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1.
Foundations
Emmanuel College is a Christian ethos school of character for the whole community.
We strive to cultivate good character as an end in itself; this raises expectations and
supports high levels of performance. Our work is characterised by the pursuit of
excellence as we seek to make the most of the gifts and talents we have been given.
We believe in all human beings’ outstanding potential, creativity and capacity for
good as each one is made ‘in the image of God’. We also acknowledge we all need
instruction, motivation and practice if we are to nurture the virtues underpinning
good character.
We gain hope for the future as we show gratitude for what we have now. We practice
the virtue of love as we act unselfishly for the good of others and are able to forgive.
We exercise wisdom as we choose the right course of action and display integrity as
we are truthful with ourselves and others. We gain fortitude and courage as we rise
to challenges, learning to overcome adversity and to develop resilience. We develop
self-control as we regulate our emotions and impulses and show humility as we are
teachable and keen to learn from our mistakes. We act with justice as we treat others
with respect and fairness.
Our inspiration for these virtues, and our College’s core values of honourable purpose,
humility, compassion, integrity, accountability, courage and determination, is the life
and ministry of Christ Jesus.
Mission Statement
• To provide a centre of academic excellence where all students and staff have the
opportunity to work hard to achieve their personal best and grow in character.
• To encourage personal, moral and spiritual development within a Christian
framework.
• To create a disciplined, sensitive environment where everyone is equally valued.
2.
Student Code of Conduct
It is understood that all students and staff will seek to uphold the Core Values of the
College at all times. We hope that the Code of Conduct will help each Emmanuel
student to be the best they can be. It also serves as a helpful guide to specific rules.
The Code of Conduct enables students to grow in character, make rapid academic
progress and be safe and well. By keeping the Code of Conduct, students will learn to
take responsibility for themselves, their learning and others. All students can expect
fair and consistent consequences for failing to keep the Code of Conduct. In addition
to this,
1. You should be respectful and kind to all and obedient to those in
authority.
a. You must address your teachers by their title and their surname.
b. You must not swear or blaspheme.
c. You must stand up when the Principal or a Vice Principal enters your classroom.
d. Bullying (defined as behaviour which maliciously hurts another, either physically
or emotionally) will not be tolerated.
e. You must relate to all those in College in an appropriate and professional way
Any bullying of a serious nature, for example involving extortion of money or serious
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aggression, could result in permanent exclusion. This extends to behaviour outside
College, including malicious use of the internet or mobile phones. You must speak out
against injustice and speak up whenever someone is at risk of harm
2.
a.
b.
c.

You should be safe, responsible and courteous at all times.
Walk on the left of the corridor, moving purposefully and speaking quietly.
When you walk to assembly you must do so in silence.
Act courteously and in a welcoming manner to all, stepping back and opening
doors for visitors and staff.
d. Students must only cross the roads around College (Consett Road and Whickham
Highway) at the traffic lights.
e. Students are not permitted to walk across the main entrance to College and may
only use the gate to the lower car park if they have been issued with a pass.
f. It is essential that all students keep the College Computer Network Acceptable
Use agreement and Health and Safety agreement.
Failure to give full regard to Computer Network and Health and Safety Agreement may
result in exclusion from College, which in the most serious cases may be permanent.
3. Your conduct in each lesson should be exemplary, never preventing
other students from learning.
a. Arrive promptly and properly equipped for lessons.
b. Line up quietly and enter the room in silence.
c. You may take a drink of still water at the start of each lesson if the teacher gives
you permission to do so.
d. When you leave the room, do so in an orderly manner.
e. You must give your best effort to everything you attempt.
f. Listen attentively and put up your hand to speak.
g. You must take responsibility for catching up work that you miss when you are
absent from all or part of a lesson.
We use the BLUE (Behaviour, Lateness, Uniform, Equipment) system to provide clear and
fair warnings for students who do not conduct themselves appropriately in lessons. If
you receive more than three B, L, U or E marks in a particular subject in a term you will
be issued with a detention. If your conduct is not exemplary despite warnings and a
detention, you may be removed from the lesson and subject to further sanctions. (see
Behaviour and Discipline Policy).
4. Your work should be presented with pride and in line with the
expectations set out by your teachers.
a. You must keep your books, study file and equipment free of graffiti.
b. Where an item has been damaged and you are at fault you will be required to
replace the item at your own expense.
c. Ensure that you act on all feedback given, using green pen to show that you’ve
done this.
5. You should do you best to attend school each day, on time.
a. You must arrive at College before 8:25am and stay in College until 4:00pm each
day (2.30pm on Fridays) unless issued with a valid exeat.
b. You may be required to remain in school until 5:00pm for a detention or study
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support.
c. If you are unwell or have an accident, you should tell a member of staff straight
away.
d. In no circumstances should a student leave College without permission.
You can find more details about attendance in the Attendance Policy.
6. You should wear your uniform with pride in line with the College Dress
Code.
7. You should play a full part in the life of the College.
a. Attend the major College events of the year: The Carol Service, Sports Day and
Presentation Evening.
b. Selection for a College sports team should take preference over most other
arrangements.
c. Seek to be involved in at least one co-curricular activity each year.
8. You should complete homework to the highest standard possible and
hand it in on time.
9. You should never hand in work that is not your own or cheat in
examinations.
a. Make sure that you always acknowledge your sources to avoid breaking copyright
laws and be careful when using any other material that could be subject to
copyright.
b. Always adhere to the published regulations for examinations. Failure to do so
may result in disqualification.
10. You should never act in a way that will bring the reputation of the
College into disrepute
a. Your online activity must not cause harm to another member of the Emmanuel
community or bring the College into disrepute.
b. On visits you will be expected to behave in line with the behaviour contract put
in place for that visit. Failure to do so could result in your being removed from the
visit and being prevented from taking part in visits in the future.
c. Never behave in a way likely to bring the College name into disrepute when
travelling to and from College.
11. You must not bring items into College that are prohibited.
a. Avoid bringing in expensive items that others may be tempted to steal.
b. You are not allowed to use a camera on site without permission.
c. You must not bring violent or sexually explicit material into College.
d. You must not bring anything into College that could be used, or construed, as a
weapon. This includes any type of knife, including a penknife.
e. Chewing gum is forbidden in College, as are sweets and energy drinks.
f. Trading in College, unless specifically authorised by the Principal is forbidden.
g. Switch off your phone between 8:00am and 4:00pm (2:30pm on Fridays) or
at any other time you are in the College building. This applies also any other
personal device which connects directly to the internet.
Any phone switched on during the College day will be confiscated and held for parents
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to pick up. Students using a mobile phone in College will be sanctioned. A £15 charge
is made against those who bring gum into College in order to deter this clear breach of
rule. You must recognise that all personal property is brought into College at your own
risk.
Any student found in possession of anything that could be construed as a weapon in
College uniform will be excluded and will be in danger of permanent exclusion.
12. You must not be in possession of drugs, alcohol or other substances
that cannot legally be bought by, or sold to, people of your age.
a. You must not use, purchase or supply any such substance or attempt to do so.
b. You must not smoke or use electronic cigarettes.
Breach of this rule will almost always result in exclusion. Students who found in possession
of illegal drugs in College will be permanently excluded.
Further details about expectations and sanctions can be seen in the Behaviour and
Discipline Policy and in the Detentions and Exclusions Policy.
3.
Core Values
As you grow in character and strive to achieve your personal best it is important that
you seek to demonstrate the core values in all that you do, whilst in College and in
the community. Being able to recognise when you are demonstrating the core values
and reflecting on when your thoughts, words and actions fall short of these values
will help you to grow in character.

Core Value

Honourable
Purpose

Description of
the core value
We aim to be
positive in
everything, doing
what is good and
aiming to benefit
others as well as
ourselves.

Examples of how students can demonstrate
this core value at College and in the
community
At College

In the community

•

Approaching study with
positivity and a can do
approach;
Helping others with their
studies where you can;
Taking part in interschool Competition (e.g.
Lego Mindstorm);
Taking part in House
Competitions;
Attending clubs and
activities in College.

• Social action projects;
• Volunteering for a charity
or other organisation;
• Environmental projects.

Supporting College
and helping staff and
students. (e.g. parents
evenings and welcoming
visitors);
Supporting other
students by attending
College events such
as music and drama
productions or sporting
events.

• Caring for Family;
• Willingness to help with
chores at home;
• Serving the vulnerable
(elderly, young children,
injured and ill).

•
•
•
•

Humility

We seek to do
our personal best
without bragging
and to encourage
others to achieve
their best without
being critical or
jealous of their
efforts.

•

•
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Compassion

Integrity

Accountability

Courage

Determination

We care for
those who are
in difficulty and
who are hurting,
recognising that
the world does not
exist for us alone.

•

Recognising when your
peers need support;
Being conscious of others
feelings and emotions
and how they can be
affected by your actions;
Supporting College
charities; Tembisa
School, Nokuphila,
Health and Hope,
Christmas Shoebox etc.

• Animal care and rescue;
• Supporting refugees and
asylum seekers;
• International
development and
disaster relief.

We care for
those who are
in difficulty and
who are hurting,
recognising that
the world does not
exist for us alone.

•

Honour your
commitments and
promises to peers and
staff;
Partake in sport/team
activities with honesty
and integrity

• Charity Fundraising. Be
honest with money you
have collected;
• Honour your
commitments and
promises to family,
friends and neighbours.

We recognise
that having
the freedom to
express ourselves
means we must
also accept
responsibility
for our words,
thoughts and
actions.

•

Taking on a leadership
role in College (e.g.
library and network
monitors);
Being a reliable member
of a team (e.g. always
turn up to practice/
rehearsal);
Don’t blame others if
things don’t work out;
Take constructive
criticism without getting
emotional or angry.

• Consider how your
actions and words affect
those around you at
home and when out in
the community;
• Be responsible for your
belongings including
taking litter home or
putting it in the bin .

We aim to do what
is right, whatever
the cost; we stand
up for the weak,
whatever the
danger; we face
our fears and find
ways of defeating
them.

•

Willing to perform in
front of others (e.g.
music and drama);
Public Speaking;
Try out a new cocurricular activity. Push
the comfort zone;
Speak the truth even
when no-one else agrees.
Report concerning
incidents to the Pastoral
team.

• Report concerning
incidents to an adult
• Taking part in
community events
• Signing up for activities
and clubs outside of
College e.g. sports
teams, music groups etc;
• Stand up for the rights
of others in your
community

We know that
hard work and
the refusal to give
up are essential
if we are to
achieve anything
worthwhile.

Be committed to, and tr your
personal best in:
• All of your academic
pursuits
• Choir / Orchestra / Music
Tuition;
• Dance / Exercise /
Training;
• Duke of Edinburgh
Award;
• Team Sport / Individual
Sport;
• LAMDA lessons.

Be committed to, and try
your personal best in:
• Activities and clubs that
you take part in outside
of College
• Pursuits that aim to make
your community a safe
and happy place to live

•

•

•

•

•
•

•

•
•
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4. Opportunities
1.
Curriculum
Students enjoy a rich and diverse curriculum, with 7 timetabled lessons every day,
and 5 on a Friday. Each period lasts for 45 or 50 minutes.
In addition to standard subjects, students are involved in a series of additional
activities which take place both within and beyond the normal hours of the College
day. We expect every student to develop their own expertise in at least one of the
activities listed. See the website for a list of co-curricular clubs.
2.
Music, Drama and Public Speaking
Music instrumental lessons take part in the school day, along with Speech and Drama
lessons. Lessons are organised on a rota basis to avoid impacting on the same class
every week. There is a cost for these additional lessons and parents registering their
child for tuition must maintain that commitment for a full year. Drama at Emmanuel is
an innovative way to develop confidence in performance as well as meet new people
whilst working towards creative excellence. Auditions for the annual production are
publicised in September for musicians, actors and behind the scenes roles.
3.
Sport
There are a range of sporting opportunities at Emmanuel, with house and school
teams currently operating in many:
Athletics, badminton, netball, basketball, cricket, rowing, cross-country, rounders,
dance, rugby union, fencing, swimming, table tennis, football, hockey, gymnastics,
outdoor activities, softball, fitness, tennis and volleyball.
Students must adhere to the PE uniform guide for lessons and co-curricular sporting
activity. Students travelling to and from College fixtures, home and away, must dress
in full College uniform when changing facilities are available or in a College track suit.
There will be organised coaching for those in the College sports squads so that they
will be best able to operate together in team situations, especially in fixtures against
teams from other schools and Colleges. Emmanuel is involved in a wide variety of
friendly matches during the year as well as in local, district and national competitions.
5.
Support
With work: Students are encouraged to use the College computers, library and other
facilities out of hours between 8:00am and 5:30pm (4:30pm on a Friday), where staff
supervision is provided. The library closes at 5:00pm. No students may remain in
College after 5:30pm.
With homework: In year 7, there is a lighter timetable for the first half of the year, to
encourage participation in co-curricular activity and to help students’ organisational
skills. There is a daily after-school homework club and study support sessions.
With belonging: All students belong to a house: Corinthians, Galatians or Romans.
There is a house assembly every week and opportunities for all students to represent
their house in competitions.
With developing leadership skills: Students will be encouraged to develop skills
throughout their time at Emmanuel, and will record and track the ways they serve
others.
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With organisational skills: Students have a study file to help them be organised in
terms of their workload and timetable. This is signed weekly by tutors and parents and
is a primary means of communication.
With behaviour: There are clear systems of support to help address issues of behaviour;
these can be viewed online in the Behaviour and Discipline policy and Exclusions and
Detentions procedures. Rules are in place for the benefit of all members of the school
community, and to ensure a safe and calm environment for all. There is a clear system
of rewards to acknowledge excellent work and leadership skills.
With pastoral needs: Each student has a form tutor who is their first point of contact
between home and school. The Lower School or Upper School and the Student Welfare
team will help provide further support if required.
With Special Educational Needs: The Assistant Vice Principal (Student Support) holds
responsibility for ensuring that all students receive personalised attention appropriate
to their needs. They will liaise closely with primary schools, at the point of transfer,
and parents.
With health and illness: The College is well staffed by qualified First Aiders and will
act “in loco parentis” should emergency services need to be called. Please ensure that
the College is made aware of any relevant medical condition, either on the medical
questionnaire or as they arise after your child has started at College. Students needing
to take medicines during the College day must produce a letter to that effect from their
parents and medicine, and, barring inhalers, should be stored for them in the medical
room.
With finance: If a student doesn’t have enough money on their dinner account, they
should report to Reception where an overdraft can be arranged. For further details
about the school ParentPay system, please see the website.
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Where to go for help

There will be times when you need some additional help or support in school, for a
variety of possible reasons. Don’t forget also to speak up if someone else needs help.
Tell a teacher if you see anyone in trouble or someone behaving badly towards others.
“We aim to do what is right, whatever the cost; we stand up for the weak, whatever the
danger; we face our fears and find ways of defeating them” (core value – courage)
Friendship
or bullying
issues

Talk to your tutor. They can probably sort the problem out themselves, but,
if not, you can go together to either the Lower School or Upper School team
and staff there will do all they can to put things right.

Difficulty
with
schoolwork

Talk to the subject teacher. If more than one subject is a problem, then
talk to your tutor about it. You can also speak with any member of the
Individualised Learning Department. They will find you the help you need,
either for lessons or homework.

Struggling
with
homework

Talk to your form tutor who can help you to organise your time. You could
ask to join the after-school homework club or alternatively after College
support.

Stressed
about exams

Talk to your form tutor or someone in the Lower School or Upper School
team. Pastoral Leads have lots of practical advice on how to cope.

Uniform
Problems

If your uniform becomes damaged during the school day, go to the student
support welcome desk, where staff will try to help you repair it or lend you
a replacement item. They keep a ready supply of hair grips, bobbles, tights,
socks and combs, which you may purchase should you need to. You can also
borrow most items of uniform if you need to.

No lunch
money / bus
money

Go to Reception; you can be lent money for your journey home. If you have
run out of money on your lunch account, you can be provided with an
overdraft, but this will only happen twice in the year, so keep an eye on your
account with the finger scanning machines in reception

Lost library
card or study
file

You can order a new one from the student support welcome desk.
Replacement study files cost £10, so look after it carefully. If you leave it at
home accidentally, you may borrow a replacement sheet for the day, so that
you can still record homework and important notices.

Forgotten to
get detention
slip signed

If you report to the student support welcome desk before the end of your
lunch break, staff will call home for you to inform your parents that you will
be staying back until 5pm. Don’t make a habit of this, though!

Feeling
unwell

You should tell your class teacher. Depending on your symptoms, they will
probably sit you next to a window and allow you a drink of water. If you
need first aid treatment or might need to be sent home, they will send you to
Welfare with a medical form.

Worried
about a
friend

If you have serious concerns about the physical or emotional well-being of
either yourself or another student, you should speak to a Student Welfare
Officer or a Pastoral Lead. If you have any other problem you should first try
to speak with your tutor. If a problem needs dealing with quickly and your
tutor is not available, you can go to the student support welcome desk for
help.

Online safety
and mental
wellbeing

If you have a concern about staying safe online you can visit the online safety
section of the College website, where you will find guidance on this. If you
have questions or concerns about your own mental wellbeing then report
this to the Welfare team.

If you have any safeguarding concerns about yourself or another
student, you must speak directly to Mrs Scott or Mr Ogborn.
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Essential Equipment
The following items are essential pieces of equipment that you should bring to
College every day to make sure you are prepared for each lesson.
• Black or blue writing pens
• Green writing pen
• Pencils
• Pencil sharpener
• Rubber
• Calculator
• Maths set
• Highlighters
• Coloured pencils
• Pencil case
• Study file (this should be brought to College every day, and carried with you if
you leave a lesson to go to the toilet etc.)
• Library card

Uniform Code

There are many sound, practical reasons for having a uniform. The most obvious is
that it removes the burden of having to decide what to wear each day.
We believe it is right to give of our best in every area of our lives. Uniform provides a
sense of identity, prevents bullying and promotes our College’s excellent reputation.
We want our students to: feel a sense of belonging, look smart and tidy, work safely
and effectively, dress modestly, avoid causing offence to others, maintain the excellent
reputation everyone benefits from, avoid excluding others from ‘our group’, avoid
flaunting wealth, making fashion statements and making others feel inferior.
Parents must ensure that all equipment, bags and clothing are clearly labelled with
the student’s name.
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Shoes
All students must wear plain, sensible black shoes which can be polished. Shoes with
distinctive fashion features such as buckles and coloured stitching, tags or logos are
not permitted, and neither are boots, ‘training shoes’, ballet style, moccasin style
or shoes with heavy sole cleats. No shoe may have a heel of more than one inch,
measured where the heel meets the instep. For safety reasons the top of the foot
must be fully covered by the shoe. Shoe laces must be black and firmly tied so the
shoe is secure on the foot (for examples, please see guidance on the school website).
Students playing football on the MUGA at break and lunchtime may wear trainers,
in order to preserve their school shoes and provide adequate support to their feet
and ankles.
Uniform
The Emmanuel College Uniform guide (p14-15) outlines uniform requirements for
day wear and PE, indicating which items must be bought from the school uniform
shop. The bullet points below provide detail regarding how the uniform is to be
worn:
•
trousers should be pulled up properly, using a plain black belt if required.
•
skirts must touch the top of the knee or be longer, and must not be rolled at the
waist.
•
Ties are to be worn waist length and pulled up to cover the top shirt button.
Knots must be slender and all shirt buttons should be covered.
•
Shirts must be kept fully tucked in, and must not have buttoned collars.
•
Girls should wear white or neutral coloured bras.
•
Blazers are to be worn at all times in the building: between lessons and when
stepping out of a classroom. Students may only take off blazers when agreed by
their teacher.
•
Blazer sleeves should not be rolled up, and blazers must be buttoned up for
assemblies, and must have two buttons.
Coats
Anoraks/overcoats must be plain, darker colours. The College tracksuit top may be
worn as an overcoat. Outdoor wear must not be worn under blazers and hoodies are
not to be worn. Outdoor coats must not be worn inside the College buildings during
the College day. They may be worn outside at lunch-times and breaks in the colder
weather. Coats should be hung up tidily in tutor rooms, or stored in school bags.
Bags
Bags for College, including PE and packed lunch bags, must be dark in colour with
minimal logos. College bags must be strong enough to protect valuable text and
exercise books. They should be large enough to carry a full day’s books and A4 files.
There are two acceptable styles of College bags, both of which are designed to avoid
back problems: backpacks (with two straps) and cross body bags. ‘Handbag’ style
bags are not permitted.
Jewellery and Make-up
Jewellery, including body piercings, is not permitted. Make-up, including fake tan,
tinted moisturisers or any product which alters the colour or tone of the skin, is not
permitted, and neither are tattoos or henna patterns. Fashion accessories such as
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nail, hair or eyelash extensions are not permitted. Eyebrows must not be shaved,
patterned, dyed or waxed. Hair bobbles or elastic bands are not to be worn as
bracelets. Clear lip balms may be used, but must not be applied during lesson time.
Hairstyles – Our expectation is that students will present themselves in a way that
the leadership of the College consider to be smart, modest and business-like. This
means avoiding extreme haircuts including those which involve significant steps in
length or hair being sculpted or tattooed.
Girls’ hair must not touch the face with fringes kept above the eye-brows and must
be tied back with a navy, black or burgundy band if it is long enough to do so. Plain
metal hair grips are permitted but all other hair accessories are prohibited. Hair that
is braided or has cornrows should not be accompanied by beads or shells.
Boys’ hair must be cut to above the collar and fringes kept above the eye-brows. They
must be clean-shaven.
Hair must not be dyed or coloured in any way.
Any breach of the above guidelines will be dealt with according to our policy for
correcting uniform found below.
The Principal and Vice Principals reserve the right to challenge students where a hair
style is technically compliant with the expectations set out above but falls short of the
general expectation of smartness and professionalism.
Where this is the case, a letter setting out the concern will be issued outlining the
expected changes and giving a timescale for the matter to be rectified. Should the
problem persist after the deadline set out, parents will be asked to collect the student
and take steps to rectify any issues before the student returns to College. The student
will be expected to serve the time missed from school due to the uniform code
infringement either after school, on a Saturday or during the school holidays. This
would be made clear in a letter following the incident.
Physical Education Uniform
The Emmanuel College Uniform guide (p14-15) outlines the full compulsory wear for
PE. In addition, the points below should be noted:
•

•

•
•

It is compulsory to wear a gum shield for rugby and shin pads for football
and both for hockey when playing competitive matches. For safety reasons it
is highly recommended that the same precautions are taken for lessons and
training sessions.
During the colder period from October half-term until Easter PE lessons continue
outside and all students are expected to come prepared for the conditions. Only
the College tracksuit may be worn on top of standard PE kit and the wearing of
a tracksuit is at the discretion of PE staff.
Indoor PE lessons: students must wear plain white trainers with non-marking
soles.
Outdoor PE lessons: students must wear sensible trainers which are appropriate
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•

•
•
•
•

for school sport. They need to be sturdy, comfortable and predominantly black,
with a black sole and matching laces.
All students representing College at sport may, at the PE Department’s
discretion, wear their own footwear geared to the specific sport (eg spikes for
cross-country running). This applies to training as well as matches. They are
not to be a fashion statement or an opportunity to flaunt wealth. As a general
principle we would expect specialist sport trainers to be of a more conservative
style, avoiding garish, fluorescent or ostentatious styles.
Students representing College in a sporting activity, must travel to and from the
venue in full uniform. If changing facilities are not available at the venue, then
students must travel in their College tracksuit.
Following evening sporting activities, after 5:00 pm students must leave College
wearing either full College uniform or the College tracksuit. Before this time full
uniform must be worn.
It is essential that all items of College uniform (including Physical Education
clothing) be clearly labelled with the student’s name.
From time to time, students may need to shower at the end of a PE lesson and
should therefore bring a towel (and swimwear if required).

Educational Visits’ Dress Code
• Clothing and footwear should be sensible, modest and suitable for the activity
being undertaken.
• Students must not wear jewellery or makeup.
• Students must not wear football shirts or wear clothing displaying offensive
slogans or images.
• Bags should be fit for purpose: large enough to carry what is required, and
comfortable to carry.
• On residential visits, students must ensure that all items are labelled with their
name.
• Expensive items should not be brought on school visits since their safety cannot
be guaranteed.
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Date/
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set?

Issue

Date/
details

Initials

Detentions
set?

Term 2 - Spring

Term 1 - Autumn
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Date/
details

Initials

Detentions
set?

Term 3 - Summer

Issue

Correcting uniform code breaches
If students are in breach of the uniform code in a way that can be put right immediately,
they will be asked to do so and the incident recorded in the pages above. On the
third occasion in a term that students are reminded about the same issue, they will
receive a detention. Any future occasion they are reminded that term about the same
issue they will receive a further detention. Students will receive a fresh start at the
beginning of each term.
If the manner cannot be corrected immediately, parents/carers will be contacted and
asked to assist the student in putting the matter right before being allowed back into
College. Where parents cannot be contacted students will remain in the referral room
until such time they are compliant with the uniform code.
It is important that students understand the seriousness of any situation where it is
not possible to rectify a breach in the uniform code (such as with dyed hair). In such
cases, students will be allocated two Saturday or holiday detention sessions as well as
taking all possible steps to make amends for the breach.
Medical and religious exemption
If a student cannot temporarily comply with the uniform code because of a medical
issue, then parents/carers should send a letter into College with the student explaining
the issue. The Vice Principal or Principal would make the final decision as to next
steps. It is expected that all students should make every effort to comply
with the uniform code at all times.
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Manifestations of religious belief which are in contradiction to the uniform code may
be permitted in some circumstances. In such cases, a request must be made to the
Principal. Requests must be made in writing and must contain statements from both
the student and a parent or carer which explain clearly the reasons for the request.
In most circumstances, a meeting with the Principal may follow before permission
is granted.

Attendance Agreement
You should aim to be in College 100% of the time. There is a clear link between
attendance and academic attainment. You should therefore make every effort to
book medical (or other) appointments outside of College hours, at weekends or in
holiday times. If an appointment is made during College hours, it must be made for
after 2:00pm, aside from orthodontist and hospital appointments, driving tests and
music exams. Any request for an appointment before 2:00pm must be passed to your
respective Head of School who will most likely refuse to authorise this absence.
If you think you need to be absent from College for any other event, aside from
medical and dental appointments, driving tests and music exams, then your parents
must write in to College requesting permission for this absence at least a month in
advance. They must address their letter to your respective Head of School.
You must not go on holiday during term time and you must attend compulsory
College events, such as Sports Day, the Carol Service and Presentation Evening.
If your attendance at College drops below 93%, your attendance will be more
closely monitored and the College will support your attendance improving via the
Attendance Improvement process.
If you are absent from College, you will be required to provide College with an
absence note from your parents, explaining why you were absent. Your tutor will
remind you of this. If you forget an absence note after a reminder, then you will
receive an ‘E’ mark.
You must be in College by 8:25am every school day.
If you arrive after 8:30am, you must enter College at the main entrance and report
to Reception. If you are late three times in a term, then you will receive a detention. If
you continue to be late, then you will subject to a Punctuality Concern process that
will support you in attending College punctually.
More detail on how the College monitors and supports good attendance and
punctuality is laid out in Attendance Policy and Procedures on the College website.
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Computer network acceptable use
The College computer network exists in order to enhance learning, improve
communication and administration. Students should access the network
understanding that they are fully accountable for their actions. Students, like staff,
must understand that all network activity is monitored and action will be taken
should inappropriate activity be detected. Just as we expect high standards of
conduct and behaviour in and around College, the same principles apply with the
network. Students are responsible for what they search for, view and save while using
the College network.
•

The network should only be used for activities that relate to College.

•

Students must not search for, view or save material that is sexually explicit, violent
or promotes hatred towards others as well as any other material that has been
deemed unsuitable for their age.

•

Student must not stream media unless permission has been given by a member
of staff.

•

Students must take care to avoid uploading any files that may cause harm to the
network.
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Health and Safety Agreement
It is important that all of us are aware of health and safety procedures to help keep
accidents to a minimum.
•

Take all reasonable care for the Health and Safety of yourself and everyone else
who may be affected by your actions or negligence.

•

Co-operate fully with College staff when any statutory or other health and safety
procedure is followed (for example, fire drills); deliberately setting off the fire alarm
will result in permanent exclusion.

•

Comply fully with safety instructions issued by staff with responsibility for safety
(for example in PE, Technology or Science lessons).

•

Report any defects and dangers to a member of staff immediately.

•

Behave in an orderly manner at all times.

•

Do not misuse any item provided by the College.

•

Do not run in College or outside on the way up to the Granary.

•

Always cross roads with utmost care at the puffin crossing with central pedestrian
refuges.

•

Energy drinks are not a healthy option and should not be brought into College or
be part of a packed lunch.

•

Whilst we would not wish to ban particular food items from packed lunches, we
would prefer packed lunches to not contain nut products, for example, as we
seek to minimise the risk of anaphylactic shock. We hope that parents feel able to
support our students in this way.

The biggest danger whether
in the lab, workshop or gym
is YOU! You are at risk when
you don’t understand the
hazards or you are careless, or
both. The person most likely
to suffer from your mistakes
is YOU! Report any accident,
injury or breakage to your
teacher.
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Science Laboratory Rules
1. Only enter a lab when told to do so by a teacher. Never rush about or throw things
in the lab. Keep your bench and floor area clear, with bags and coats well out of the
way.
2. Follow instructions precisely; check bottle labels carefully and keep tops on
bottles except when pouring liquids from them; only touch or use equipment and
materials when told to do so by a teacher; never remove anything from the lab
without permission.
3. Wear eye protection when told to do so and keep it on from the very start until all
practical work is finished and cleared away.
4. When using naked flames (eg, Bunsen or spirit burners or candles), make sure that
ties, hair, baggy clothing etc are tied back or tucked away.
5. Always stand up when working with hazardous substances or when heating things
so you can quickly move out of the way if you need to.
6. Never taste anything or put anything in your mouth in the laboratory. If you get
something in your mouth, spit it out at once and wash your mouth out with lots of
water. Tell your teacher.
7. Always wash your hands carefully after handling chemicals, microbes or animal
and plant material.
8. If you are burnt or a chemical splashes on your skin, wash the affected part at once
with lots of water. Tell your teacher.
9. Never put waste solids in the sink. Put them in the bin unless your teacher instructs
you otherwise.
10. Wipe up all small spills and report bigger ones to your teacher.
Rules for Working in Design & Technology Rooms
1. Only enter a D&T room when told to do so by a teacher.
2. Keep your work area and floor area clear, with bags and coats well out of the way.
Never move or remove anything from any D&T room without permission.
3. Never throw things in a technology workshop and never shout at or distract other
students in anyway.
4. Follow all instructions precisely; only touch or use tools, equipment, machines and
materials after you have been shown what to do by your teacher and are confident
that you can do so safely. If you are at all unsure about using any equipment ask
your teacher for help.
5. Wear eye protection and other Personal Protective Equipment (PPE) when told to
do so and keep it on until you have finished the task. Make sure all machine guards
are in place (closed).
6. When using machines or naked flames (eg, gas torches in workshops), make sure
that ties, hair, baggy clothing etc are tied back or tucked away. If at any time you
feel unsafe or see anybody else in a dangerous situation use the nearest emergency
stop button.
7. Always stand up when doing practical work in workshops so you can quickly move
out of the way if a dangerous situation occurs.
8. If you get scalded or burnt, run the affected area at once under lots of cold water
and report the incident to your teacher. Report any cuts or abrasions.
9. Report all spillages of any substance to your teacher.
10. Always wash your hands carefully at the end of lessons in all technology areas.
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Rules for Working in PE Rooms
1. Only enter a room when told to do so by a teacher. Never rush about or throw
things in a PE room. Keep your changing room floor area clear, with bags and
uniforms well out of the way. Never remove anything from any PE room without
permission.
2. Follow instructions precisely; only touch or use equipment or machines when told
to do so by a teacher, if you are at all unsure about using any equipment ask your
teacher for help.
3. Wear the correct footwear when told to do so and keep it on until you have finished
in that area.
4. Never use any cardio/weight room equipment without first completing the
induction delivered by your teacher.
5. Always wear the safety clip when on the treadmill.
6. Never try to lift any equipment unless you have been shown how to lift by your
teacher.
7. Never try to assemble equipment (eg. trampoline, table tennis table) without
being instructed by your teacher.
8. Report all cuts, grazes, sprains, etc, to your teacher.
Declaration: I have read, understood and agree to the following policies: College
Code of Conduct, Uniform code, Attendance Policy, Computer network acceptable use
policy, Health and Safety agreement, Science Lab rules, Rules for working in Design and
Technology rooms and Rules for working in PE rooms.

____________________________________ __________________________________
Parent signature				Student signature

____________________________
Date
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Character in the Classroom
A key aspect of students building character is trying your personal best in the
classroom. Trying your personal best is both honouring to your teachers who
prepare, teach and mark for your benefit, but also a good thing in and of itself. By
trying your personal best in the classroom, you are taking responsibility for your
learning, recognising that without working hard and challenging yourself in lessons,
academic success cannot be sustained.
Building character in the classroom, trying your personal best, is far more than just
completing the class and homework that your teacher sets, important though those
things are. It also means behaving in an appropriate way at all times, so that others
can learn without distraction. It means looking out for those students who might
find aspects of the work difficult and helping them to achieve. It means ensuring you
are organised for your lesson. It means being obedient to the teacher and treating
other students with the upmost respect and dignity at all times. It means doing hard
things in a classroom context, which could involve volunteering an answer during a
class discussion, when you are not completely sure you are correct, or taking the lead
when working in a group.
Students who build character in the classroom via all these ways will achieve their
personal best academically, and will grow in to young men and women of character
who are ready to take on the challenges of the world beyond Emmanuel College.
Emmanuel College calls character in the classroom Responsibility for Learning, or
RFL.
The Responsiblity for Learning grid (see p24) explains in more detail how you build
character in the classroom and will enable you to see in what areas you could improve
your Responsibility for Learning.
Three times a year, your teachers will grade your RFL in their lessons.
Students who need support and guidance in improving their RFL are placed on RFL
Support, the details of which laid out in more detail in the Behaviour and Discipline
policy.
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Responsible Learners

Enthusiasm

Attitude

Risk Taking

Serving
others

Enquiring

Engagement

Listening

Expressing

Time
management

Organisation

Team work

’Self-starter’

Excellent

Good

Less than
Satisfactory

Serious
Cause for
Concern

1

2

3

4

I love to
discover new
things, so my
work often goes
beyond what
the teacher
expects.

I like to do a good
job, especially
when I know my
teacher is going to
check my work.

Sometimes it
takes me a while
to get going with
my work and I
need the teacher
to push me.

When I find it
hard to get on
with my work, I
can’t be bothered
and give up.

I am always
prepared to try
out demanding
tasks or skills
and don’t mind
if I get it wrong
at first.

I will try
demanding tasks
and skills when
there is a good
chance of success.

I need to be
confident
before trying
demanding
tasks.
I might give up if
I find something
difficult.

I don’t like
making mistakes,
so unless it’s easy
I make excuses to
get out of work.

I can see others’
needs and will
meet them
instinctively.

I volunteer to do
things without
being asked.

I don’t volunteer
my help and
will only do
something if
asked.

I expect others to
help me and do
things for me in
class.

I always ask my
teacher and
other students
questions
because I want
to learn more.

I ask questions of
my teacher and
other students
when I have a
query or need
help.

I am reluctant to
ask questions in
class, even if I am
finding the work
difficult.

I don’t ask
questions in
class, even when
I am stuck,
because the work
doesn’t interest
me.

I enjoy hearing
what others
have to say, and
they can tell I
value their view.

I listen carefully to
the teacher and
other students.

I sometimes lose
focus and stop
listening to the
teacher or other
students.

I find it hard to
listen to what
my teacher or
other students
are saying and
interrupt a lot.

I am able to
think for myself,
and I express
myself clearly
and creatively.

I am able to think
for myself and let
others know my
views.

I write down
what the teacher
says but rarely
express my own
thoughts.

I expect the
teacher to tell me
what to think, say
and write.

I always meet
deadlines and
plan ahead
without the
need for
reminders.

I am able to
meet deadlines
and organise my
workload well
with
few reminders.

Sometimes I
leave things until
the last minute
and struggle to
meet deadlines
even though
I have been
reminded.

I often miss
deadlines and
would not
get the work
done without
detentions.

I am able to
bring out the
best in others
when I work in
a team.

Teams I am in do
well because
I work hard at
doing what I am
good at.

When I am in
a team, I leave
others to do the
work.

To be honest,
the team would
get more done
without me!

I complete tasks
without fuss,
and seek out
advice on how
to achieve my
personal best.

I get on with my
work without
having to be
told twice, and I
pay attention to
feedback in order
to improve.

I need a
reminder
to get on with
my work and
don’t listen
to the
feedback given
to me.

I often need
the teacher or
others to stop
me wasting my
time and other
people’s.
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Notes
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Notes
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