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Greenhead College

Student Re-engagement Policy and Procedure

Introduction

Greenhead College expects high standards of student behaviour and commitment which are
set out in the Student Code of Conduct (see Appendix 4).

The ethos of the College is centred on the following key purpose and principles:
Purpose:

¢ Be exceptional.
Principles:

o Every person matters

o Create a safe space to grow and flourish
¢ Be the best you can be

e Pursue excellence.

When students are unable to meet the requirements they have agreed to, the College will work
to re-engage them through positive encouragement and manageable target setting. This is in
line with the College’s purpose and principles, above.

If a student is unable to participate fully and satisfactorily in their academic studies as a result of
a new or recurring disability, illness, mental health condition, or well-being then the Support to
Study Policy should be followed.

Please note that Greenhead College is not a distance learning institution and, as such, does not
offer any online teaching provision for students.

In circumstances where the student has not responded to attempts to re-engage them, the
following procedure will be implemented:

Initial Teacher intervention process

Where there is a concern with a student such as attendance, punctuality, behaviour, attitude to
learning or work completion in a particular subject, the matter should be dealt with by the teacher.
This will initially involve revisiting CEDAR to check student flags that could relate to existing
SEND needs which may be affecting student engagement and have implications for learning,
teaching and assessment. This will also involve positively discussing the concerns with the
student. Some informal target setting and guidance on how to achieve targets and, where
necessary, attendance at any available help sessions.

The Teacher’s Head of Department’ (HoD, HoS or 2™ in Department) will become involved if the
issue does not get resolved. Actions involving the HoD may encompass positively discussing
the ongoing concerns with the student, and some further target setting. It is not necessary for
the HoD to get involved in every student issue. Teachers may wish to make their HoD aware of

L All future references to Head of Department include HoS and 2" in department.



a problem affecting a student. Consideration of individual student cases and supporting the
student to make progress is crucial.

The most relevant and important interventions by teachers / HoD must be recorded on the
pastoral log on Cedar, so that all relevant staff can see what specific actions have been taken
and what specifically the student has been directed to improve on. In particular, the Personal
Tutor will need to see what interventions have occurred and if there are issues in more than one
subject.

Where interventions have been successful, consider a student commendation to recognise
the improvement and to increase student motivation.

If after two or three interventions over 15 college days the Teacher (and, if applicable, the
HoD) is unable to re-engage the student, they will contact the student’s Personal Tutor.

Stage 1 — Tutor intervention

The Personal Tutor will discuss the continued concerns(s) with the student. The Personal Tutor
will hold a meeting with the student, record details on CEDAR and place them on a Stage 1
contract, setting objectives to meet over a further 15 college days, e.g. improving attendance,
attitude to learning, effort levels, grades etc. The Personal Tutor may also record any
safeguarding concerns on CPOMS. It will also be beneficial at this stage for the Personal Tutor
to signpost the student to other areas of the College for support, e.g. Careers staff, Mood
Masters, Academic skills, Additional Learning Support staff (for those students with SEND
needs), College Counsellor, Safeguarding Coordinator, etc.

Parents/carers will be notified in Stage 1. If there are no signs of re-engagement after the further
15 college days, the decision to progress to stage 2 will be made by a Student Support & Welfare
Lead (SSWL), Assistant Principal or the Vice Principal.

Stage 2 — Student Support & Welfare Lead / Assistant Principal (AP) SS&W Intervention

Like previous stages, this part of the process should be flexible enough to take into account
individual student cases and what is right for the student.

The Personal Tutor will invite the student to attend a meeting with the SSWL / AP SS&W. The
meeting will clearly set out the requirements for re-engaging the student within 15 college days
and any support that the College will provide for the student.

The Assistant Principals and the Vice Principal will be made aware of any student on a Stage 2
contract. Further relevant and important interventions by staff members should be recorded on
the pastoral log (and, if applicable, CPOMS) so that all relevant staff can see what action has
been taken.

The outcome of the meeting, including a copy of the contract, should be set out in an email, or
telephone call to parents/carers by the Personal Tutor.

If the student has not been fully re-engaged in their studies within the agreed 15 days or the
contract has been broken again, the SSWL, Assistant Principal or Vice Principal may decide to
continue with the Stage 2 contract or invite the student and their parents/carers to attend a Stage
3 Final contract meeting.



Stage 3 - Final Contract
Like the previous stages, this part of the process should be flexible enough to take into account
individual student circumstances and what is right for the student.

At a Stage 3 meeting, a member of the College Leadership Team (CLT) (but not the Principal)
will be present. This will usually be an Assistant Principal or the Vice Principal. Parents/carers
will also be invited to attend this meeting.

At this meeting, the Assistant Principal or Vice Principal will present the circumstances which
have led to Stage 3 Final contract of the College’s Student Re-engagement Procedure. The
student and the parents/carers will then be able to present their view of the issues involved. The
member of CLT will decide if any further action is required.

The meeting will clearly set out the requirements for re-engaging the student within 15 college
days and any support that the College will provide for the student. As part of CLT intervention,
in some cases the Assistant Principal or Vice Principal may set the requirements for re-engaging
beyond 15 college days.

However, the member of CLT also has the authority to take appropriate action including
permanent withdrawal of the student from the College. This action may be taken at the Stage 3
meeting itself or at a review meeting (or meetings) of Stage 3 after a given period of time.

It should be repeated that the aim of this procedure is to re-engage the students by valuing
their potential in line with the purpose and principles of the College. In short, withdrawal
of a student from College will be avoided if at all possible and would only be taken if it
was felt that all other options taken by the College to re-engage them had failed.

At every stage, all interventions by staff members should be recorded on the Cedar pastoral log
(and, if applicable, CPOMS) so that the relevant staff can see what action has been taken. The
Principal will also be notified of any action taken in Stage 3. It should also be noted that very
few students in College would reach Stage 3 of the procedure.

The outcome of the meeting(s), including a copy of the contract, should be set out in a letter/email

to parents/carers. If withdrawal from College is the outcome of a meeting, the letter/email will
also set out the process for an Appeal.

Appendix 1: Flow chart for Stages

Initial Teacher intervention Process

Teacher intervention with student, targets / actions
set, CEDAR updated.

—_

!

No re-engagement?

U

If applicable, the HoD* speaks to the student,
further intervention, targets / actions set, CEDAR
updated and CPOMS where necessary.

Student re-engaged in their studies

Student re-engaged in their studies

4

After 2 or 3 interventions across two or more
subjects and a period of 15 college days:

No re-engagement? CEDAR updated.
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Stage 1 — Tutor Intervention

I:> Student re-engaged in their studies

Personal Tutor intervention with targets set and

parents / carers notified: CEDAR updated and

CPOMS if appropriate.

After targets set and a period of 15 college days:
No re-engagement? CEDAR updated.

Proceed to Stage 2. SSWL Intervention

U

Stage 2 SSWL / AP SS&W intervention

Meeting arranged with student, Personal Tutor and
|:> Student re-engaged in their studies

SSWL / AP SS&W

Stage 2 contract — parents/carers notified and
CEDAR updated and CPOMS if appropriate.

U

Requirements & revised targets not met or
improved within 15 college days?

4

Update CEDAR and either continue with Stage 2
for a further specified time not exceeding 15
college days or proceed to Stage 3 if no

improvement

Stage 3 Final Contract

Meeting arranged with student, parents/carers,
Personal Tutor or SSWL and member

of the College Leadership Team

Decision made by member of CLT

as to appropriate action.

CEDAR updated and CPOMS if appropriate.

1. If a student and/or parent/carer do not accept withdrawal from College as the outcome of
Stage 3, they must write to the Principal (or their nominee) setting out the grounds for
their appeal within five working days of receipt of the letter/email from the member of

CLT.



2. The grounds for an appeal would be that the decision to withdraw the student was
unreasonable because:

i) there was procedural irregularity in the application of this policy or
i) new material evidence has come to light which was not previously reasonably
available, and which would have a bearing on the decision made at the hearing

In the absence of any specific grounds, the appeal will not be considered.

3. Any appeal that meets the appeal criteria set out above will be considered by the Principal
(or their nominee). The appeal will be determined on the basis of a review of the decision
and the related documentation.

4. Where the College conducts the appeal, the student and/or parent/carer will be notified
of this within ten working days of the request for an appeal being received or as soon as
practicable thereafter. The student and/ or parent/ carer will be notified of the date that
the appeal will be considered.

5. The student and/ or parent/ carer will be informed of the outcome of the appeal and the
reasons for it, normally within five working days of the appeal being considered. This will
mark the final stage of the college’s disciplinary procedure. The decision of the Principal
will be final.

Appendix 2: Note on emergency action

In some cases, it may be necessary to move to Stages 2 or 3 straightaway, depending on
whether the severity of the issue warrants the involvement of a senior member of staff.

In some cases, it may be necessary to suspend a student from College pending an investigation.
Only a member of CLT has the authority to issue such a suspension. Such an action will usually
be taken when it is needed to protect students, staff or College property. However, the exact
nature of the suspension is at the discretion of the senior member of staff. If such an action is
taken they must immediately contact parents/carers and write to the student and parents/carers
(usually by email) detailing the reasons for suspension and setting out a meeting as described
in Stage 3. In this situation, the senior member of staff will present the case for further action
rather than a Personal Tutor. This will alter the composition of an Appeals Panel if the Principal
has been involved in the emergency action. Where a student is suspended from College pending
an investigation, the College will continue to complete the investigation as early as possible and
within five working days.

Suspension when a student may pose a safeguarding risk

A student may also be suspended, without prejudice, following:
e acrime incident
e a high risk incident

e areport that increases the risk to the student or the College community

e behaviours that oppose the College ethos or



e behaviours that bring the College into disrepute.

This is not an exhaustive list. The decision to suspend will be considered on an individual basis
after assessing potential risk and is to protect the student and the College community. Wherever
possible, the student will be supported to continue their programme of study at home until a
decision is made. The College reserves the right to refuse reinstatement to College if the risk is
assessed as too high or unmanageable.

Appendix 3: Note on progression from year one to year two

Where there are attendance, behaviour or academic concerns staff will attempt to re-engage
the student through monitoring, target setting and in some cases through the stages outlined
above. However, at the end of the student’s first year, the College reserves the right to modify
a student’s study programme, timetable and or decline progression to year two. If a study
programme and or timetable is changed a series of supportive measures will start to aid
transition and help improve progress.

Declining progression to year two can be taken when a combination of factors clearly inhibits
the student from successfully passing their A Level course. These factors would normally relate
to the following areas: A1 progress assessments, homework record, attendance, behaviour,
commitment, attitude to learning grades or not acting on previous attempts at re-engagement.
The College considers a holistic overview of performance in the first year rather than one
single measure. Importantly, each case will be examined on an individual basis. Where
students do not progress to year two, support will be available to secure alternative education
or training through support from the College Careers Service and C&K Careers.

Appendix 4: Student Code of Conduct

At Greenhead College we aim to treat you as the young adults you are to support you in your
studies with us. As a result, we expect respectful, mature, constructive relationships,
communication and behaviour from you. These are to be in keeping with our College’s Principles
and Purpose.

Our Purpose: ‘Be exceptional’.
Our Principles:
Every person matters.
Students will:
e Respect the diversity of the College community, including fellow students, teachers,
tutors, support staff, cleaners, etc.
o Demonstrate tolerance and respect to those of different ability, ethnicities, gender, sexual
orientation, different faiths, beliefs or no beliefs.
¢ Behave courteously with members of the public and the local community, including our
neighbouring residents and businesses.
¢ Be mindful of the language they use and be sensitive to the needs of everyone in the
College community, including through electronic means.

Create a safe space to grow and flourish.

Students will:



o Wear their College lanyard at all times on the estate with their photo ID being clearly
visible.

o Not bring non-Greenhead students or visitors onto the campus (unless invited in by
College staff). These will be treated as trespassers and an infringement of our College-
wide security.

¢ Not share or swap their College lanyard and photo ID.

Show high standards of behaviour on campus and follow instructions from members of
staff.
Contribute positively to an environment free from bullying and harassment.

e Respect the environment by disposing of their rubbish in bins or the correct recycling
receptacle.

¢ Not add any graffiti to the College estate or our surrounding area.

Treat College property with care, including classrooms, toilets, the library and study
areas, and physical resources.

o Follow all procedures in relation to IT (also see Student Code of Conduct for MS Teams
and Online Safety Policy).

o Ensure their own health and safety and the safety of others by heeding all notices around
the College campus and alerting staff to any potential hazards that may occur.

Not smoke or vape anywhere on College campus.

¢ Not enter the College campus if under the influence of alcohol or drugs.

Not bring prohibited items onto the College campus. For the purposes of this policy
prohibited items include but are not limited to:

Alcohol

lllegal drugs and associated paraphernalia

Stolen ltems

Knives and weapons

Fireworks

Pornographic images

Any item that the staff member reasonably suspects has been used or is likely

to be used to commit an offence or cause personal injury to, or damage property

of any person (including the student)

o A mobile phone or any other electronic device used during an exam or class
test.

o Any recording devices including Al smart glasses

O 0O O O O O O

If any such prohibited items are brought into the College or there is suspicion that they
have been brought into College, Greenhead College staff have the power to search
students and confiscate any prohibited items. For more detail on searching, screening
and confiscation at Greenhead College see Appendix 5.

Be the best you can be.
Students will:

e Aim for 100% attendance and punctuality to their lessons, tutorials, study support,
enrichments and Step Into Your Future sessions.

¢ Arrange for parents/carers to contact the absence line to notify College of any authorised
absences.

e Behave considerately and professionally in a way which is reflected in their language,
dress and behaviour.



Submit their own original work for homework assignments and coursework (NEA).
Act on constructive feedback to improve their performance.

Be a role model and ambassador for Greenhead College.

Value themselves and respect others.

Ask for help if they are struggling.

Pursue excellence.
Students will:

e Be proactive and take responsibility for their learning, including being prepared with the
correct equipment and be appropriately dressed.

e Strive for high standards in their communication and behaviour.
Utilise their study periods effectively so that course deadlines are met.

e Look for new opportunities to learn and grow and take advantage of the many extra
curriculum activities on offer at Greenhead College and elsewhere.

Where students are in serious breach of what we expect of them, the College Leadership Team
will have a meeting with them and parents/carers to reaffirm our high standards. College may
refer to the use of the Student Re-engagement Policy and the Support to Study Policy to further
inform and guide next steps and any support needed.

Every case will be treated on its merits, but the following are examples of serious misconduct
which could result in a suspension from College or in some instances, permanent exclusion.
Please note, this list is not exhaustive and covers behaviours in college and outside of College:

o Bringing non-Greenhead students or visitors onto the campus.

o Sharing or swapping College lanyards and photo ID.

o Any form of violent and/or intimidating behaviour or behaviour which is likely to
lead to violence, whether in college or reported outside of College.

o Discriminating language or behaviour that fails to respect fellow students and
staff’s ethnicity, gender, ability, sexual orientation, belief or non-belief.

o Any form of bullying (including cyber bullying), harassment or offensive
behaviour.

o Swearing and use of inappropriate language.

o Any actions that endanger the safety and security of the college community and
campus.

o Malpractice with regards to College based assessments, examinations, and
coursework (NEA)

Appendix 5

Student Code of Conduct Online using Microsoft Teams

Microsoft Teams sessions

The Microsoft Teams classroom sessions are an important component of remote learning. They
provide the needed interaction of a live traditional class. All students in any Microsoft Teams
sessions are expected to adhere to all the following rules and best practices to ensure the best
possible learning environment.

General rules and expectations




All students are expected to follow the general rules for acceptable behaviour when using
Microsoft Teams that include:

* Arriving on time for each session.

* Dressing appropriately for the academic environment.

* Unless otherwise stated by your teacher, your full face visible and posture on camera
conducive to active learning and participation.

* Never sending or accepting invites to join Teams from anyone other than a teacher/tutor or
member of staff from Greenhead College. This particularly applies to people outside of
Greenhead College.

» Ensuring face to face communication is only between teachers and pupils. Any parent/carer
to teacher communication should be organised in the usual manner.

» Behaving in a respectful, polite and courteous manner at all times. The use of any profanity -
written, drawn, displayed or spoken in any session is unacceptable.

* No commenting that could be considered offensive in the chat function. This explicitly includes
any form of cyberbullying.

* No uploading, sharing or forwarding material that could be considered offensive, inappropriate
or illegal.

* No sharing of any personal information with anybody online.

* No recording each other’s online interactions or taking any screen shots. If the lesson is to be
recorded, this will be done by the teacher.

» Ending the session as soon as the teacher indicates to do so and not staying in the session
after the teacher has left.

« If teachers, tutors or staff at Greenhead College use Microsoft Teams to host 1:1 session with
students, they will be recorded for safeguarding purposes.

Disciplinary Action for Unacceptable Behaviour

Providing a safe on-line learning environment for all our students is crucial. If any of the above
rules and best practices are not adhered to, we will take appropriate action including one or more
of the following, please note this list is not exhaustive.

* Disruptions to a Microsoft Teams session may lead to the removal of the student from a
remote learning session for part or the entire session.

* The names of students who are removed from a Microsoft Teams session for disruptive
behaviour will be reported to their Personal Tutor.

* Repeated disruption will be reported to the Assistant Principals Quality of Education and
Student Support and Welfare and may lead to suspension from Microsoft Team sessions
altogether and parental/carer involvement.

* Verbal abuse in the form of intimidation, harassment, or threatening behaviour
direct or indirect towards the teachers or fellow students will lead to the student
being placed on the student reengagement policy.

Appendix 6

Attendance on College trips, visits, events, enrichment and representing the College

All the above are dependent on students meeting high standards of behaviour. Additional
guidance can be found in the Out of College Educational Trips, Visits, Enrichment and Activities



Policy. Please note, the Vice Principal or Assistant Principal will make the final decision about
attendance at any trip, visit, event, enrichment and or representing the College in any way.

Appendix 7

Searching, Screening and Confiscation at Greenhead College

Further information can be found in the DfE Searching, Screening and confiscation guidance
July 2022 by clicking here.

Introduction

Ensuring College staff and students feel safe and secure is vital to establishing calm and
supportive environments conducive to learning. Using searching, screening and confiscation
powers appropriately is an important way to ensure students and staff welfare is protected and
helps the College establish an environment where everyone is safe. This policy is intended to
explain College’s screening, searching and confiscation powers so that the designed College
staff have the confidence to use them if necessary.

Searching by College Staff

Searches will be conducted in such a manner as to minimise embarrassment or distress. The
College will also consider the needs of students being searched. This includes the individual
needs of students with Special Educational Needs and Disabilities (SEND) and making
reasonable adjustments that may be required during the search.

The Principal has authorised the following staff to carry out searches and to retain or dispose of
items in accordance with this policy:

¢ Vice Principal
e Assistant Principal
o Safeguarding Coordinator

e The most senior member of staff on a College trip

Procedure for searching

A student should be searched by a member of staff of the same sex, with an additional member
of staff acting as a witness.

o The member of staff authorised by the Principal can carry out a search of a student of
the opposite sex without a witness present, but only where the member of staff
reasonably believes that there is a risk that serious harm will be caused to a person if the
search is not conducted immediately and where it is not reasonably practical to summon
another member of staff.

Searching with a student’s consent



The member of staff authorised by the Principal, can search students with their consent
for any prohibited item. The member of staff should ensure the student understands the
reason for the search and how it will be conducted so that their agreement is informed.
Staff can ask a student to turn out their pockets, look in a bag and if the student verbally
agrees then the search can go ahead.

A student refusing to cooperate with such a search when instructed by a member of staff,
may face disciplinary action in line with this policy.

Searching without a student’s consent

Establishing grounds for a Search without Consent

The member of staff authorised by the Principal, can only undertake a search without
consent if they have reasonable grounds for suspecting that the student has possession
of a prohibited item. They may for example, have heard other students talking about the
items or they may have noticed a student behaving in a way that causes them to be
suspicious.

The powers allow the member of staff authorised by the Principal to search regardless of
whether the student is found, after the search, to have that item. This includes
circumstances where staff suspect a student of having items such as illegal drugs or
stolen property, which have later found not to be illegal or stolen. Staff can view CCTV
footage to make a decision as to whether to conduct a search for an item.

The member of the College staff authorised by the Principal may search a student without
their consent for items banned from College, i.e. prohibited Items.

Searches without consent can only be carried out on the College premises or elsewhere,
where the member of staff has lawful control or charge of the students, for example,
College trips. The member of staff conducting the search may not require the student to
remove any clothing other than outer clothing which includes hats, shoes, boots, gloves
and scarves.

The member of staff may search desks, lockers, bags and the College’s computer
systems and files.

Where the member of staff finds an electronic device they may examine any data or files
on the device if they think there is a good reason to suspect that the data or file on the
device in question has been, or could be, used to cause harm, to disrupt teaching or
break the College rules.

After the search a member of staff may confiscate, retain and/or destroy items found.
Colleges can dispose of alcohol as they think appropriate. Controlled drugs should be
delivered to the Police. Stolen items should be handed to the Police. Fireworks should
be disposed of and should not be returned to the student. Pornographic images should
be disposed of, although extreme or child pornography should be handed to the Police.
Items that could be used to commit an offence should be handed to the Police. Weapons
or items which are evidence of an offence must be handed to the Police. It is up to staff
to decide whether there is good reason for not delivering controlled drugs or stolen items
to the Police. In this situation, a member of staff will use their professional judgement to
determine whether they can safely dispose of a seized article.

Notifying parents / carers



Greenhead College is not obliged to inform parents / carers before a search takes place. Parents
| Carers will be contacted to let them know if a search of their child has taken place and the
outcome of this. A letter outlining the nature and outcome of the search will be sent home and
posted as a record on the student’s safeguarding log.
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Policy title: Student Re-engagement Policy & Procedure

Policy owner: Vice Principal (SSW)

EIA Date: Reviewed May 2026

Main aims and purpose of the policy:

The policy sets out the standards of student behaviour as agreed to the students upon enrolment and
explains the triggers and steps taken when a student is not engaged in their studies or College life. The
College aims to do this through positive encouragement and manageable target setting to remove
barriers for students who are in difficulty.

Type of policy connect to EIA:

e Proposed new policy
¢ Undertaking a review of an existing policy .

e Other (please state):

Please identify any potential impacts that the policy or development of this policy could
have, on any of the equality grounds identified below.

Equality Ground Identified Impact

Age The policy and procedure is consistent in its approach to
student re-engagement regardless of age.

Disability The policy and procedure is consistent in its approach to
student re-engagement regardless of disability.

Gender (including gender identity) The policy and procedure is consistent in its approach to
student re-engagement regardless of gender.

Marriage and civil partnership The policy and procedure is consistent in its approach to
student re-engagement regardless of marital or civil
partnership status

Pregnancy and maternity The policy and procedure is consistent in its approach to
student re-engagement regardless of pregnancy or
maternity.

Race The policy and procedure is consistent in its approach to

student re-engagement regardless of race.

Religion or belief The policy and procedure is consistent in its approach to
student re-engagement regardless of religion or belief. Due
consideration will be given to religious observances when
arranging meetings.

Sex The policy and procedure is consistent in its approach to
student re-engagement regardless of sex.




Sexual Orientation The policy and procedure is consistent in its approach to

student re-engagement regardless of sexual orientation.

Social / Health Inequalities The policy and procedure is consistent in its approach to

student re-engagement regardless of social status/health
inequalities.

Select one of the four outcomes below to indicate how the development/implementation
of the policy will be progressed and state the rationale for the decision.

Outcome
1:

Outcome
2:

No change required — the assessment is that the policy is/will be
robust and/or

promotes Diversity and Inclusion. -
Adjust the policy — this involves taking steps to address any adverse
impacts

before the policy has been developed. |:|

Outline these steps:

Outcome
3.

Outline how these adverse impacts can be mitigated against:

Outcome
4:

Continue the policy while mitigating against any potential adverse
impacts.

Immediate referral to SLT/Governors, as there are adverse effects
which cannot be
prevented or mitigated against. |:|

Details of further steps (if required)




