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Lanyards
Staff Lanyards (Red)
These are worn by academy 
staff. All staff are safeguarding 
trained and can provide help 
and support

Sixth Form Lanyards 
(Various Colours)
These are worn by all of our 
Sixth Form students

Green Lanyards 
These people are free to move 
around the site on their own 
without a member of academy 
staff with them

Yellow Lanyards 
These people must be with a 
member of academy staff at 
all time when they are on the 
school site
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Vision for the future of KES Academy: 
How to secure the future

TRANSFORM 
The highest standards of behaviour are expected in classrooms 
and around our school - the ethos is there for all to see and feel

ASPIRE 
We teach a challenging curriculum that stresses the importance of 
powerful knowledge, where all students’ needs are catered for

MOTIVATE 
Students want to come to school; attendance is high. 
Safeguarding becomes part of the culture of the academy

EMPOWER 
Our students are resilient, confident and demonstrate growth 
mindsets - they are respectful, active citizens

As adults who work at King Edward VII Academy, we are all responsible 
for the future success of all the students who have chosen to be educated 
here. They will acquire the knowledge they need to progress through the 
key milestones in our education system and embark on careers of their 
choosing.

As well as knowledge, we must also educate them the ‘cultural capital’ 
that they need to become the future citizens of their community so that 
they can become adults who will champion change in society, guided by a 
strong sense of discipline and moral purpose.

The culture in which students will be immersed at King Edward VII 
Academy is determined by the adults who work here. It is everyone’s 
responsibility to work consistently to implement the shared culture and 
ethos of the academy.

“A teacher affects eternity; he can never tell where his 
influence stops.” Henry B Adams
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Managing student behaviour
“All adults at the academy are responsible for  

managing pupil behaviour“
Children are still learning how 
to behave and, as adults, we are 
responsible for teaching them 
how to do this. When students do 
not follow our expectations, it is 
everyone’s responsibility to address 
this. 

If you ask a student to do 
something, they should do it 
without argument; if they don’t, 
then you must make sure you 
follow this up. Poor behaviour 
should be logged on SIMs and will 
be picked up and sanctioned with 
the centralised detention system.  

This is to ensure sanctions are 
applied effectively and consistently. 
It does not make the behaviour 
demonstrated to you someone 
else’s problem. 

It does not prevent you seeking 
out the pupil again to ensure they 
are aware they will be sanctioned 
and do not want a repeat of the 
behaviour. Students benefit from 
knowing we will sweat the small 
stuff and we will follow things up. 
Similarly, if a student is removed 
from your lesson, you are expected 
to follow this up with a phone call 
to the parent within 48 hours to 
give further detail of the incident. 
This should be recorded via the 
communication log on SIMS.

Students need to know what 
you expect of them and your 
expectations should be high. 
Students should respond to all staff 
members in the same way as if the 
principal had asked them. 
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Relationships
“Take the approach of  

‘friendly but not friends’“
Getting to know students at the 
academy is a vital part of your 
job. Building strong relationships 
means pupils trust you with their 
education.

Students should always refer to 
you by your surname and Sir/Miss 
and ensure they know where the 
boundaries in the student/teacher 
relationship are. Learn about your 
students but ensure they know that 
your priority is their education and 
safety. 

Don’t overlook rewarding positive 
behaviour because ‘they are just 
doing what they are supposed to 
be doing’. This is the behaviour 
we want and we should reward this 
by focusing on the vast majority 
of students who do their very best 
every day.

Rewards from staff will focus on 
academic progress, homework,  
effort and community. Each of 
these will be worth 1 point. These 
points will be added together on 
a weekly basis and converted to 
house points. These tallies will be 
communicated via assemblies each 
week and feed into the rewards 
given to the individual houses. 

The student voice will dictate 
the reward for the house on a 
termly/annual basis. Tutors will be 
shown how to access information 
for individuals and once a week 
discuss these achievements with 
pupils. Each term students will 
be acknowledged for having the 
highest amount of achievement 
points. Students who demonstrate 
an exemplary behaviour log will be 
treated to rewards days; again, the 
student voice will be consulted.

Emotional currency is a bank 
we should all invest in, ready 
for the day you need to make a 
withdrawal. A conversation in the 
corridor, a postcard or phone call 
home, a well-done message in a 
book - these are all stored up for 
the day you need to have a less 
positive conversation with a child. 

Building relationships is an intrinsic 
part of our behaviour management 
strategies. Students respond best 
to teachers they feel they have 
a relationship with, so it is in our 
interest to build these. 
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SLANT and STEPS
Why do we use SLANT at King Edward VII Academy?
The number one purpose of school is to learn. We learn more in calm, 
orderly classrooms where the teacher can teach and pupils can learn 
without disruption or interruption. We also learn more when we know 
what the routines and expectations are, and they are the same with every 
teacher and in every classroom. This means we can focus on learning 
what is being taught, rather than having to remember the routines and 
expectations, because they are the same everywhere. 

Sit up straight with nothing in your hands

Listen carefully

Ask and answer questions

Never interrupt

Track the teacher

S
L
A
N
T
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Why do we use STEPS at King Edward VII Academy?
Another purpose of school is to prepare students for adult life and the 
world of work. They will not just rely on qualifications in the future, but also 
having good manners and well-developed social skills. Being polite and 
considerate of others is a vital part of preparing them for getting on well 
with others at college, university and work.

Sir or Miss (The KES full stop)

Thanks/Thank you

Excuse Me

Please

Smile

S
T
E
P
S

Consistency
“It doesn’t matter what we do, 

it matters that we all do it“
If you allow students to listen to 
music on headphones, then the 
next member of staff who tries 
to confiscate them will seem 
unreasonable. Students will be 
confused about why this is a rule 
in one classroom and not another. 
They will challenge the teacher who 
upholds the academy expectations. 

Being inconsistent undermines our 
systems and shows students that 
some adults do not care as much 

as others. This in turn creates a 
perception that some adults are 
more important than others. 

If you do not follow SLANT and 
STEPs because you think you don’t 
need to, pupils become unsure 
of the rules. Remember they will 
be very quick to find gaps in our 
practice! We need consistency in 
everything we do to support our 
pupils and each other.
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Lesson removal
“We do not tolerate disruption to learning“

When a student is disrupting the 
learning of others, and will not 
correct their behaviour despite 
a warning, then they must be 
removed from the lesson to 
allow learning to continue and 
to minimise the impact they are 
having on the education of others. 
A positive reminder should be a 
pupil’s first warning. This may take 
the form of a verbal or non-verbal 
cue to follow instructions and to 
SLANT. If a pupil continues to 
disrupt a warning should be given 
and their name should be recorded 
on the board. 

You should say, “I am giving you a 
warning for talking. If you continue 
you will be removed from the 
lesson.” Often a quiet word at 
this point restores the relationship 
enough to prevent any further poor 
behaviour.

If the pupil causes further 
disruption, the on-call member of 
staff should be requested and the 
pupil will be removed to the lesson 
remove area. They will receive a 
15-minute detention which will 
be communicated via text, but it 
is your responsibility to contact 
parents to contextualise the issue.

We will always support teachers in 
implementing high standards.

Corridor behaviour
We expect staff to be at classroom 
doors at the start of lessons to 
greet students and to ensure calm 
corridor behaviour. Students should 
be dismissed from a lesson in an 
orderly fashion and should proceed 
to their next lesson quietly and 
calmly. 

Students walk on the left-hand side 
in single file. Staff should remind 
students using the phrase “left for 
learning, please.”

Coats should be off inside the 
building and either carried or inside 
bags. Students should be wearing 
blazers as they walk between 
lessons. 

When students arrive at the next 
lesson they should be greeted by 
the teacher before entering the 
classroom in silence. 

All staff should be at classroom 
doors or in corridors at lesson 
changeover to ensure a calm and 
orderly changeover. 
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At the beginning of the day
Key Stage 3
• Please ensure that you are prompt to the MUGA in the morning.

• Your form should be lined up in alphabetical order

• Please ensure that uniform is checked and is in perfect order

• Do not leave the MUGA until all students in your form are silent

• Leave through the appointed gates and ensure that all forms are in 
single file

• When you arrive at your form base, all students should stand behind 
their chairs in silence

• An equipment check should be conducted before they are invited to 
sit down and recorded on SIMS. Essential equipment is a pen, pencil, 
ruler, eraser and bag - no other staff member should add this to SIMS 

• All tutor groups should be following their activities for that day

• All groups should leave in full uniform, in an orderly fashion, ready to 
start their first lesson

Key Stage 4
• Please ensure that you are prompt to the Sports Hall in the morning.

• Your form should be lined up in alphabetical order

• Please ensure that uniform is checked and is in perfect order

• Do not leave the MUGA until all students in your form are silent

• Leave through the appointed gates and ensure that all forms are in 
single file

• When you arrive at your form base, all students should stand behind 
their chairs in silence

• An equipment check should be conducted before they are invited to 
sit down and recorded on SIMS. Essential equipment is a pen, pencil, 
ruler, eraser and bag - no other staff member should add this to SIMS 

• All tutor groups should be following their activities for that day

• All groups should leave in full uniform, in an orderly fashion, ready to 
start their first lesson
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Social time
The Key Stage 3 social area is in 
front of the school ONLY. Toilets 
to be used are in A Block. NO 
student in Key Stage 3 should be 
on the back drive during social 
time unless in possession of a 
club pass, applied for at the Key 
Stage Admin Office. These will be 
given for half-termly periods and 
changed each half term to ensure 
that they are not abused. Removal 
of this privilege will be used if poor 
behaviour is demonstrated. 

All staff running clubs must ensure 
that times and days are well 
publicised. The canteen will only be 
available to Key Stage 3 students 
at break and lunch. Students must 
queue and enter in single file, 
before either sitting or leaving.

The Key Stage 4 social area will 
be in the centre, and between 
the centre and G Block. Students 
will enter and queue in single file 
before either taking a seat in the 
centre or the outside area between 
the centre and G block. Toilets 
to be used are in G Block. NO 
student in Key Stage 4 should be 
on the back drive during social 
time unless in possession of a 
club pass, applied for at the Key 
Stage Admin Office. These will be 
given for half-termly periods and 
changed each half term to ensure 
that they are not abused. Removal 
of this privilege will be used if poor 
behaviour is demonstrated. 

All staff running clubs must ensure 
that times and days are well 
publicised.

For safeguarding purposes, students are not allowed in any teaching 
block or classroom without a club pass. Staff should place this behaviour 
on SIMS as poor behavior in social time (time stamp please). At the start 
of social time, staff should ensure that their area is clear and, where 
applicable, locked.
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Duties are an essential part of our role in keeping children safe in school.

• Make sure you are highly visible - if pupils can see you, they feel safer

• Be prompt. Other tasks that may delay you should be left until 
another time - it is important that areas of the academy are not left 
unsupervised 

• Take opportunities to talk to students and build positive relationships

• Be pro-active and vigilant. Pre-empt poor behavior where possible- 
clear litter, challenge boisterous play and challenge swearing or 
shouting

• Do not tolerate any play fighting or physical manhandling - this is how 
accidents happen

• Duty is not social time for staff; it is a time you are keeping pupils safe. 
Do not arrange meetings during this time, but spread out to ensure 
maximum coverage

Duties

Challenging everything
“The standards you walk past  

are the standards you are prepared to accept“
Your jurisdiction doesn’t end when 
you leave your classroom. You have 
as much investment in the culture 
of the academy as anyone and you 
have the same authority as anyone. 

If you see something that doesn’t 
fit our ethos, politely challenge it. 
Where possible, stay and expect 
them to comply with your request.

It doesn’t have to be onerous 
and we do not have to wade in to 
every battle but neither should we 
ignore or condone behaviour that 
isn’t meeting our expectations. 

Simply saying, “you know you 
shouldn’t have your coat on inside 
the building” is enough to show 
students you do not condone it. 

Other positive messages include:

• “Left for learning please”

• “Please walk in single file”

• “Tuck your shirt in on the way, 
please”

• “Excellent uniform today, well 
done”
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The role of the form tutor

Registers
• Return paper register folders 

to the box at the end of every 
tutor session

• Check for any notes in register 
or via SIMS (little red mark)

• Make sure that you take 
registration session on SIMS 
accurately

Attendance
• If students fail to bring a note 

on their immediate return, 
please discuss with the student 
and remind them

• Please sign and date any notes 
and place them in the register

• After 2 consecutive days of 
absence, contact home to ask 
estimated day of return and 
reason for absence (welfare 
call). Please add communication 
to comms log

Equipment Check
• Check that the students in 

your tutor group have the 
appropriate equipment every 
morning using the 3, 2, 1 
instruction and record each 
child on SIMS that is not 
appropriately equipped with a 
pen, pencil, rubber, ruler & bag

Promoting Standards of Uniform
• Check that all students are 

appropriately dressed before 
every tutor session

• Anyone who is not 
appropriately dressed should 
be sent to the IER immediately

• Be aware of makeup, nail 
varnish, piercings and shoes

Punctuality
• If students are late to form 

please right-click on the register 
and place the late in form time 
registration on the AM column

Praise
• Spend some time celebrating 

successes every week 
– celebrate the weekly 
achievement information on 
OneDrive

• Aim to make two positive calls 
home each week and record on 
the SIMS communication log

• Guide students in target setting 
and celebrate achievements 
outside school

A tutor is any member of staff whose subject is the student. Your 
primary responsibility as a tutor is to build positive relationships and to 
model behaviours that promote respect, responsibility and resilience. 
You will follow the time table given and use the resources provided to 
deliver a clear and consistent message on a daily basis.
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Promoting Standards of 
Behaviour
• Ensure that you have checked 

the previous week’s behaviour 
log and challenged any 
students that appear on it.

• Use the time to reinforce 
expectations

Contact With Parents
• Try to aim to contact two 

parents a week via telephone or 
e-mail

• If you can do this over the 
course of the year, it means that 
you will have contacted each 
parent at least twice

Promoting and Supporting Form/
Year/House Group Activities
• Encourage as many as possible 

in your form to get involved in 
the House System

• Pop along to see an event 
yourself - students love to see 
tutors there. All events are now 
on the main calendar

• Become involved with charity 
fundraising 

• Help and assist with group 
extracurricular activities where 
possible

Assemblies/Year Meetings
• Ensure that students move 

promptly and quietly to year 
assembly

• Stay with your tutor group 
throughout assemblies

• Follow-up on the themes that 
have been raised

And try to avoid some of the 
following...
• Becoming too embroiled in 

behaviour problems in specific 
lessons – classroom discipline 
is the responsibility of the 
classroom teacher and the 
relevant HOD. By all means 
advise. Pastoral staff should 
have an objective overview and 
only become heavily involved 
when issues begin to appear in 
more than one subject

• Being late

• Being disorganised

• Being negative

• Being disinterested in your 
tutor students
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Lesson routines
The following routines ensure lessons are able to proceed quickly and that 
no learning time is wasted. 

The beginning of lessons
• Pupils should be greeted at the door. Any uniform issues should be 

addressed before pupils enter

• All pupils stand behind their chairs in silence with their equipment on 
their tables

• Pupils are instructed to sit by the teacher: ‘When I say go I would like 
you to sit down in silence. 3, 2, 1 - go’

• Pupils have their equipment checked by the teacher: ‘When I say go, I 
would like all of the first row to hold up your pens, pencils and rulers. 
3, 2, 1 - go.’ This is then repeated a row at a time

• Any books and resources for the lesson are given to a pupil at the end 
of each row, they are then instructed to take their book/resources and 
to pass along the rest to the pupils in their row in silence: ‘When I say 
go, I would like you to take your book and to pass the rest along in 
silence, as quickly as you can. 3, 2, 1 - go.’ Achievement points may be 
given to those that give out the books quickest and most efficiently

• The register is taken in silence

The end of lessons
• Precise instructions are given to pupils in terms of stopping work and 

packing away: ‘You have one minute to finish what you are writing. I 
will know when you are ready because you will be SLANTing in silence’

• All pupils pass their books and other equipment to the end of the row 
in silence, when instructed to do so: ‘When I say go, I would like you to 
silently pass your books to the end of the row. 3, 2, 1 - go’

• Pupils are then instructed to pack away and stand behind their chairs 
in the same way: ‘When I say go I would like you to pack away and 
stand in silence behind your chairs. 3, 2, 1 - go’

• Pupils are then dismissed a row at a time in silence at the teacher’s 
direction - the teacher then follows the last row out into the corridor 
and takes up position to supervise their departure into the corridor 
and the arrival of the next group
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Cognitive load theory
Dylan Wiliam has described cognitive load theory as ‘the single most 
important thing for teachers to know’. Cognitive load theory uses 
knowledge of the human brain to design teaching strategies that will 
maximise learning. It provides theoretical and empirical support for 
explicit models of instruction, in which teachers show students what 
to do and how to do it, rather than having them discover or construct 
information for themselves. Cognitive load theory is about optimising the 
load on students’ working memories to help maximise their learning.

When planning lessons consider the following:

STRATEGY 1
Tailor lessons according to students’ existing knowledge and skill
‘Element interactivity effect’

STRATEGY 2
Use worked examples to teach students new content or skills  
‘Worked example effect’ 

STRATEGY 3 
Gradually increase independent problem-solving as students become more proficient
‘Expertise reversal effect’ 

STRATEGY 4
Cut out inessential information
‘Redundancy effect’

STRATEGY 5
Present all the essential information together
‘Split-attention effect’

STRATEGY 6
Simplify complex information by presenting it both orally and visually
‘Modality effect’

STRATEGY 7
Encourage students to visualise concepts and procedures that they have learnt 
‘Imagination effect’

15
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Lesson rubric
Lessons should be planned and delivered to the KES 4-part rubric. 

Do Now 
The lesson should start with a ‘Do Now’ task. This should re-engage the 
student in prior learning so students practise retrieval of knowledge. This 
could be a ‘low stakes test’ or a revisit of a key concept from a previous 
lesson.

e.g. write 3 examples of..../define these words/why is this not correct

I Do 
The teacher delivers the powerful knowledge needed for the lesson. This 
may take the form of questions, modelling, guided reading, etc.

You Do 
Students apply their knowledge to the task set - this should regularly 
include extended writing opportunities

Check 
Teachers check students understanding of the new knowledge

Questions you should be able to answer regarding 
your lesson/curriculum
• Why are you teaching this particular lesson? Why did you choose this 

work for pupils to do?

• How has the class reached this point in their learning? 

• Can you tell me what they’ve already been taught?

• After this lesson, what will the children be taught next?

• What will pupils learn next year?

• How do you make sure that your curriculum gives pupils the 
opportunity to revise and repeat previously learned material?

• How and why do you organise and sequence learning (long-term, 
medium-term, weekly and daily) the way you do?

• Tell me about how you identify and address gaps in pupils’ knowledge. 

• How do you help them catch up with their peers?

• How do you ensure that pupils understand and remember the subject 
knowledge/concepts/procedures appropriate for their starting points?

16
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Barak Rosenshine’s principles of instruction
Reviewing Material

Daily review is important in helping to resurface prior learning from the last 
lesson. Let’s not be surprised that students don’t immediately remember 
everything. They won’t! It’s a powerful technique for building fluency and 
confidence and it’s especially important if we’re about to introduce new 
learning - to activate relevant prior learning in working memory.

1. Daily Review                                 10. Weekly and Monthly Review

Questioning

The main message I always stress is summarised in the mantra: ask more 
questions to more students in more depth. Rosenshine gives lots of great 
examples of the types of questions teachers can ask. He also reinforces the 
importance of process questions. We need ask how students worked things 
out, not just get answers. He is also really good on stressing that asking 
questions is about getting feedback to us as teachers about how well we’ve 
taught the material and about the need to check understanding to ensure 
misconceptions are flushed out and tackled.

3. Ask Questions                           6. Check for student understanding

Sequencing Concepts and Modelling

Small steps — with practice at each stage. 
We need to break down our concepts and 
procedures (like multi-stage maths problems 
or writing) into small steps so that each can be 
practised.

Models — including the importance of the 
worked-example effect to reduce cognitive load. 
We need to give many worked examples; too 
often teachers give too few.

2. Present new material using          4. Provide models            8. Provide scaffolds for  
    small steps                                                                                 difficult tasks

Scaffolding is needed to develop expertise — 
a form of mastery coaching, where cognitive 
supports are given — such as how to structure 
extended writing — but they are gradually 
withdrawn. The sequencing is key. Stabilisers on 
a bike are really powerful aids to the learning 
and confidence building — but eventually they 
need to come off.

Stages of Practice

Teachers needs to be up close to students’ 
initial attempts, making sure that they are 
building confidence and not making too many 
errors. This is a common weakness with ‘less 
effective teachers’. Guided practice requires 
close supervision and feedback. High success 
rate - in questioning and practice - is important. 
Rosenshine suggests the optimum is 80%. i.e. 
high! Not 95-100% (too easy). He even suggests 
70% is too low.

5. Guide student practice     7. Obtain a high success rate      9. Independent practice

Independent, monitored practice. Successful 
teachers make time for students to do the 
things they’ve been taught by themselves... 
when they’re ready.“Students need extensive, 
successful, independent practice in order for 
skills and knowledge to become automatic” 

Based on a thematic interpretation for teachers by Tom Sherrington, visualised by Oliver Caviglioli 17
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Literacy - language for learning
All teachers at KES are teachers of literacy:

18
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All teachers are responsible and 
accountable for the progress and 
development of pupils in their 
class (SEND Code of Practice 2015, 
Ofsted Inspection Framework 2019, 
Teacher Standards 2012). 

It is imperative that staff utilise 
the detailed and personalised 
information about students with 
additional barriers to learning. This 
information can be found in SIMs 
and the barriers to learning log. 

Teachers must ensure that they 
understand the range of factors 
which can inhibit students’ ability to 
learn and how know how to adapt 
their teaching to enable effective 
teaching (DfE Teacher Standards, 
2012). 

Ensuring high expectations for students with special 
educational needs and additional barriers to learning

The teacher file
Teacher files must include 
current class context information, 
including: 

• Prior attainment

• Current attendance

• Current CAG

• Reading comprehension score 
and age

• Average CAG for year group 
and subject area

• SEND needs and strategies

• EAL barriers

• Disadvantaged barriers and 
strategies

• Looked after barriers and 
strategies

• Medical needs information, 
including care plans and 
associated action

• Risk management plans

Teachers must record their planned 
actions here to accelerate the 
progress of all students in their 
class. These must be updated in 
response to data drops, lesson 
removes and at any other time 
when academic progress may be 
compromised without remedial 
action by the classroom teacher.

SEND
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Quality First Teaching
Good practice for students with 
SEND is good practice for all. The 
following approaches support all 
students. 

• Make sure you know the level of 
difficulty of the texts you use in 
lesson

• Emphasise key vocabulary when 
speaking – explain what the 
terms mean and models ways 
of using them

• Demystify subject specific and 
academic vocabulary – explore 
words in more detail

• Break instructions down into 
manageable chunks and 
provide in sequence

• Use signal words to alert 
students to what is required, 
e.g. there are three things you 
need to remember

• Repeat sequences often

• Explicit links to prior and/or 
cross-curricular learning

• Check understanding by 
specific questioning – if a 
learner has not ‘got’ what is 
required of them in class, they 
will not be able to get on with 
their work

• Allow alternative ways to 
demonstrate understanding 
e.g. diagrams or mind maps

• Provide – and teach use of – 
range of writing frames to aid 
organisation of written work

• Allow students ‘think time’ to 
process what you say – you will 
get better responses (at least 3 
seconds)

• Allow response time so 
students can formulate their 
answer; e.g. at the beginning 
of a learning point let students 
know what questions you 
want them to answer at the 
end. Some students need a 
long time to formulate spoken 
answers

• A student with a weak working 
memory needs to have as much 
free ‘headspace’ as possible 
to perform – don’t talk to them 
when they are working

• Be aware of your talking speed 
- you may need to slow down

• Use of font size 12-14pt with 1.5 
line spacing makes text easier 
to process

• Check in with students who 
struggle emotionally – support 
them to identify their strengths

• Be quick to praise students 
when they are doing the right 
thing

• Use a student’s name to 
ensure you have their attention 
when giving individualised 
instructions

• Be mindful of the use of non-
literal language

• Maintain clear routines and 
consistent approaches to 
support those who struggle 
with changes in routine
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Identification
• Teaching staff identify an underachieving student in their subject area

• Teacher speaks with the student and contacts home to identify the 
most appropriate adjustments to teaching to action

Response 
• Adjustment to teaching approaches in response to identified 

weakness/es

• Implement subject-specific support within your lesson

• If, despite targeted teaching and the use of formative and summative 
assessment, little or no impact is seen, the Head of Department will 
offer suggestions to improve progress

Alert 
• If, despite two waves of targeted teaching and the use of formative 

and summative assessment, little or no impact is seen the teacher then 
completes the barriers to learning alert form

• Head of Department offers further subject-specific guidance for class 
teacher and shares barriers to learning alert form with SENCo and 
Assistant Principal

Identifying students with SEND

Staff marksheets in SIMs highlight students with medical conditions. It is 
essential that you are aware of students with medical needs in your classes 
and associated actions.

Please ensure copies of care plans and risk management plans are 
attached to your class context information.

Supporting students with medical conditions
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The teacher file
It is vital that teachers know their classes well so that appropriate learning 
activities can be planned effectively. Teaching staff at KES are expected to 
hold a file in which information about their classes is held. 

This is the teacher file. In this document, for each class, should be the 
following:

• Class Photo sheet

• Class list with SEND/HAP/MAP/LAP/Reading Age/PP/KS2 information

• Annotated seating plan

• Record of any centrally identified strategies for particular students, e.g. 
those with SEND, and your strategies within your subject lessons for 
these students.

• Achievement records

• Record of any academic or behaviour interventions you have 
completed

• This file should be available in your classroom during the school day, 
but stored securely at other times, due to the confidential nature of 
the material within it
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First aid
For urgent first aid, call for a first 
aider within your block or area (or 
a neighbouring one). Then call for 
first aid support via radio/on call/
reception.

For non-urgent first aid, send 
student to non-teaching first aiders 
for your area or B9. Students 
should be accompanied when 
moving around the site, if there is a 
risk of further injury. 

Always record any first aid or 
incident/near miss using the form 
on your desktop.

First aid is for first response or 
triage for injury/accident/medical 
condition – do not send students 
to first aid for headaches, sickness 
and other minor ailments. Students 
should go to Key Stage offices or 
B9 at break or lunchtime.

Leading by example
“In our personal presentation, in the way we talk to children 
and in our own manners, we demonstrate the behaviour and 

language we want to see from them“
• Staff dress should be formal

• Be on time for all lessons and 
duties to model the importance 
of timekeeping and to show 
you care

• Take time to talk to students 
and build emotional currency.

• Model politeness and respect 
in your interactions

• Always speak to colleagues 
and students with the upmost 
respect, no matter how stressful 
the situation

• We are a team and must never 
undermine each other, or the 
academy systems. When we 
show we are united students 
feel safe and secure - they trust 
us equally
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Safeguarding

CPOMS
We use an online system called CPOMs is used to record, track and 
analyse safeguarding concerns. Staff have secure access that enables 
them to raise any concerns regarding a child. No concern is too small - it 
often provides the safeguarding team with the missing piece of the puzzle 
that enables the child to get the help they need.

Adding an incident 
To add a new incident to the system click on the ‘Add Incident’ link at the 
top of your screen:

This will take you to the incident page where you can proceed to fill in all 
the required information:

Firstly select the child to whom you want to add the incident, begin typing 
the name in the student box at the top of the page. This will begin to filter 
through all the pupil names held within the system. 

All those who come into contact with young people through their 
everyday work, whether paid or voluntary, have a duty to safeguard and 
promote the welfare of young people.
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Once you have selected a name, the box will turn grey. If you have 
selected the wrong name click the red ‘X’ delete button to choose an 
alternative.

Fill in the incident text box with all of the details about the incident which 
you are adding. This is a free text box so you can add as much or as little 
as needed. Be careful to be accurate and specific.

N.B. When inputting any linked student names into the incident text box, 
please ensure that you spell their name correctly. This ensures that if you 
do need to use the ‘Hide Names’ feature in the future, their name will be 
detected and blanked out. If the student is not linked in to the incident, 
we recommend using their initials as they will not automatically be picked 
up by the ‘Hide Names’ feature.

After you have filled in all of the details of the incident you need to select 
“cause for concern” only, as the category to assign the incident to. You 
can then choose to link in other students if more than one is involved in 
a particular incident. This will copy the incident to all pupils selected. You 
can also click to monitor the linked student under the same category, if 
necessary, and also share any documents attached to the incident.

The ‘body map’ feature allows you to apply numbered markers to a body 
map image to support your incident text.

Following this you can select a time and date. These will both default to 
the current time and date you are adding the incident, however if you wish 
to change it to when the incident actually occurred you can do so here.
You must select the “DSL group” at this point.
If you would like to attach a document to support the incident e.g. a 
social services letter, previous school case notes, or meeting minutes etc. 
you can do so at this point. Simply click to browse and find the relevant 
document on your computer and add as you would an email attachment, 
or drag a file from one of your folders to upload.

Next, you can add any agency names to the incident to make others aware 
of which agencies are involved with this pupil.Once all the above has been 
done, you must select the ‘Add Incident’ button to submit. This will then 
send out email alerts to all of the selected staff members telling them that 
they need to log in to CPOMS to look at a newly added incident.
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What should I do if a student discloses they are being harmed?
Although the likelihood is small, it is important to know what to do in such 
an eventuality:

• listen to what is being said without displaying shock or disbelief; 
accept what is being said

• allow the student to talk freely

• reassure the student, but do not make promises that you might not be 
able to keep

• do not promise confidentiality, but explain to the student that you 
have to tell the DSL, or member of the safeguarding team, in order 
that they can help them

• do not interrogate the student, or ask leading questions

• reassure the student that it is not their fault

• stress that it was the right thing to tell

• listen, rather than ask direct questions

• do not criticise the alleged perpetrator

How do I ensure that behaviour is always appropriate?
• Maintain a professional approach towards students wherever and 

whenever you are in contact with them - avoid touching students

• Contact outside school should be kept to a minimum and any email 
contact regarding academic work must only be through work/school 
email accounts. Staff should avoid using the same social venues as 
students

• Facebook, Twitter, Instagram and other social networking sites; as a 
professional who works with young people, you need to take extra 
care to ensure that you don’t inadvertently make your personal 
information available to the young people, or parents of the young 
people, you work with. This could leave you open to false allegations, 
misinterpretation, or the possibility of cyberbullying. Social media 
contact with students is forbidden for staff

• Avoid as far as possible, being alone and isolated with a student. If you 
are working with a student on their own, always ensure that the door is 
left open or that you are visible to others. It is inappropriate for staff or 
volunteers to give students lifts in their cars
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Gaywood Road, King’s Lynn, Norfolk, PE30 2QB
Telephone: 01553 773 606
Email: office@kesacademy.co.uk
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