bands and/or shaved patterns in hair/eyebrows are not permitted. Hair may 
not be dyed and/or bleached.   
 
Facial Hair for students in Y7-11 must be clean shaven; no growing of facial hair is allowed.  
Beards or other hair styles may only be worn where this is required as a matter of sincere 
religious observance and where this can be substantiated in writing by the leader of a 
relevant religious community. 
 
2. Personal Property and Personal Safety 

 
A. Electrical Equipment & Mobile Phones 

 Electrical equipment, including, but not limited to mobile telephones, smart watches and 
ear buds may not be used in any part of the school grounds, except with the permission 
and supervision of a member of staff. 

 If a teacher sees a mobile phone or another piece of electrical equipment, it will be 
confiscated and passed to the relevant HOY.  On the first offence, the phone will be 
returned at the end of the same school day.  Should the phone be confiscated again, it is 
expected that the phone be collected by a parent. 

 Year 7 and 8 pupils must not bring into school mobile phones or watches with internet 
access or a camera.  Any pupils found with such devices will have them confiscated and 
their parents will have to collect them. 
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 The school does not accept responsibility for the loss of mobile phones or other 
valuables, other than those confiscated by a member of staff. 

 
B. Planners 

 All pupils are issued with a Planner.   

 Pupils must have their planners on them at all times; it must be kept up to date. 

 The planner is a useful means of communicating with parents.  Parents are asked to 

check and sign their son’s planner each week to ensure that pupils are completing 

homework. 

 Staff can use the Planner to convey brief, non-urgent information to parents regarding 

their son’s behaviour and progress. 

 

C. Bags, Books and Lockers  

 Every pupil will be allocated a locker.  This is for the pupil’s sole use.  Lockers should not 

be shared.  Only a HOY can authorise changes to these allocations 

 Pupils must not return to their lockers between P1 and P2 or between P3 and P4. 

 In order to facilitate this, all equipment (including PE bags) needed for P1 and P2 must 

be taken to morning registration and to P3 for P3 and P4.  The only exception is when 

pupils have Science or DT in P1 and P2 or P3 and P4 as well as PE.  In this case a return 

to locker is allowed. 

 Books and bags must be returned to lockers at break and lunch times; they cannot be 

taken into dining areas or left in the playground. 

 
D. Banned Items 

Under no circumstances may any of the following be brought into School: 

 Offensive weapons e.g. guns, knives, and dangerous sprays or chemicals 

 Racist, Extremist, homophobic or other offensive materials 

 Pornographic materials 

 Lighters, matches, fireworks and pocket lasers 

 Cigarettes (including electronic cigarettes), alcohol, illegal drugs or dangerous or 

other psychoactive substance, or substances purporting to be such, or the 

paraphernalia associated with the use of those substances 

 “Tippex”, “Superglue” or similar items  

 Chewing gum 

 Caffeinated energy drinks  

 Items intended for sale to other students 

 
E. Health and Safety 

Pupils are expected to behave appropriately and in a way that will not jeopardise the 
safety of others.  Any pupil who behaves in a way that presents a significant risk to the 
health and safety of other members of the school community will be liable to permanent 
exclusion.  This includes the following circumstances: 

 Actual or threatened violence against another member of the school community 
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 The possession, exchange or sale (including the offer to sell) of an illegal or 

dangerous or other psychoactive substance, or substances purporting to be such, 

or the paraphernalia associated with the use of those substances. 

 Misuse of life saving equipment; malicious use of evacuation routines 

 Persistent, malicious, disruptive behaviour or refusal to conform to the Code of 

Conduct or school rules. 

 
Pupils should look after their own safety and that of others; they must: 

 Comply with the school’s health and safety procedures and policies 

 Follow instructions in relation to the use of equipment and chemicals, etc. 

 Not misuse equipment or chemicals 

 Report any relevant accidents 

 Report any health and safety concerns they may have to the relevant member of 

staff  

 
3. Attendance & Punctuality  

More detail is provided in the school’s attendance policy.  

 Pupil progress is closely related to attendance and therefore we expect pupils to 

maintain a minimum of 95% attendance with an expectation of 98% or above. Formal 

interventions will be taken by the Head of Year where attendance falls below this 

level and 90% is typically the threshold for serious concern.  

 All absence requires authorisation in advance (ten days of notice) from the Director of 

Key Stage, including routine medical appointments. Absence which is not approved in 

advance will be treated as unauthorised under the school’s policy. Holidays in term 

time will not be approved. 

In the case of illness, parents must telephone the school on the first day and every 

day thereafter and follow directions on the answering service to record the absence.  

Parents are asked to record (i) their son’s name, (ii) his form and (iii) the reason for 

his absence.  This is an important part of our safeguarding procedure. If a pupil feels 

unwell during the school day, he must report to the school First Aider who will then 

contact parents if necessary.  Pupils should not telephone parents themselves, nor can 

students self-certificate illness. 

 

Punctuality  

 Pupils arriving after 0825 are considered to be late. Pupils arriving after 0825 need to 
register at Reception.  

 Pupils are expected to arrive punctually to lessons and failure to do so will result in a 
late mark.  

 Pupils who are late for three or more registrations (morning or afternoon) or lessons 
each week will be given a Lates Detention. Pupils who are persistently late will usually 
receive a Level 2 or Level 3 sanction at the discretion of the Director of Key Stage or a 
member of SLT. 

 At break time a warning bell will ring at 1055. Lesson 3 starts at 1100.  
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 At lunchtime the warning bell rings at 1400. Registration (or Period 5 on Friday) 
begins at 1405.  

 

4. Premises 

 The school does not accept responsibility for pupils until 0800 and only then when 

under the supervision of a member of staff. Pupils are permitted in the Library or the 

Main Dining Hall from 0745. Sixth Form students are permitted in the Sixth Form 

Study Centre. 

 During the school day (0825 to 1530) the sole point of entry to the school is through 

the reception area which is located in the school foyer.  No pupil may arrive at school 

or leave school by walking across the playing field, or by crossing the car park in front 

of the school. Boys who cycle to school must arrive in time to access the bicycle racks 

prior to attending registration. 

 Pupils must move sensibly around the school, never running within or around school 

buildings and always following one-way systems where these apply. 

 
A. Access to First & Second Floor of Main Building & Foundation Building 

 The 0810 bell gives access to first and second floor of Main Building and to the 

Foundation Building as a whole. 

 From 0815, pupils in Years 7 and 8 may access the Lower School. 

 No pupil is permitted to leave the school, its precincts, or playing fields during the 

mid-morning or lunch-time breaks, without the specific permission of a member of 

the Senior Leadership Team or Key Stage Director unless he is: 

1. a member of the Sixth Form who has signed out electronically at authorised times. 

2. a member of Year 11 whose parents have given their written permission for him to be 

off site at lunch-time only.  

 After 1800 each day, pupils are not permitted anywhere in the school other than the 

school’s entrance lobby area, unless they are involved in a supervised event.   

 After the end of the school day (1530 or 1505 on a Friday) we cannot accept 

responsibility for any child on the premises unless they are involved in supervised 

after school activity, in the library or in the Sixth Form Study Centre.  After this, pupils 

become the responsibility of their parents or carers. Pupils are permitted to wait to 

be collected in the external lobby, but we must be clear that there is no member of 

staff available to supervise or safeguard them.   

 
B. The following areas are out of bounds: 

 Classrooms, unless supervised by a member of staff. 

 All grass areas, unless permission is granted by a member of staff. 

 The front car park and kitchen yard. 

 The sports hall, gymnasium and changing rooms (including toilets), except when in 

use for classes under the instruction of a member of staff. 

 All roofs and fire escapes, except for the purpose of fire escape. 

 Powerleague pavilion. 
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 The Sixth Form Study Centre is out of bounds for all pupils except Sixth Formers.  

At lunch-time pupils may go to the first or second floor of the Main Building only to attend 
supervised activities. 
 

C. Astros & Playground  

 A rota is published and reviewed regularly; there should be no deviation from this 

timetable without the permission of the member of staff on duty.  Rules for use of the 

Astros are published alongside the rota. 

 Footballs are only allowed on the Astros, not in the playground.  Pupils must never 

leave the school site (e.g. to fetch balls). 

 At lunchtime, all pupils must leave the Astros as soon as asked and by 1355 at the 

latest. 

 

Failure to adhere to these rules for the use of the Astros will lead to individuals or forms 
being temporarily removed from the Astro rota. 
 

D. Wet Break 

When the weather is bad, a senior member of staff may announce wet break.  This means 
that pupils must remain inside the school or under the covered area.  Pupils who are eating 
must stay in one of the dining halls or in the John Jenkins Hall if this has been made available 
to them.   
 
5. Food and Drink 

The designated areas for eating any food are: 
 

 The Main Dining Hall, Bowden Room and McAlister Room 

 Outside the school buildings (except on the Astros) 

 

 Any food bought in the dining halls must be consumed in the canteens or taken 

outside. Food must never be eaten anywhere else in school buildings or on the 

Astros. 

 Pupils may not enter the dining halls until allowed to do so by the member of staff or 

prefects on duty. 

 Drinking of water or any other liquid is not permitted in school buildings or on the 

Astros. The only exceptions being the use of the water fountains and the drinking of 

water during lessons, with the permission of the teacher. Water should not be 

brought to Science, Computing or DT classes. 

 All litter must be placed in one of the bins provided. 

 
6. Transport 

 All bicycles brought to the school must be securely padlocked in the racks provided.  

Access is only by the paths provided.  All pupils should wear cycle helmets.  

 The school accepts no responsibility for damage or theft of bicycles or other vehicle 

whilst parked on the school site. 
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 Only the School Captain and his Deputies may park on site and then only with 

permission from the Director of Sixth Form.  They must proceed with great caution 

in the school precincts.  The maximum permitted speed is 5 mph.   

 
7. Use of Internet 
Pupils should be familiar with the Acceptable Use policy and never use the internet to publish 
or circulate material inside or outside of school that could be offensive or bullying to any 
member of the school community or could bring the school into disrepute.  

 

8. Breaches of the Code of Conduct 

High standards of self-discipline are expected in the pupils’ own interests and for the welfare 
of the school community. Anti-social behaviour is not accepted and disciplinary action is 
taken if necessary.  
All members of staff have a key role in the maintenance of good order within the school 
and in the care of the environment. 
 

 In the first instance, classroom teachers have a responsibility to deal with indiscipline in 

their lessons and have at their disposal a number of appropriate strategies.  

 If this fails to yield the desired outcome, subject tutors may wish to engage the help of 

the Head of Department.  

 Heads of Department may wish to engage Heads of Year about serious or repeated 

matters.  The Heads of Year will then see both the member of staff for more details and 

speak with the pupil.   

 The HOY should only receive issues sent by HODs for subject based issues or by all staff 

for serious issues outside the classrooms.  The HOY may choose to refer serious matters 

to the Director of Key Stage or Deputy Head. 

 In the case of a severe instance of indiscipline in a lesson (e.g. where the welfare of 

pupils or staff is compromised) a reliable member of the class should be sent to the 

school office where the secretary will then engage the assistance of a senior member of 

staff. 

 
A. Sanctions: Classroom Teacher 

Each individual member of staff has the authority to give impositions and personal 
detentions using their own discretion.  
 
Sanctions could include: Verbal or written reprimand, lunchtime detention or an after school 
detention).   When giving personal detentions, the following guidelines should be followed: 
 
  pupils should be left in no doubt that a detention has been given and what it has 

been given for.  A note should be written in the pupil’s planner and a record 

made on the Behaviour Incident Log.   

 after school detentions should last no longer than one hour and pupils must be 

supervised throughout. 
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 whole class detentions should not be given, but the teacher retains the right to 

ask a class to stay behind, or return at another time if a matter needs to be 

investigated.  

 In very rare cases, in order to avoid unnecessary escalation of an incident or to 

allow a pupil some time to ‘cool off’ staff may ask a pupil to wait outside the 

classroom for a short period of time. Pupils on the SEN list or with serious 

Medical conditions should never be asked to leave a lesson without 

supervision. 

 
B. Directors Detention 

 A detention is held each week on a Friday after school.  Pupils can be given a 

school detention set by the SLT, HOY or Director of Key Stage only for Level 2 

offences.   

 The HOY will notify parents of the relevant offence and the punishment. 

 Should a pupil be placed in two detentions within one term, they will be placed in 

a Saturday Detention supervised by SLT should they be detained for a third time. 

 
C. Saturday Detention 

This will be issued for serious breaches of discipline or where there is continuous bad 
behaviour.  Only the Head or a member of the SLT can impose this sanction.  They take place 
on a Saturday between 0900-1200.  Pupils will be expected in full school uniform and to 
come to school with enough work to keep them occupied for the full three hours; typically 
the sanction for not attending without good reason is a fixed term exclusion for defiance of 
the Head. 
 

D. Internal Exclusion 

A pupil may be excluded from all lessons for a fixed period and supervised by a senior 
member of staff.  Only a member of the SLT or Director of Key Stage can impose this 
sanction.   
 

E. Exclusion 

Only the Head (or in his absence, a Deputy Head) has the power to exclude pupils from 
school for a fixed term or permanently.  Statutory procedures will be followed. 
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LEVEL EXAMPLES OF BEHAVIOUR  

(illustrative, and not intended to be exhaustive) 

SANCTION  

One or more of: 

ACTION  

By one or more of: 

ONE 

Minor misdemeanour  

 Impolite conduct 

 Being late 

 Untidy uniform 

 Forgetting homework 

 Not having appropriate equipment 

 Distracting others/not working well 

 Breaking a rule set for corridor conduct.  

1 Verbal warning 

2 Written warning 

3 Teacher Detention 

 Teacher 

TWO 

Several minor 

misdemeanours   

 Cumulative offences at Level 1 

 

1 Teacher Detention  

2 Departmental Detention  

3     Directors Detention 

 Teacher 

 HOD 

 HOY 

THREE 

Pattern of poor 

behaviour or more 

serious misdemeanour.  

       

 

 Continuing offences at Level 2 despite intervention 

 Disobedience / rudeness  

 Serious disruption of a lesson 

 Vandalism 

 Any form of bullying 

 Aggressive, malicious and or abusive behaviour to another 
student or member of staff. 

 Bringing the school into disrepute 

 Truanting 

 Filming and/or recording at school or malicious image taking  

 Theft 

 Lesser infringements of the Drugs Policy 

 Malpractice in internal or external assessment 

1 Directors Detention  

2 Saturday Detention 

3 Internal exclusion  

4 External exclusion 

 

 Teacher or teacher 

referral 

 HOD/HOY/DKS 

 SLT 

 Head 

FOUR 

Gross misconduct 

 

 

 

 

 

 Cumulative offences at Level 3 

 Serious physical injury or threatened violence 

 Threatening the wellbeing of a student 

 Persistent/more serious bullying  

 Dangerous driving  

 Potentially criminal act 

 Infringements of the drugs policy  

 The possession in school of weapons e.g. knives, firearms or 
weapons. 

1 External exclusion  

2 Permanent exclusion  

 DKS referral 

 SLT 

 Head 
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LEVEL EXAMPLES OF BEHAVIOUR  

(illustrative, and not intended to be exhaustive) 

SANCTION  

One or more of: 

ACTION  

By one or more of: 

There are some offences so serious that they will be dealt with at the discretion of the Head at whatever level he deems appropriate. If there is any 

criminal or potentially criminal behaviour, the school reserves the right to contact the police authorities. NB Failing to attend a punishment 

will usually lead to a follow up punishment at a higher level.  
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Anti-Bullying Policy 

Bullying is completely antithetical to the guiding principle of the school’s Code of Conduct: 
that “everybody will act with courtesy and consideration to others at all times”. Bullying 
does not only affect its victims but makes the school community less safe for everyone, 
limiting opportunities to learn and thrive. We therefore aim, by means of this policy, to 
prevent bullying at Wilson’s School. 
 
We define bullying as any behaviour that is intended to hurt someone either physically or 
emotionally. It is a form of peer-on-peer abuse. 
 
Peer-on-peer abuse can take many forms, including: 
 Bullying: 

o Physical (hitting, hitting back, kicking, spitting)  

o Verbal (name calling, teasing, racist remarks, homophobic remarks, remarks based on 

physical appearance, making threats, making offensive phone calls)  

o Indirect (spreading rumours, excluding someone from social groups)  

o Taking money or possessions  

o Cyber (texting offensive remarks, offensive emails, offensive comments on social media) 

 Sexual harassment or sexual violence, which may occur both online and face to face. 

Students who are victims of peer-on-peer abuse over time may show changes in behaviour, 
such as becoming anxious and withdrawn, having unexplained minor illnesses, taking 
unusual absences, being frightened of walking to and from school and lacking confidence. 
There may be evidence of changes in work patterns, lacking concentration or truanting from 
school. Students must be encouraged to report abuse, either to a member of staff, to the 
school counsellor or to one of the support agencies promoted within the school (e.g. school 
nurse). Students may wish to have their identity protected if they are reporting abuse to a 
member of staff – this request should be respected whenever possible. 
 
All staff and students must be alert to signs of peer-on-peer abuse and act promptly and 
firmly against it in accordance with school policy.  
 
The following steps should be taken when dealing with an incident:  
 

 All suspected or reported incidents of bullying will be taken seriously and treated 

sensitively by the member of staff who has been approached. No assumptions should be 

made about the capacity of the victim to defend himself. 

 A clear account of the incident must be recorded and given to the Head of Year or 

Director of Key Stage. Support should be offered to the students involved to produce a 

written report.  

 The HoY or an appointed member of staff will interview all concerned and will record 

the incident and pass on details to the school’s Pastoral Secretary. 

 Parents of all parties will be notified and kept informed of developments as appropriate.  
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 Form tutors and subject staff will be kept informed of developments as appropriate. 

 If there are wider child protection implications (i.e. where there is ‘reasonable cause to 

suspect that a child is suffering, or is likely to suffer, significant harm’), the Designated 

Safeguarding Lead will become involved. 

Sanctions will be used as appropriate in consultation with all parties concerned and in 
accordance with the Code of Conduct. NB: School staff members have the power to 
discipline pupils for misbehaving outside the school premises. Sections 90 and 91 of the 
Education and Inspections Act 2006 say that a school’s disciplinary powers can be used to 
address pupils’ conduct when they are not on school premises and are not under the lawful 
control or charge of a member of school staff, but only if it would be reasonable for the 
school to regulate pupils’ behaviour in those circumstances. This may include bullying 
incidents occurring anywhere off the school premises, such as on school or public transport, 
outside the local shops, or in a town or village centre.. (Preventing and Tackling Bullying, UK 
Government 2017) 
 
Students who have been bullied will be supported in one or more of the following ways:  
 

 Offering an immediate opportunity to discuss the experience with a form tutor or 

member of staff of their choice  

 Reassuring the student  

 Offering on-going support with a designated member of staff  

 Restoring self-esteem and self-confidence  

 Referral to the school counsellor or school nurse 

 Offering continuous support and advice to parents as necessary 

Students who have bullied will be helped in one or more of the following ways: 
 

 Discussing what happened  

 Discovering why the student became involved  

 Establishing the wrong-doing and the need for change  

 Informing parents or guardians to help change the attitude of the student  

 Referral to school counsellor  

 Referral to Anger Management training if appropriate 

How bullying is prevented 
 
Within the curriculum, the school raises awareness of the nature of bullying through 
inclusion in PSHE lessons, PSHE days, form time, assemblies and subject lessons as 
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appropriate in an attempt to reduce and raise awareness of such behaviour. Students are 
told how to report bullying and how it is dealt with. 
 
Assemblies address different forms of bullying (including racism and homophobia) in a 
systematic way. In assemblies teachers openly discuss differences between people that 
could motivate bullying, such as religion, ethnicity, disability, gender or sexuality. Also 
children with different family situations, such as looked after children or those with caring 
responsibilities. Students are taught that using any prejudice based language is 
unacceptable. 
The pastoral team reviews records of bullying regularly and evaluates the effectiveness of 
the methods used to prevent and tackle it. 
 
The Role of the Bystander 
  
The whole school community, including students, teachers and other members of staff have 
a responsibility to report any incident of bullying if they witness it or know of its existence.  
 
Bystanders can passively accept bullying by watching and doing nothing. Often without 
realising it, these bystanders also contribute to the problem. Passive bystanders provide the 
audience a bully craves and the silent acceptance that allows bullies to continue their 
hurtful behaviour. 
Through assemblies and PSHE, we promote the idea of the ‘helpful bystander’, who can:  
 

 Directly intervene, by discouraging the bully, defending the victim, or redirecting the 

situation away from bullying. 

 Get help, by rallying support from peers to stand up against bullying or by reporting 

the bullying to adults.   

Monitoring, Evaluation and Review  
The whole school community, including students, teachers and parents, will review this 
policy and assess its implementation and effectiveness. The policy will be promoted and 
implemented throughout the school. 
 
Drugs Policy 

This drug policy applies to the whole school, including the Sixth Form. 
 
1. Introduction  

 
All drugs have the potential to harm; but some drugs are more harmful than others. For a 
small number of people, drugs have serious and far reaching consequences not only for 
themselves, but their families, their communities and society in general. For young people in 
particular, drugs can impact on their education, their relationships with family and friends 
and prevent them from reaching their full potential.  

All young people need to be able to make safe, healthy and responsible decisions about 
drugs, both legal and illegal. Schools play a central role in helping them make such decisions 
by providing education about the risk and effects of drugs; by developing their confidence 
and skills to manage situations involving drugs; by creating a safe and supportive learning 
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environment; and ensuring that those for whom drugs are a concern receive appropriate 
support. 

However, schools cannot act alone. They are part of a broader prevention picture which 
includes parents/carers and a range of partner agencies. By working together, we can help 
young people navigate their way through what is a complex social issue.  

All schools are expected to have a policy which sets out the school’s role in relation to drug 
matters. 

1.1 Location and dissemination  

A copy of the policy can be found in the policies section on the T: drive the school office and 
on the school website.  

The website version of this policy contains links to useful sites for pupils, parents and staff. 
 
1.2 The context of the policy and its relationship to other policies  
 
This policy should be considered in conjunction with other written policies on behaviour, 
health and safety, medicines, healthy schools, school visits and child protection. 
 
1.3 Local and national guidance 
 
This policy has been written, taking into account national and local guidance, in particular, 
guidance from the DfE and ACPO (Association of Chief Police Officers) Drug advice for 
schools (2012). 
 
1.4 The purpose of the school drug policy is to: 
 

 clarify the legal requirements and responsibilities of the school  
 reinforce and safeguard the health and safety of students and others who 

use the school  
 clarify the school’s approach to drugs for all staff, students, governors, 

parents/carers, external agencies and the wider community 
 give guidance on developing, implementing and monitoring the drug 

education programme 
 enable staff to manage drugs on school premises, and any incidents that 

occur, with confidence and consistency, and in the best interests of those 
involved 

 ensure that the response to incidents involving drugs complements the 
overall approach to drug education and the values and ethos of the 
school 

 provide a basis for evaluating the effectiveness of the school drug 
education programme and the management of incidents involving illegal 
and other unauthorised drugs 

 reinforce the role of the school in contributing to local and national 
strategies. 

  
1.5 Alcohol  
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Use and consumption of alcohol at school can only be authorised by the Head. 
In keeping with our duty of care, employees are not permitted to consume alcohol during 
the school day.  
 
1.6 Tobacco  
 
All buildings at Wilson’s School are designated Non-Smoking. Vaping (the inhalation and 
exhalation of the vapour produced by an electronic cigarette or similar devices) is also not 
allowed. 
 
1.7 Where and to whom the policy applies 
 
This policy applies to all staff, students, parents/carers, governors and partner 
agencies working in Wilson’s School.  It includes journeys to and from school, work 
experience, day and residential trips and courses.  Students must not bring 
controlled (illegal or unauthorised) drugs, cigarettes (including e-cigarettes) or 
alcohol (or items purporting to be any of these) or the paraphernalia associated with 
the use of these substances onto the school site at any time.  Alcohol may only be 
consumed on the school site, at events with the Head's permission. 
 
All sanctions in this policy also relate to the use or supply of drugs or substances 
purporting to be drugs involving Wilson’s pupils outside of school. The school 
reserves the right to contact the police regarding drugs issues at any time. 
 
1.8 Definitions 
 

1. The definition of a drug given by the United Nations Office on Drugs and Crime is: A 
substance people take to change the way they feel, think or behave. 

 
2. The term ‘drugs’ and ‘drug education’, unless otherwise stated, is used 

throughout this document to refer to all drugs: 
 all illegal drugs (those controlled by the Misuse of Drugs Act 1971)    
 all legal drugs, including alcohol, tobacco, psychoactive (including substances 

sometimes referred to as New Psychoactive Substances which are designed to 
mimic illicit drugs previously known as ‘legal highs’) or volatile substances 
(those giving off a gas or vapour which can be inhaled), ketamine, khat and 
alkyl nitrites (known as poppers)  

 all over-the-counter and prescription medicines 
 any substance purporting to be any of the above. 

 
1.9 The role of governors 
 
The school governors will review this policy in line with the review policy 
timetable.  They will also be involved in disciplinary proceedings as appropriate. 
 
2. The school’s stance towards drugs, health and the needs of students 
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Wilson’s School has a zero tolerance policy towards the possession, use or supply of illegal 
and other unauthorised drugs or substances purporting to be such or the paraphernalia 
associated with the use of such substances within the school boundaries and elsewhere as 
defined above in 1.10 “Where and to whom the policy applies.”  
 
Invitations, issued during the school day, or during school activities, to locations or events 
outside of school with the intention of supplying illegal or unauthorised drugs or substances 
purporting to be such will not be tolerated. 
 
2.1 Responses for managing drug related incidents 
 

Incident First Occasion Second Occasion Third occasion  

Possession of 
Class C Drug 
substances 
purporting to 
be such (or 
NPS (New 
Psychoactive 
Substances) 

Fixed term exclusion.  

Substance confiscated. 

Parents and student understand 
legal position from Head.   

Consequences of 2nd offence made 
clear. 

Incident logged.  

Offer to refer pupil to appropriate 
counselling or other agency. 

Drug education assessment by HoY. 
(To ensure curriculum/pastoral 
programmes address issues raised).  

Permanent Exclusion.  

Possession of 
Alcohol or 
substances 
purporting to 
be such 

Fixed term exclusion. 

Substance confiscated.  

Consequences of further offences 
made clear.  

Incident logged.   

10 day fixed term 
exclusion.  

Substance confiscated.  

 Drug education 
assessment by HoY (To 
ensure 
curriculum/pastoral 
programmes address 
issues raised).  

Possible 
behaviour/health 
intervention. 

Offer to refer pupil to 
appropriate counselling 
or other agency. 

Contractual agreement 
with parents.  Governors 
Disciplinary. 

Permanent exclusion. 
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Possession  of 
cigarettes (or 
e-cigarettes) 

School Detention 

Items confiscated.  

Parents notified.  

Student required by HoY to 
complete a reading comprehension 
on hazards and costs of smoking. 
During detention. 

2 day “internal 
exclusion” 

Items confiscated.  

Parents notified asked to 
seek medical attention 
or offer parental 
rewards for giving up 
smoking: negotiated by 
HoY 

Fixed term exclusion for 
repeated defiance of school 
rules. 

Items confiscated.  

(Further incidences to be 
considered by Headteacher 
in light of repeated defiance 
of school rules.) 

Possession  of 
suspected 
Class A or B 
Drugs or 
substances 
purporting to 
be such or 
possession of 
paraphernalia 
associated 
with the use of 
illegal or 
unauthorised 
drugs 

Fixed term exclusion whilst 
substance verified / pastoral 
intervention negotiated. 

Substance verified: fixed term or 
permanent exclusion. 

Substance confiscated.  

Police contacted.  

Drug education assessment by HoY 
(To ensure curriculum/pastoral 
programmes address issues raised).  

Risk assessment to determine 
immediate health/ child protection 
issues relating to student. 

Permanent exclusion.  

Social Supply 
of  Drugs or 
substances 
purporting to 
be such 

Fixed term exclusion whilst pastoral 
/other agency intervention 
negotiated.  

Possible permanent exclusion after 
assessment and investigation.  

Substance confiscated.  

Police contacted if deemed 
appropriate by the Head. 

 Risk assessment for student(s) and 
others in school.  

Investigation into any network of 
illegal drug use conducted by HoY 
and SLT. 

Review process: reassessment of risk 
after intervention. 

Permanent exclusion.  

Supply for 
profit of legal 
or illegal drugs 

Permanent exclusion Substance 
confiscated.   

Parents and Police contacted. 
  

 
2.2 Responding to a drug related medical emergency. 
 
The first concern in dealing with a medical emergency involving drugs is the 
health and safety of the school community and meeting the needs of the 
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students.  Appropriate help/first aid should be summoned before further 
issues are addressed.  
 
2.3 Staff with key responsibility for drugs:   
 
Tutorial Programme (PSHE) co-ordinated by the PSHE Coordinator.  
Management of drug related issues in school: Deputy Head 
If any member of staff has concerns about any drug related incident then they should 
immediately inform a member of the Senior Leadership Team 
 
 
3. Searches 
 
Where necessary the school will seek consent and ensure that a second adult witness is 
present. If consent is refused they will consider whether to call the police. Searches will be 
conducted in such a way as to minimise potential embarrassment or distress. 
 
3.1 Personal Searches 
 
Personal searches will be carried out with the Department for Education’s Searching, screening 

and confiscation: advice for schools (2014).    
 
3.2 Searches of school property  
 
Staff may search school property, for example, students’ lockers if they believe drugs to be 
stored there. Prior consent does not need to be sought. If it is, individuals will be made aware 
that if consent is refused the school may proceed with a search.  
 
4. On finding drugs 
 
The law permits school staff to take temporary possession of a substance suspected of being an 
illegal drug for the purposes of preventing an offence from being committed or continued in 
relation to that drug providing that all reasonable steps are taken to destroy the drug or deliver 
it to a person lawfully entitled to take custody of it.  
Staff should not attempt to analyse or taste unknown substances 
 
4.1 In taking temporary possession and disposing of suspected illegal drugs staff will: 
 

 Ensure that a second adult witness is present throughout.  

 Seal the sample in a plastic bag and include details of the date and time of the 
 seizure/find and witness present. (A supply of bags to be held in the school office and 
medical room). 

 Store it in the school safe.  

 Without delay a member of the Senior Leadership Team will notify the police, who will 
be asked to collect it and then store or dispose of it. Liaison will take place to ensure the 
safe disposal of any substances.  

 The law does not require a school to divulge to the police the name of the student from 
whom the drugs were taken, but in the case of an illegal drug the school will normally do 
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so. Where a student is identified, the police will be required to follow set internal 
procedures      

 If formal action is to be taken against a student, the police will make arrangements for 
them to attend a local police station accompanied by an appropriate adult for interview.  

 Only in exceptional circumstances should arrest or interviews by police take place at 
school. An appropriate adult should always be present during interviews, preferably a 
parent/carer or duty social worker. 

 Staff should record full details of the incident, including notes of any discussions with 
the students.  These should include date, time place and people present.  The police 
incident reference number should also be included. 

 
4.2 Legal Drugs  
 
The police will not always necessarily be involved in incidents involving legal drugs, but the 
school will inform trading standards or police about the inappropriate sale or supply of tobacco, 
alcohol, volatile or psychoactive substances to students in the local area. 

4.3 Alcohol and tobacco  
 

Parents/carers will be informed that the alcohol/tobacco has been disposed of.  In cases where 
a disciplinary proceeding is necessary, items will be disposed of, once this has taken place. 
 
4.4 Volatile substances 
 
Given the level of danger posed by volatile substances, the school will arrange for their safe 
disposal.  
 
4.5 Medicines  
 
Parents/carers will be informed and will be asked to collect and dispose of unused or date-
expired medicines.  Further details are outlined in the medicines policy.  
 
4.6 Disposal of drug paraphernalia 
 
Needles or syringes found on school premises will be placed in a sturdy, secure container, using 
gloves. A tin is kept in the office for this purpose, out of reach of students. Used needles and 
syringes will be disposed of appropriately and not put in domestic waste.  
 
4.7 Police contact:   
 
First point of contact: School Police Liaison Officer. Contact details are available from the school 
office.  If they are unavailable, a message should be left to contact the school and in the case of 
controlled drugs, Sutton Police Station should then be telephoned. 
 
4.8 Referral and external support  
 
HoYs and Senior Leadership Team are responsible for referral to agencies.   
A list of local support services and national helplines/websites is available for students and 
parents on the school website. 
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Students are made aware of the various internal and external support structures via the 
Tutorial Programme. Local support services and national helplines/websites are advertised on 
the school website and in the student planner.  Information is available from HoY for individual 
students or parents as and when required. 
 
4.9 Confidentiality  
 
Teachers cannot and should not promise total confidentiality. The boundaries of confidentiality 
should be made clear to students.  
If a student discloses information which is sensitive, not generally known, and which the 
student asks not to be passed on, it should be discussed with the HoY or a member of Senior 
Leadership Team.   
The request will be honoured unless this is unavoidable in order for teachers to fulfil their 
professional responsibilities in relation to: 
 child protection  
 co-operating with a police investigation  
 referral to external services.  
Every effort will be made to secure the student’s agreement to the way in which the school 
intends to use any sensitive information.  
It may be necessary to invoke local child protection procedures if a student’s safety is under 
threat. It will be only in exceptional circumstances that sensitive information is passed on 
against a student’s wishes, and even then the school will inform the student first and 
endeavour to explain why this needs to happen. These exceptions are defined by a moral or 
professional duty to act: 
 where there is a child protection issue  
 where a life is in danger.  
 
4.10 Involvement of parents/carers/visitors 
 
In any incident involving illegal and other unauthorised drugs the school will normally involve 
the child’s parents/carers and explain how they intend to respond to the incident and to the 
student’s needs.  
 
Where the school suspects that doing this might put the child’s safety at risk or if there is any 
other cause for concern for the child’s safety at home, then the school will exercise caution 
when considering involving parents/carers. In any situation where a student may need 
protection from the possibility of abuse, the school’s child protection co-ordinator should be 
consulted and local child protection procedures followed.  
Parents/carers are encouraged to approach the school if they are concerned about any issue 
related to drugs and their child and the school will refer parents/carers to other sources of help, 
for example, specialist drug agencies or family support groups, as required. 
 
If parents/carers are suspected of being under the influence of drugs or alcohol on school 
premises, staff should attempt to maintain a calm atmosphere and call for a second adult, if 
necessary. On occasion, a teacher may have concerns about discharging a student into the care 
of a parent/carer. In such instances, the school will discuss with the parent/carer if alternative 
arrangements could be made, for example asking another parent/carer to accompany the child 
home. 
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5. The school recognises that there are instances where other non- 
controlled drugs and other substances may legitimately be in school.  

5.1 Medicines  

Some students may require medicines that have been prescribed for their medical 
condition during the school day.  Staffing, administration, storage and record 
keeping procedures are set out elsewhere. 

Also set out elsewhere are the circumstances in which a student may take non-
prescribed/over-the-counter medicines, such as those providing relief from hayfever.  
School staff do not give non-prescribed medication to students unless supplied with written 
authorisation by parent/carer. 
 
The sanctions in this policy do not apply to the properly authorised use and possession of 
prescription and non-prescription medication by a student for personal consumption.  
 
5.2 Volatile substances 
 
Some solvents or hazardous chemicals are legitimately used by school staff or 
students.  These substances are stored securely (in line with COSHH regulations) and 
managed to prevent inappropriate access or use. Arrangements are set out in the school’s 
health and safety policy. 
 
6.0 Drugs and the school curriculum 
 
The school delivers a balanced curriculum which: 

 promotes the spiritual, moral, cultural, mental and physical development of 
students at the school and of society  

 prepares students at the school for the opportunities, responsibilities and 
experiences of adult life.  

 
Drug education is a major component of drug prevention and is an important aspect of the 
school curriculum.  Its aim is to provide opportunities for students to develop their 
knowledge, skills, attitudes and understanding about drugs and appreciate the benefits of a 
healthy lifestyle, relating this to their own and others’ actions.  
 
6.1The Aims of Drugs Education 
 
To increase students’ knowledge and understanding and clarify misconceptions about:  
 
a) the short- and long-term effects and risks of drugs  
b) the rules and laws relating to drugs  
c) the impact of drugs on individuals, families and communities  
d) the prevalence and acceptability of drug use among peers  
e) the complex moral, social, emotional and political issues surrounding drugs  
f) develop students’ personal and social skills to make informed decisions and keep   
themselves safe and healthy, including:  
g) assessing, avoiding and managing risk  
h) communicating effectively  
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i) resisting pressures  
j) finding information, help and advice  
k) devising problem-solving and coping strategies    
l) developing self-awareness and self-esteem  
m) enable students to explore their own and other peoples’ attitudes towards drugs, drug 
use and drug users, including challenging stereotypes, and exploring media and social 
influences.  
 
6.2 Methodology and resources 
 
Drug education is delivered through a well-planned cross-curricular programme, including 
assemblies, PSHE, and science lessons.  
Drug education is delivered within a safe, secure and supportive learning environment. 
Ground rules are set out, and teachers’ and students’ rights to privacy are 
respected.  Boundaries of discussions are made clear in order to foster mutual respect and 
an environment in which students feel comfortable and ready to listen to and discuss each 
other’s opinions. 
Distancing techniques can be adopted through role play/anonymous question boxes. 
Staff are advised to sometimes answer difficult questions on an individual basis. 
A variety of teaching resources are outlined in the PSHE scheme of work and are available 
from the appropriate HoY. 
 
6.3 Staff support and training 
 
The launch of this policy involved whole staff continued professional development training 
and subsequent new staff will be provided with training as part of the New Staff Induction 
Programme.  Advice is also provided within the staff handbook and PSHE training takes 
place as and when needed. 
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SIXTH FORM AGREEMENT 2021-22 
 
Congratulations on your excellent GCSE results. We look forward to welcoming 
you into the Sixth Form at Wilson’s.  
 
Acceptance into the Sixth Form is conditional not only on the fulfilment of 
academic admissions requirements, but also on agreement to the terms of the 
school’s Code of Conduct. The Sixth Form Agreement set out in the document 
below forms an appendix to this Code of Conduct. Please read this carefully and 
ask a member of the Sixth Form Team any questions you may have as a result. 
 
Before a student commences his timetable in the Sixth Form, we require that a 
signed and completed reply slip has been received to show that the terms of the 
agreement have been agreed to.  
 

 
Please return on the first day of the Autumn Term 

 
We have read, understood and accept the terms of the Sixth Form Agreement. 
We understand that it is an expectation of Sixth Form study that students 
check their school email accounts at least once a day. 

 
STUDENT NAME:____________________________________________ 
 
 
STUDENT SIGNATURE:________________________________________ 
 
 
PARENT SIGNATURE:_________________________________________ 
 
 
DATE:_____________________________________________________ 
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Wilson’s School 
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SIXTH FORM AGREEMENT 

Introduction 

Life in the Sixth Form is unique.  It forms a bridge between compulsory schooling and 
university study or employment.  Students are expected to work with a greater degree of 
maturity and to take fuller responsibility for their learning.  It is during this time that they 
are also reaching maturity as gentlemen. 

An essential part of preparing for life beyond Wilson’s is developing and securing academic 
excellence, not just for the value of the qualifications themselves and the opportunities that 
these provide for the future, but in the development of good working habits.  With this aim, 
we work to help each student reach their full potential both inside and beyond the 
classroom.  Wilson’s provides all students with a wide range of opportunities and 
experiences and these are essential in developing character and in ensuring that sixth form 
life is not only academically and personally challenging, but also enjoyable and rewarding. 

As an appendix to the school’s Code of Conduct, the Sixth Form Agreement sets out our 
expectations and is based on this desire to create a professional, scholarly, enjoyable and 
caring learning environment in which all students are able to reach their potential.  The 
agreement applies to all activities where the school is represented regardless of time or 
location – a student is as much a representative of the school on the way to it or at a social 
event as he is whilst he is on site. 

As role models, our students are expected to approach their time in the Sixth Form with: 

 Respect 

 Integrity 

 Commitment 

 Courtesy 

 Reliability 

 

We know that the great majority of students more than meet our expectations in 
terms of good conduct and reasonable, adult behaviour.  Their maturity and 
leadership contribute greatly to the excellence of the school.  

The following pages set out our expectations across all areas of Sixth Form life: 

Contents 

Introduction Page 1 

Core Hours, Private Study and Study Leave Page 2 

Attendance Page 3 

Punctuality Page 5 

Scholarship Page 6 

Personal Appearance Page 8 

Use of Computers, the Internet and Email Page 9 

Conduct Page 10 

Breaches of the Code of Conduct and Sixth Form 
Agreement 

Page 12 
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Core Hours, Private Study and Study Leave 

In order to be successful, students have to work hard and this necessitates completing a realistic 
amount of private study.  We do not expect students to progress from a fully timetabled curriculum 
in Year 11 to a high level of autonomy in Year 12 in a single step and therefore we retain a degree 
of structure.  By the time our students leave us for university and employment, we want them to 
have learnt how to plan and use their own time well.  For these reasons we maintain core hours in 
Years 12 and 13.  

During these hours, when students are not taking part in a timetabled lesson, we expect them to 
complete silent or collaborative private study in school overseen by the Sixth Form team.  Private 
study should not be seen as ‘free’ time or as being less important than timetabled lessons.  Study in 
the Sixth Form is about much more than completing what is set.  It is an opportunity to prepare for 
or to consolidate learning, to complete homework and coursework tasks, to conduct reading, 
research and to revise. The requirement for study during the school day is balanced against an 
extended lunch for relaxation (1.5 hours) and Wednesday afternoons which are protected time for 
the SCS Programme.  In maintaining an appropriate work-life balance, students who use their 
study time wisely are demonstrably able to pursue a much more active social life in the evenings.  

We expect students to take responsibility for their private study periods and to plan their work to 
make best use of each one. 

Use of Private 
study  

It is important that students do not squander their study time or make 
it difficult for others to complete their work.  The Sixth Form team will 
intervene where students find it difficult to plan and use this time 
maturely and a persistent failure to work diligently during private study 
periods is taken as a serious disciplinary breach. 

SCS Programme & 
Games 

All students in Year 12 participate in the school’s Service, Creativity and 
Sport programme (SCS). This provides the opportunity to devote an 
hour each week to helping others in the community or engaging in a 
sporting or creative endeavour – Wednesday afternoons are given in 
lieu to provide an opportunity for this to take place. A school SCS 
diploma is awarded at the end of the year for students who have 
excelled in all three elements. Students choosing to be involved in 
Games fixtures will sign their commitment to the fixtures list and the 
associated regular practice sessions at the beginning of the school year.  
Permission to be absent from fixtures or practice sessions must be 
sought from the relevant coach within the PE Department. 

Core hours For all Year 12 students, core hours are from 08.30 until 15.30 on 
Monday, Tuesday and Thursday, from 08:30 until 13:05 on Wednesday 
and from 08.30 to 15.05 on Friday. For all Year 13 students, core hours 
are 08.30 to either 13.05 where a lesson has not been timetabled 
during period 5, or to 15.30 where a lesson has been timetabled.  All 
sixth form students are able to leave the school site during lunch breaks 
if their attendance is not required by a member of staff.  Where we feel 
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it would be useful as a support mechanism, we reserve the right to 
extend a Year 12 or 13 student’s core hours.  

Study leave Study leave is granted at periods during the academic year to allow 
students to work flexibly from home, in support of their academic 
studies, and is given expressly for this purpose.  Study leave is therefore 
part of the academic cycle and members of the teaching staff can 
require attendance at school to support academic study or for 
meetings during these periods. 

The Sixth Form team reserves the right to place restrictions on study 
leave where there are serious concerns about the ability of a student to 
use their study leave effectively. This could, for example, mean a 
student being required to maintain core hours. 

Requests for leave of absence are required during periods of study 
leave as per the rest of the academic year. (See Attendance below) 

 

Attendance 

Attendance Definitions 

98-100% Expected 

95-97% Satisfactory 

Below 95%, but above 90% A cause for concern 

Below 90% A serious cause for concern. 

 
Excellent attendance to lessons is important in maintaining academic progress.  Developing a 
robust approach to attendance is also an important life skill and future employers will insist upon 
it.  Furthermore, student absence inevitably increases the workload and demands made upon our 
teaching staff.  For all of these reasons, we insist that it is kept to a minimum. 

Requests for Leaves of Absence 

Students are responsible for securing approval for planned absence if it is to be authorised.  We 
ask for requests for absence to be made at least three working days prior to the planned absence 
date, or the date by which arrangements need to be made. Travel arrangements and/or deposits 
of any kind should not be paid until a planned absence has been approved. The school calendar 
should be referred to in order to avoid making requests for leave of absence during so called ‘no 
absence weeks’. 

The following table sets out the way in which non-attendance counts towards the school’s 
absence totals: 

CODE DESCRIPTION MEANING Counts towards 90% 
attendance requirement? 

/ Present (AM) Present. YES 

\ Present (PM) including Games 
and Assembly 

Present. YES 



   

 

4 

 

 

 

 

B Educated off site (NOT dual 
registration) 

Approved educational 
activity. 

YES 

C Other authorised circumstances 
(not covered by another code / 
description). 

Authorised absence.  NO 

D Dual registration (i.e. pupil 
attending other establishment) 

Approved educational 
activity.  

YES 

E Excluded (no alternative 
provision) 

Authorised absence NO 

G Family holiday (not agreed, or 
days in excess of agreement). 

Unauthorised 
absence. 

NO 

I Illness (not hospital based 
medical) 

Authorised absence. NO 

J Interview Authorised absence. YES if approved by the 
school in advance. 

L Late Present YES, if it is before the 
register is officially closed. 

M Hospital based or urgent medical 
appointments. 

Authorised absence. NO 

N No reason yet provided for 
absence. 

Unauthorised 
absence. 

NO 

 

O Unauthorised absence not 
covered by any other code / 
description) 

Unauthorised 
absence. 

NO 

P Approved sporting activity Authorised 
educational activity. 

YES if approved by the 
school in advance 

R Religious observance Authorised absence. YES if approved by the 
school in advance.  

S Study Leave Authorised absence. NO 

 

 

Minimum 
attendance 
expectations 

We expect students to maintain an attendance level of between 98-100% 
with a minimum level of 95%.  Students falling below this level are 
monitored and interventions are put in place for those approaching very 
poor attendance levels of 90%.  At the discretion of the Sixth Form team, 
students whose attendance falls below 90% for any subject or for their 
attendance as a whole could have a stage of their agreement invoked or the 
right to sit one or more of their examinations withdrawn.  It should be 
appreciated that attendance of only 90% equates to an average of one day 
of absence per fortnight and this is clearly an unacceptable level of absence, 
causing serious disruption to teaching and learning. 

In the case of illness, parents should telephone the school on the first 
morning and every day thereafter and follow directions on the answering 



   

 

5 

 

 

 

 

service to record the absence. Parents are asked to record (i) their son’s 
name, (ii) his form and (iii) the reason for his absence.  

Students are not 
permitted to be 
absent for any of 
the following 
reasons: 

 

 Driving lessons. 

 Routine medical appointments (including the orthodontist / optician, 
unless the appointment is urgent or with a consultant). 

 Unauthorised visits (including Open Days which have not been approved 
in advance).  

 Unauthorised examinations outside of school.  

 Employment / unauthorised volunteering.  

 Unauthorised revision or private study off site. 

 Other non-urgent / unauthorised absence (as defined by the school). 

Holiday leave will not be authorised for any sixth form student throughout 
term time.   

Planed absence will not be granted during no absence weeks (published on 
the school calendar) 

Paid or unpaid employment must not interfere with school commitments 
including the ability to complete homework satisfactorily, or to attend 
after-school or weekend commitments. 

Truancy Truancy from school, lessons or private study periods is always treated 
seriously and a stage of the agreement is usually invoked.  Students cannot 
self-certificate (give themselves permission) for absence, nor can they decide 
to go home without authorisation from the Sixth Form Team. Truancy 
includes being off site without permission during core hours or not 
attending lessons whilst on site. 

 

Punctuality  

Excellent punctuality is expected in school as it is in professional life.  Prompt arrival to school and 
lessons demonstrates both courtesy and ensures that lessons are able to start purposefully.  The 
school’s systems allow for excellent punctuality (there is a five minute changeover between 
lessons) and therefore there are very few legitimate reasons for arriving late to lessons at any time 
of the school day.   

All students are expected to ensure that their travel arrangements to school are suitable and allow 
for time of travel and reasonable transport disruptions.  Only the School Captain and his deputies, 
with permission from the Director of Sixth Form, may park on site. They must proceed with great 
caution in the school precincts. The maximum permitted speed is 5 mph.  

A tolerance of two late marks per student per fortnight is included in our analysis.  To be late 
more than twice a fortnight is not acceptable.  Please note that, in the Sixth Form, arriving to 
school after 8:35am counts as two late marks (one for morning registration and one for Period 1). 

The Sixth Form Administrator oversees electronic registration procedures for AM and PM 
registration.  A late mark will be given where a student forgets to register in the morning or 
afternoon.  Subject teachers maintain subject registers.  The school’s records of lateness will be 
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taken as definitive and the school’s decision on all matters relating to the accuracy and validity of 
such registers is final.  

Occasional 
lateness 

Punctuality to lessons is reviewed at least each fortnight by the Sixth Form 
team.  Any student with more than two late marks to lessons and/or AM 
and PM registration will receive a School Detention after school for one 
hour. 

Pattern of 
lateness 

Should this pattern be repeated in the following fortnight (two successive 
fortnights where 3 or more late marks have been recorded) a stage of the 
Sixth Form agreement will be invoked. Other patterns of very poor 
punctuality can lead to a stage of the agreement being invoked at the 
discretion of the Sixth Form team. 

Persistent 
lateness 

Students who do not routinely have patterns of lateness, but nevertheless 
have a number of late marks in excess of the termly tolerance will be 
reviewed and a final decision made by the Sixth Form team about whether 
or not to apply the Sixth Form agreement.  

 

Scholarship 
 
Academic progress is important and it is right, therefore, that each Sixth Form student take 
responsibility for his learning by working in partnership with his teachers and by demonstrating 
good behaviour, active participation, a positive approach and enthusiasm.  We expect the 
diligence of each student in the classroom and in private study to be excellent.  We also expect 
students to show an appreciation that their approach to study has a direct influence upon the 
progress of those around them and can enable or limit the opportunities of all.  

Each student’s progress is monitored at points throughout the school year through their subject 
teacher’s professional views and through monitoring attainment and diligence data.  This tracking 
data is used to help teachers and the Sixth Form team support students in their academic 
progress.  Parents receive a ‘settling in check’ in October, followed by reports at the end of the 
autumn and spring terms.  

 

For repeated 
low order 
issues 

Students should not disrupt lessons, fail to arrive properly equipped or 
submit work late or of a poor standard.  Those who repeatedly fail to meet 
these expectations will be monitored as potential or actual progress 
concerns.  Should the advice and support offered by subject teachers, 
Heads of Department or the Sixth Form team not be acted upon and a 
clear improvement to diligence made, a stage of the Sixth Form Agreement 
will be invoked. 

For one off 
serious 
failures in 
scholarship 

Both in school and in the professional environment, deadlines matter. 
Deadlines for drafts and final submission of coursework and for the EPQ 
must always be met.  Students failing to do so will be referred to the Sixth 
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Form team and copied to the Head of Department.  The agreement will 
always be invoked.  

Any form of plagiarism, deliberate or otherwise, is unacceptable.  Any 
instance of plagiarism, whether in routine class, homework or coursework 
will be reported by the subject teacher to the Head of Department.  The 
Head of Department is responsible for ensuring that plagiarism is reported 
to the exam board if the work is to be submitted as part of a qualification 
and the candidate declaration has been signed.  

The Head of Department must report any instance of plagiarism to the 
Sixth Form Team and a stage of the Sixth Form agreement will be invoked. 

It is worth noting that plagiarism is often viewed a fraud and can lead to 
dismissal from university or employment. 

Curriculum In the Lower Sixth, all students pursue a four A level programme. In the 
Upper Sixth, students must pursue at least three A levels (Mathematics and 
Further Mathematics count as one A level for these purposes).  

Transition 
Arrangements 

•  Our students have high aspirations and inevitably the very best academic 
institutions and employers have high expectations.  Obtaining at least CCC 
at AS is an indication that our students have a good understanding of the A 
level content and that as a result they are likely to reach their potential.  

•  If a student’s AS results are below this level, they will be given the 
opportunity to re-sit Year 12. This will enable them to have a second 
chance at achieving their potential.  

•  Special entry requirements for Further Mathematics: Students will be 
permitted to continue their study of Further Mathematics on the basis of 
internal assessment. The school has the final say about whether Further 
Mathematics is to be pursued or not and in so doing will take into account 
progress across the curriculum. 

 

The majority of our students leave Wilson’s for university study.  An important area of our work is 
in helping our students to successfully apply for and gain a suitable university place.  
Year 12 is important for the university application process in a number of ways: 

 In securing the AS grades that will determine the UCAS predicted grades made by the 

school for A level.  These are also the only advanced qualifications completed by the 

time the UCAS applications are submitted. 

 Attendance, punctuality and diligence patterns can be reflected in the school’s UCAS 

reference. 

 Our university preparation programme, completed during Year 12 (the UCAS reference 

is finalised at the start of Year 13), provides a rich source of detailed information for 

personal statements of above and beyond commitment to academic study, references 

and, where relevant, for use at interview. 
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 It is during Year 13, of course, that the final A level qualifications are secured.  Most 

university places are subject to a specific grade offer and therefore the work 

completed during Year 13 is vital in meeting these grade offers. 

We do acknowledge that not all of our students choose go on to university and instead choose to 
follow a variety of other paths. Support is offered to them on an individual basis.  

 

Personal Appearance 

At Wilson’s we adopt a business style dress code as opposed to uniform in recognition of the 
maturity of our students and we expect our students to look smart. 

Students in the 
Sixth Form must 
wear: 

 

 A plain blue, black or grey business-style suit (no loud patterns or 
fashion suits) 

 Collared shirt (no vibrant patterns or extreme styles) 

 Full-length neck tie (no novelty or joke styles or bow ties).  The 
Prefect, CCF or other school colours ties can be worn.  

 Optional formal jumper (plain, v neck only) 

 Formal leather or leather-look shoes (not trainers or suede shoes) 

 Blue, black or grey waistcoats (not cardigans) are permitted 

 A smart dark plain coat or jacket may be worn over the blazer to 
and from school, but not instead of a blazer.  Leather and denim 
coats and jackets are not acceptable.  No hoodies are allowed.  

 When required, members of the CCF are entitled to wear their 
regulation CCF uniform. 

Further notes on 
dress: 

 

 Visible piercings and tattoos are not permitted. 

 Coats and hats must be removed on entering the school and 
should not be worn around the school.  

 No jewellery, other than a wristwatch, may be worn. No badges, 
other than House or Prefect badges (or other badges awarded for 
participation in a school activity) may be worn.  

 Book bags and small rucksacks can be carried and taken to lessons.  
These must be sober in colour, in keeping with the business dress 
theme.  Sports bags, wheeled bags or carrier bags are not 
permitted anywhere other than in lockers / storage areas.  

Hair length and 
styles: 

 Hair must be kept smart and tidy and discretely tied back if it 
reaches the collar of the blazer.  

 Top knots, hair bands and/or shaved patterns in hair/eyebrows are 
not permitted.  

 Noticeable highlights or dyeing / bleaching are not permitted.   

Facial Hair  Well-groomed facial hair is permitted 

Failure to comply  The final arbiter in relation to the Dress Code rests is the Sixth 
Form team.  
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 A student failing to follow any part of the dress code will be asked 
to comply in the first instance.  Refusal or persistent failure to 
comply will be treated as defiance and a stage of the agreement 
could be invoked. 

 

Use of Computers, the Internet and Email 
In addition to the main facilities around the school, Sixth Form students have access to dedicated 
computing and printing facilities.  WiFi is available in the Sixth Form centre and students are 
welcome, at their own risk, to bring in their own laptops, tablets, etc for use in the study centre.  

The computers, internet and email facilities are provided for the purposes of school work and must 
only be used for such.  If these facilities are misused or abused, access to the network will be 
withdrawn for a time specified by the Director or Deputy Directors of Sixth Form, regardless of 
access at home, impending deadlines or courses of study. All students agree to and must comply 
with the Acceptable Use Policy. 

Examples of 
misuse and the 
expected length 
of ban are as 
follows: 

 

 3-5 days:  Gaming, unrelated entertainment related websites, 

YouTube clips unrelated to subject studies. 

 15 days:  Accessing or attempting to access pornography or other 

distasteful material. 

 15 days:  Sending an unsolicited e-mail to the student or staff body.  

 Undefined:  Attempting to access or accessing a student’s or staff 

member’s account.  Accessing illegal material or breaking the law 

whilst using the school network.  Uploading offensive or distasteful 

material to websites or social media pages. 

Email use Students must only contact members of staff via email using their 
school account.  Likewise, members of staff will only email students 
using their school account and will always copy another member of 
staff into the email as a record of the correspondence.  

It is important that email accounts remain serviceable and are not 
allowed to become full so that further emails cannot be received.  We 
expect students to check their email accounts at least once per day 
and to respond to emails from staff members promptly and 
courteously. 

Students will be warned if their email account is full and will need to act 
immediately to delete unwanted emails.  If this is not done within two 
school days the account will be emptied and important information 
could be lost.  

Students are expected to read the Weekly Update (sent via 
SchoolComms to parents and emailed to students) as an important 
source of information from the Sixth Form team.   

Use of electronic 
devices 

Mobile telephones, MP3/MP4 players, smart watches, ear buds or 
other electrical devices (other than laptops) may not be used in school 
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except in certain designated study areas. In these areas music may be 
listened to through headphones at an appropriate level and provided 
that it is used as an aid to study and does not cause distraction to 
others.  

If a teacher sees a mobile phone or another piece of electrical 
equipment outside of the designated study  
areas, it will be confiscated and passed to the Sixth Form team. It will 
then be returned to the student at the end of the subsequent school 
day. 

 

The Sixth Form 
Agreement 

Any 15 day ban will result in an immediate invocation of the Sixth Form 
agreement, as will repeated behaviour resulting in a 3-5 day ban.  It is 
also very likely that a 15 day ban would constitute behaviour short of 
gross misconduct, or gross misconduct itself. 

Please note that a ban undefined in length could lead to the withdrawal 
of a sixth form place.  Accessing the account of a member of staff is a 
very serious offence and could result in permanent exclusion.  

Any member of staff who suspects this has happened must refer it 
immediately to the Head. 

 

Conduct 

Good conduct is not simply the absence of poor behaviour, but also manifests polite, cooperative 
and cheerful behaviour.  We expect students to comply with any reasonable request with good 
grace.  

We will not attempt to outline all aspects of good or poor behaviour here, but suffice to say that 
sullen, rude and uncooperative behaviour is not acceptable and will always be challenged.  

Misconduct falling 
short of Gross 
Misconduct 

All members of staff will insist on the highest standards of manners and 
respectful behaviour and should deal with any failures firmly.  Misconduct 
includes rudeness, defiance and actions that might bring the school into 
disrepute. 

At their discretion, teachers may issue either a warning or refer the matter 
to the Director or Deputy Directors of Sixth Form to be dealt with further 
as they deem appropriate, up to and including escalation to Stage 3 of the 
Sixth Form agreement depending on the incident.  

Students must be familiar with the procedures and sanctions as laid out in 
the school’s Drug Policy. 

Stage 3 can always be invoked for a student who fails to comply with a 
request made by the Head, his Deputies or his Assistants. 

 



   

 

11 

 

 

 

 

As in professional life, there are some types of behaviour that are so serious that they can lead to 
permanent exclusion.  Aggressive or abusive behaviour and deliberate or careless behaviour that 
risks or leads to damage or harm is clearly unacceptable and will be treated as gross misconduct. 

Some 
examples of 
Gross 
Misconduct 
are as 
follows: 

 

 Aggressive behaviour and physical intimidation and/or any form of 
physical violence.  

 Abusive language; swearing which directly or indirectly is intended to 
offend or diminish another’s dignity. 

 Bullying behaviour to any member of the school community (this 
encompasses cyber bullying), including homophobic or racist behaviour 
or sexual harassment.  

 Theft 

 Dangerous driving (either on the school premises or in the vicinity of the 
school) / damage to other vehicles. 

 Infringements of the school’s Drugs Policy 

 Vandalism; deliberate damage to the school, school property or personal 

property 

All members of the school community, including students, have an absolute 
obligation to refer any instance of this sort to one of the Assistant Heads, 
Deputy Heads or the Head.  All instances will be dealt with according to their 
seriousness, the extent of the malice involved and the damage or harm 
caused.  In addition to the behaviours outlined above, permanent exclusion is 
an available sanction for any of these behaviours: 

 the supply of drugs (or substances purporting to be drugs) for profit  

 grievous bodily harm 

 the possession in school of knives, weapons and dangerous materials.  

 

Interventions 

Under normal circumstances, students work most closely with their subject teachers.  Most issues, 
be they academic or disciplinary, are resolved at this level and that is our expectation.  Where 
there are persistent or more serious matters, the Head of Department will become involved.  
Should the Head of Department’s intervention not be sufficient, or where a matter is felt to be 
serious or needing immediate senior input, the student will be referred to one of the Deputy 
Directors or Director of Sixth Form.  

A guide to interventions: 

Examples of 
matters dealt with 
by the subject 
teacher 

The first or second instance of: 

 Failure to complete homework. 

 Poor diligence 

 Low level disruption such as late arrival to the lesson or talking 

inappropriately.  

 Poor concentration or a lack of participation. 



   

 

12 

 

 

 

 

 Not being fully prepared for the lesson. 

Examples of 
referrals to the 
Head of 
Department by the 
subject teacher 

 Repeated occurrences of the above during a lesson or over a 

number of lessons. 

 Defiance of the classroom teacher. 

 Continued poor diligence in classwork or homework. 

 Any matter that the teacher feels is serious enough to merit 

immediate intervention by the Head of Department. 

Examples of 
referrals to the 
Sixth Form Team 
by the Head of 
Department. 

 Any matter that is clearly in breach of the Sixth Form Agreement 

such as the failure to meet a coursework deadline or plagiarism. 

 Defiance of the Head of Department. 

 An instance where the Head of Department suspects that the issue 

experienced is not limited to their subject area. 

 An instance where input from the subject teacher and Head of 

Department have not brought about improvement. 

 Where an impending deadline, examination or other such 

necessitate a combined approach to avoid academic 

underachievement. 

 Any matter that the Head of Department feels is serious enough to 

merit immediate intervention by a member of the Sixth Form Team. 

A subject teacher or Head of Department might refer a student directly to the Sixth Form 
team if they have previously been identified as a potential or actual cause for concern. 

All matters relating to child welfare and safety should be reported immediately to the 
Designated Safeguarding Lead, Ms Atwell, or to Mr Englefield or Ms Banner in her absence. 

 

Breaches of the Code of Conduct and Sixth Form Agreement 
 

Agreement Stages 

Where a student is in breach of the terms of the school’s Code of Conduct (including the Sixth 
Form agreement) they may be placed on a stage. Being placed on an agreement stage is a serious 
matter and the vast majority of students never reach this level of sanction. Agreement stages are 
reserved for serious and avoidable breaches of the agreement or the school’s expectations.  

STAGE INTERVENTION CONTACT WITH 
PARENTS 

WHO? 
One or more of: 

Stage 1  Written warning. 

 Head’s Detention. 

 Possible internal isolation 

Letter to parents. 
 

 Director of Sixth Form 

 Member of SLT / ALT 

 Deputy Directors of Sixth Form 
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Stage 2  Written warning. 

 Head’s Detention / 
possible Fixed Term 
exclusion 

 

Letter to parents. 
Initial meeting with 
parents.  

 Director of Sixth Form 

 Member of SLT /ALT 

 Deputy Directors of Sixth Form 

Stage 3  Meeting with parents. 

 Final written warning. 

 Fixed term exclusion 

 Referral to Governors’ 
Disciplinary Committee. 

 Appearance before GDC. 

Letter to parents. 
Meeting with 
parents. 
Attendance at GDC. 

 Head (or the named senior leader 
in charge of the school in his 
absence) re: fixed term exclusion. 

 Deputy Head 

 Member of ALT / SLT 

 Director of Sixth Form 

Stage 4  Permanent exclusion. 

 Meeting with GDC.  

Letter to parents. 
Attendance at GDC. 

 Head 

Whilst progression is typically incremental (from Stage 1 to 2 etc.), the Stage of the Agreement invoked 
(up to and including Stage 4) will depend on the seriousness of the incident. 


