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Introduction and context 
 

On 2nd July, the Government announced its plan that all students, in all year groups, will return 
to school full-time, from the beginning of the autumn term.  In readiness for this, and with staff 
and student welfare paramount to our thinking, the safe welcoming of our students back into 
our academy has been the focus of our planning against the backdrop of a reduction in the 
pandemic. Our planning for wider reopening of year 10 was deemed impeccable, very thorough 
and we produced detailed plans, videos and docs for all stakeholders.  
 
During lockdown we successfully delivered online learning to 
an increasing number of students through Teams, built upon success with Year 10 and 
12 and extending to 11, 9,7 and 8. We are well placed to deliver plan B, should there be another 
lockdown at local or national level.   
 

Now, the circumstances have changed.  The government have declared that the prevalence of 
coronavirus (COVID-19) has decreased, local Test and Trace system is up and running, and that 
the measures that need to be in place to create safer environments within schools are clear.  
Returning to school is vital for children’s education and for their wellbeing. Time out of school is 
detrimental for children’s cognitive and academic development, particularly for disadvantaged 
children. This impact can affect both current levels of learning and children’s future ability to 
learn, and therefore we need to ensure all pupils can return to school sooner rather than later. 
 
We completely understand that anxieties will still arise from this next phase of reopening, for our 
students, parents and staff.  Please be assured that leaders at DACA have been working hard to 
ensure that our plans put the health, safety and wellbeing of our students, staff and our 
community at the centre of any decision made.  Every decision is underpinned strictly by 
Government, local authority and DfE guidance.  We would not support this plan if we did not feel 
confident that this is in the best interests of our students and our community, whilst minimising 
risk to everyone involved. 
 
We are an academy on a large site, we are larger than average secondary school of 1300 with 7 
Year groups and 170 staff. We have several possible exit and entry points to the building; many 
spaces are large and airy. The total potential capacity of the building is 1600. We have 3 yards, a 
3G pitch, 2 kitchen and dining areas and ‘Homebase’ areas outside most faculty areas. 
 
We have read, researched and digested numerous draft plans from many other schools, used 
the government guidance, consulted checklists from professional associations and spent time 
looking at the layout of our site, needs of students and staff and context of academy. 
 
Our ‘get better faster’ model of minute by minute plans, clear student expectations in terms 
of culture and classroom behaviour, routines and rigour with extensive training for all staff 
during lockdown, means that we have systems and a structure to support students and staff in 
September.   
 
We have undertaken extensive work on transition from Year 6-7 during lockdown; 
new parental guidebook, transition video and introduction, summer work pack, Year 7 passport 
to DACA exercise book, streamed parental meeting, century tech diagnostics and 
curriculum information collected from all local primary schools.   
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All staff will return to the workplace in September. We will have 4 new staff joining us and the 
vast majority of staff are experienced, know the school, routines and students well. We must 
now plan to deliver the curriculum to our students against the backdrop of guidance and play to 
our strengths and our many positives.  
 

Principles which have informed planning 
 

a. Keeping everyone safe and minimising risk of infection  
b. Delivering the full curriculum for all students and filling gaps  
c. Building on ‘get better faster’ culture and routines to help support us with the 
reopening   
d. Keeping things simple, sustainable and well understood for staff, students and parents  
e. Maintaining key aspects of school year, assessments, reporting  
f. Continuing to support staff development   

  

a. Keeping everyone safe and minimising risk of infection  
• All procedures in place to minimise risk  
• Use of Year group bubbles 7-13  
• ‘Zones’ of school for each Year group  
• Staggered breaks and lunches  
• Staggered start and end times of the day  
• Separate exits/ entry points to the Academy for each year group   
• Separate lunch areas  
• KS3 taught in mixed ability tutor groups   
• Minimise student movement  
• Procedures in place to deal with anyone who shows symptoms   
• Effective handwashing routines and respiratory hygiene  
• Effective cleaning routines  
• Clear communication with parents and staff on expectations and needs  
 

       b. delivering full curriculum for all and filling gaps   
• All students taught full range of subjects  
• Make Year 11, 10, 12 and 13 a priority for staffing and use of specialist rooms  
• Ensure Year 7 have a successful transition   
• Ensure that subject specialists deliver lessons as far as possible   
• Deploy support staff effectively to support learning and culture 
• Use engagement data and assessment data from Century, NGRT, NGST, CATS etc. 
effectively and swiftly  

 
 

       c. Build on get better faster culture and routines to help support us with reopening   
• Use minute by minute plans for all aspects of routine and culture   
•  monitoring of culture within year group bubbles 

  

       d. keeping things simple, sustainable and well understood by staff, students and parents   
• Key staff allocated to year groups for teaching and support  
• Reduce to 4 sessions per day  
• Two shorter and staggered breaks  
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• Resources, rooms, areas significantly pared back and COVID secure working 
environments  
• Ensure staff allocation of PPA and leadership time  
• Phased return for Year 7 and 11 first day   
• Gradual return each day for each year group 
  

      e. Maintaining key aspects of the school year, assessments, testing, personal development  

• continuing to support staff development and training for reopening with 3 INSET days at 
the start of September  

• Testing and assessment schedule to close gaps 

• Discreet PHSCE lessons on the timetable  
 
The autumn terms begins with 3 staff training days, in which we will induct all staff on new 
safety and control plans and cover all detail contained within this document. This is followed 
by valuable induction for Years 7 and 11. The key dates are below: 
 

Monday 31st August  Bank Holiday Monday 

Tuesday 1st September 

 

Staff Training Day 1 (Closed to all students) 

Wednesday 2nd September 
 

Staff Training Day 2 (Closed to all students) 

Thursday 3rd September  Trust INSET day (Closed to all students) 

 

Friday 4th September 
 

Year 7 transition day and Year 11 in the Academy 

Monday 7th September Years 7, 8, 10, 11 in the Academy 

 

Tuesday 8th September 7, 8, 9, 10, 11 in the Academy 

 

Wednesday 9th September 7, 8, 9 10, 11 and 13 in the Academy 
 
 

Thursday 10th September 7, 8, 9 10, 11, 12 and 13 (all Year groups in the 
Academy) 

 

Friday 11th September All year groups in the Academy 
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Monday 14th September All Year group in the Academy 

 

  

Organisation of teaching spaces  
 

All students, in all year groups, will return to school full-time from the beginning of the autumn 
term 
 
Each year group will be placed into a year group ‘bubble’ and allocated a specific:  

• Entrance to the academy site  

• Zone within the academy  

• Set of toilets to use   

• Area for break and lunch  

• Route in to and around the academy 
 
Students will be zoned according to their Year groups. Most students’ lessons will take place in 
their allocated zone 
 
Where students need to move zones to for specialist learning provision, for example PE, 
designated, supervised routes are mapped out to effectively implement social distancing safety 
measures. 
 
Year 10 ,11, 12 and 13 zones include priority access to a number of specialist teaching rooms, for 
example science laboratories (design technology, IT) and drama spaces, in order to support 
students working towards KS4 and 5 exams.    
 
Due to zoning of year groups, some lessons will not take place in subject specialist teaching 
rooms. Curriculum Leaders have planned for this in the order of teaching topics and the 
implementation of lesson plans to ensure learning can continue in the most effective way. 
  

The appropriate level of social distancing measures will be implemented in each classroom in line 
with government guidance;  
 

• Two students sat at each desk 

• All students forward facing and sat side by side  

• Teacher delivers content from the front of the class maintaining 2 metres social 
distancing.  

• Students will have seating plan and designated desks in classrooms and IT rooms as used 

• Zones are all signed and access rights made clear 

• Minimal furniture and excess resources, so that cleaning is easy 

• Storage of books and equipment in each bubble which can be left for 48/72 hours and 
easily cleaned  
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Arrival to and departure from the Academy  
 
Staff 
 

• All staff are required to remain in the Academy during the school day also and not go to 
Sainsbury's or to town during the school day so that the risk of infection is minimised 

• Exceptions would include personal medical appointments and professional meetings 

• On entry to the Academy all staff must wash hands and dispose carefully of any face 
masks 

• The academy will be open to staff from 7 a.m. 

• Staff will park on the main car park and not the side car park as this will be used for some 
student entrance and departures 

• Gates to the main car park are closed and secure during the school day. They operate on 
a swipe system for staff 

 

Students 
• When students arrive, they will be asked to line up quietly and calmly on either the 

MUGA (Outside the Sports Hall) or the main yard (outside the dining area)  

• Students in Y7-9 will do so in tutor groups, and must stand on one of the yellow lines that 
are 1m apart. 

• Students in Y10-11 should line up in their teaching groups for that particular morning.  

• Students in Y12 and Y13 should go directly to their teaching room. 

 
Y7 will enter from the main gates on Redearth Road from 8.25am and line up on the main yard 
Y8 will enter from the entrance on Redearth Road from 8.55am and line up on the main yard 
Y9 will enter from the main gates on Sudell Road from 8.55am and line up on the MUGA 
Y10 will enter from the entrance on Sudell Road from 8.40am and line up on the MUGA 
Y11 will enter from the main gate on Redearth Road from 8.40am and line up on the main yard 
Year 12 will enter via the middle set of double doors next to the main entrance from 8.55am, 
sign in on the inventory machine in the lower canteen, and move straight to lesson 1 via the 
assembly area. 
Year 13 will enter via the first set of double doors straight into the reception area from 8.55am, 
sign in on the machine in reception, and move straight to lesson 1 – either via the lower 
canteen and up the stairs by 0.49, or via the stairs by the level 1 main offices to floor 3. 
 
At the end of the day: 
 
Y7 will leave via the main gate on Redearth Road from 3.00pm 
Y8 will leave via Redearth Road from 2.50pm 
Y9 will leave via the main gate on Sudell Road from 2.50pm 
Y10 will leave via Sudell Road from 2.55pm 
Y11 will leave via the main gate on Redearth Road from 2.55pm 
 
Y12 and Y13 will leave via the main entrance; year 12 through the middle set of double doors 
and year 13 through the first set, from 3.00pm (On certain days, some students will leave 
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earlier if they have finished their lessons and are up to date with their work, or at 4.15pm if 
they have a twilight lesson). 
 

• All students in Years 12 and 13 are required to remain in the academy during the school 
day between their first timetabled lesson and their last timetabled lesson, and not sign 
out or go to Sainsbury's or town as is the case in normal circumstances 

• Where possible, students should not arrive any more than 10 minutes before their agreed 
start time. If they are escorting a sibling, they will be directed to a holding area until their 
agreed start time 

• Students that walk to DACA should not do so in groups and should keep a safe distance 
from each other and not make any physical contact. 

• Students that use public transport will need to wear a mask whilst doing so. If this is a 
disposable one, masks must be removed and placed in the relevant bin at their entry 
point to school. Other masks must be placed in their bag and should never be shared with 
another student. 

• If a parent is dropping their child off at school, they should do so safely, either in a local 
car park or a side street and not at the bus stop or at a point with double yellow lines. 

• Students should leave the building as soon as they are dismissed by staff at the end of the 
school day. If they need to wait for a sibling, they should sit quietly in the holding area 

 

Movement around the Academy  
 
To limit movement around the Academy, the building has been split into 7 bubbles; one for each 
year group: 
 

Year Group  Rooms to be used 
Year 7 1.17,1.20,1.10, 1.15, 1.09,1.08,1.06,1.04 

 

Year 8 2.26,2.25,2.22, 2.20 x1 IT suite,2.16,2.15,2.13,2.11 
 

Year 9 3.38,3.24,3.22,3.19,3.18,3.14,3.13,3.10,3.05 x1 IT suite 
 

Year 10 4.30,4.27,4.19,4.16,x2 IT suites,4.06,4.124.14,4.17 
 

Year 11 2.47,2.491.56,1.53,1.51,1.49,1.47,1.43,1.45,1.42 
 

Year 12 3.33,3.44,2.50, 2.53,2.54,2.56,2.59,2.60 
 

Year 13 0.49,0.41,0.51,0.37,0.34,0.36,0.29,0.27,0.23,0.24 
 

 

• Each group within KS3 is assigned a main room in each bubbles. The room will be used for 
the delivery of lessons when available, with teachers moving between classrooms to 
ensure specialist delivery.   

•  Movement will only take place when students are moving from their main room to a 
specialist delivery classroom, such as drama (DT, IT) or PE.   
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• Each year group will have a specific entrance and exit to academy site, allocation of 
specific social spaces, allocation of specific toilets and route around the academy to 
ensure that all contact is limited to the students in their bubble. 

•  Appropriate signage will be placed around the Academy to support with routes around 
the building and to also serve as key reminders regarding hand hygiene and social 
distancing.   

•  A system will be established to support safe movement from teaching areas to the 
upper/lower dining area with discrete routes for each year group to minimise contact 
between year groups.   

• Upon entry to classroom students will be asked to use the hand sanitiser handpumps. 
Students should also use these when leaving the classroom for break and lunch.  

• The use of the lift is only for allocated students/staff and only single occupancy where it is 
safe to do.  

•  Students with toilet/medical passes are permitted to use the designated toilets closest to 
their classroom.  Teachers will use their professional judgement about whether or not to 
allow a student without a medical pass to leave the lesson during lesson time to use the 
toilet. ‘On Call’ should be called if a student needs to go to the toilet. In most 
circumstances though, students should use break and lunchtime to use the toilet. 

•  All other non-essential movement around the academy should not take place. 
 
Government guidance stipulates ‘All teachers and other staff can operate across different 

classes and year groups in order to facilitate the delivery of the school timetable. This will be 

particularly important for secondary schools, where staff need to move between classes and 

year groups’. 

We will minimise such movement where possible, but to ensure that staff and students are safe, 

the following must take place:  

• At lesson change over the teacher will move to the next classroom in which they are 
timetabled to teach  

• All classroom doors must remain open 

• All teachers will be provided with cleaning equipment kit in each room 

• There will be a designated area in each classroom for curriculum books to be stored so 
that books do not require moving from classroom to classroom  

• All pastoral/SLT colleagues will be positioned in each zone to supervise students during 
staff changeover  

 
Outline timetable and curriculum delivery  
 

The curriculum 
At KS3: 

• Year 7: 
o will be taught in tutor group bubbles on Floor 1, (previously Humanities) on the 

North side of the building. 
o will receive a 30 minute tutor period at the beginning of each day. 

 

• Year 8 
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o will be taught in tutor group bubbles on Floor 2, (previously Maths) on the North 
side of the building. 

 

• Year 9 
o Will be taught in tutor group bubbles on Floor 3, (previously English/MfL) on the 

North side of the building. 
 
All students at KS3 will maintain the opportunity to receive a broadly balanced curriculum. No 
subject areas have been removed. 
 
Students at KS3 will be taught all lessons in their allocated tutor rooms, however they will have 
access to ICT facilities in a designated IT suite on their floor. For Year 7, IT will be facilitated via a 
laptop trolley. 
 
At KS4: 

• Year 10: 
o will be taught in a year group bubbles on Floor 4, (previously Science) on the North 

side of the building. 
o Maths, English and Science will be taught in blocks as normal. This will allow for 

setted groups. 
o in most cases students will have access to specialist equipment for option subjects 

in designated classrooms on Floor 4.  
o in some instances, for Drama and Design Technology students will be taught in 

specialist rooms. 
 

• Year 11: 
o will be taught in a year group bubble on Floor 1 and part of Floor 2, (previously BITE 

and Art) in the South side building.  
o students in Year 11 will have access to specialised rooms for option subjects, 

(Science labs are the exception). 
 
At KS5: 

• Years 12: 
o will be taught in a year group bubble on part of Floor 2 and Floor 3, (previously Art 

and Music) in the South side building. 
o students in Year 12 will have access to specialised rooms in most cases (Science labs 

are the exception). 
o Where a member of staff is absent, cover work will be set to complete in the usual 

teaching space and the lesson will be covered by an alternative member of staff. 
o When students have a study period, they will be timetabled in a supported study 

room and supervised by a member of staff 
 

• Year 13: 
o will be taught in a year group bubble on part of Floor 0, (previously Inclusion/Tech) 

in the South side building. 
o students in Year 13 will have access to specialised rooms in most cases (Science labs 

are the exception). 
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o Where a member of staff is absent, cover work will be set to complete in the usual 
teaching space and the lesson will be covered by an alternative member of staff. 

o When students have a study period, they will be timetabled in a supported study 
room and supervised by a member of staff 

 
At all key stages students will receive their full timetabled curriculum offer and this will be 
supplemented by high quality home learning, set via Edulink. Individual curricula affected by the 
current health and safety restrictions will be adapted to ensure students still receive a quality 
education that will allow them every opportunity to be successful. 
 
During the first half term, all curriculum areas will focus initially identifying gaps in student 
knowledge and understanding by focusing on activation of prior learning and revisiting areas 
covered virtually during school closure. This will be achieved through summative assessment, 
identified key piece, low stakes retrieval and high-quality questioning. on activating prior learning 
and revisiting areas covered virtually during school closure (Restoration curriculum), before the 
delivery of new knowledge, understanding and skills. 
 
In addition to the academic curriculum, a purpose-built curriculum focusing on students’ personal 
development and wellbeing will be taught through timetabled PSHE lessons. 
 
No extra-curricular classes are to take place during the first half term to start. Planning for the 
second half term is to take place to ensure that identified students have every opportunity to 
close gaps in knowledge and understanding. 
 

 
 
Curriculum delivery 
 
The timetable has been adapted with health and safety in mind. This will reduce movement around 
the academy and to reduce the contact staff have with student bubbles. 
 
The timetable: 

• Fortnightly 

• No tutor period (the exception being Year 7) 

• 4 x 75 periods per day (this may vary slightly to ensure a staggered movement in, out and 
around the academy. 

• Allocations have been maintained 

• Teaching staff will receive 1 period per week coaching time to ensure continual 
professional development. 

• Curriculum support has been included on staff timetables. This is to ensure that all students 
receive the best possible curriculum and the highest quality of teaching and intervention 
for catch up 

 
 
 
The learning climate and culture will be supported in each year bubble by a member of SLT, Head 
of year, target support lead and teaching assistant(s). The allocated support team is found below: 
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 Year 7 Year 8 Year 9 Year 10 Year 11 Year 12 Year 13 
SLT RLE MBN ATR DCE/ASE SCE/ASE FMN/JBS FMN/JBS 
HoY RBN HSE JST VED GWE PTN KTS 
TSL AFN WSE KSK KTR DFE/NSK HWN WYG 
TA HHY/JPY JHR JHE JJS MTD CBT JDH/GHG 

 
 

• In each zone there is an SLT office, pastoral office, removal room and medical room 
 
 
 
An outline of the academy day showing staggers can be found below  
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Arrival 8.30am 

Tutor Time 8.30am-9.00am 

Lesson 1 9.00am-10.15am 

Lesson 2 10.15am-11.45am 

Break 11.05am-11.20am 

Lesson 3 11.45am – 1.35pm 

Lunch 12.25pm-12.55pm 

Lesson 4 1.35pm – 3.00pm 

End of day 3.00pm 

Arrival 9am 

Lesson 1 9.00am-10.15am 

Lesson 2 10.15am-11.45am 

Break 10.40am-10.55am 

Lesson 3 11.45am – 1.05pm 

Lunch 1.05pm-1.35pm 

Lesson 4 1.35pm – 2.50pm 

End of day 2.50pm 

Arrival 9am 

Lesson 1 9.00am-10.15am 

Lesson 2 10.15am-11.45am 

Break 10.40am-10.55am 

Lesson 3 11.45am – 1.05pm 

Lunch 1.05pm-1.35pm 

Lesson 4 1.35pm – 2.50pm 

End of day 2.50pm 

Arrival 8.45am 

Lesson 1 8.45am-10.15am 

Break 10.15am-10.30am 

Lesson 2 10.30am-11.45am 

Lunch 11.45am – 12.15pm 

Lesson 3 12.15pm-1.35pm 

Lesson 4 1.35pm – 2.55pm 

End of day 2.55pm 

Arrival 8.45am 

Lesson 1 8.45am-10.15am 

Break 10.15am-10.30am 

Lesson 2 10.30am-11.45am 

Lunch 11.45am – 12.15pm 

Lesson 3 12.15pm-1.35pm 

Lesson 4 1.35pm – 2.55pm 

End of day 2.55pm 

Arrival 9.00am 

Lesson 1 9.00am-10.15am 

Lesson 2 10.15am-11.45am 

Break 11.05am-11.20am 

Lesson 3 11.45am – 1.35pm 

Lunch 12.25pm-12.55pm 

Lesson 4 1.35pm – 3.00pm 

End of day 3.00pm 

Twilight 3.00pm – 4.15pm 

Revised School Day - September 2020 

Year 7 Year 8 Year 9 

Year 10 Year 11 Year 12 & 13 
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Individual Music Lessons (singing, brass, woodwind, piano, guitar, drumkit) 
 

• All lessons to be individual instead of groups 

• Only one peripatetic member of staff in at any one time 

• Lessons to be held on floor 3 in usual music area; in the corridor (sectioned off and limited student 
presence – only access for Y12 2 classrooms) for larger space and therefore better ventilation and 
teacher – student and teacher will be socially distanced 

• Additional ventilation from air conditioning in Studio – door to be open when teaching 

• Lessons timetabled in year group order to limit risk 

• When change in year groups from one lesson to next, 5-minute cleaning time scheduled for 
teacher to wipe surfaces (piano, music stand etc.) 

• Scheduled lessons for longer and less frequent to reduce risk of movement – depending on 
schedule, this will be on average every 3 weeks depending on teacher schedule 

• Pastoral staff from year group bubble to escort student to music area and back to lessons.  

• Students who need to bring in their own instruments (e.g. guitar, trumpet, flute) will store them in 
the pastoral office in their bubble during the day.  

 
Seating plans 
 

• Students in KS3 will be allocated a number on their first day.  

• This number will be both their place in the canteen and in their classrooms. Seat numbers will be 
placed on the desks and a copy of the layout will be laminated on the teacher’s desk so that it is 
clear for everyone where students are sat.  

• This seating plan should not be changed unless agreed by the pastoral manager. For safety, 
students cannot move seats during a lesson. 

• Students in KS4 and KS5 will have seating plans created by their own class teacher. Again, staff 
must not change these seating plans mid lesson for safety. Any changes must be done prior to the 
lessons starting. 

 
 

Teaching Assistants and SEN support  
 

• Teaching assistants will be placed in each year group bubble so that support is available to all 
students who need it. 

• Where teaching assistants are used in the classroom, they must maintain social distancing from 
the students they support. 

• If social distancing is not possible in the general classroom, they should support their designated 
student by withdrawing them to the pastoral base. 

• If a student requires medical or intimate care, full PPE should be worn. 

• Medicine for individual students will be stored in the year group bubble by the teaching assistant. 

• An individual pupil risk assessment will be completed for students likely to require physical 
intervention. 

• Students who require support from CAMHs will still access this provision either virtually on via 1:1 
sessions within their bubble. 

• SEND testing will still continue in the SEND testing area in the sports hall 
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Break time plan  
 
Y7 – 11.05 - upper canteen and main yard 
 
Y8 – 10.40 - lower canteen and main yard 
 
Y9 - 10.40 - upper canteen and MUGA 
 
Y10 – 10.15 - upper canteen and MUGA 
 
Y11 – 10.15 - lower canteen and main yard 
 
Y12 - 11.05 - lower canteen (Y12 section) and Y12 area outside (adjacent to technology)  
 
Y13 - 11.05 - lower canteen (Y13 section) and Y13 area outside (adjacent to technology) 

 
 

• Students will have staggered break times. There will be three separate breaks which are shown in 
the outline timetable.  

•  Students will be asked to use the hand sanitisers prior to leaving their bubble 

•  Each year group will have a separate area for their designated 15-minute break.    

• Students will walk calmly, respecting social distancing, to their designated dining area and sit at 
their numbered seat. 

• There will not be any refreshments or food available at break. If students wish to bring in a 
healthy snack then they should do so in their bag. They are not permitted to bring in sweets or 
drinks that contain sugar. They must not share any items of food that they bring in with anyone 
else. 

• Students must eat at their designated seat and clear away any litter before a member of staff 
gives them permission to go outside. 

• Ball games such as football and cricket are not permitted. Students should avoid gathering in large 
groups. If they do so, they will be dispersed by a member of staff. 

• Once the bell rings, students should go to the lines on their yard. They will then be brought in a 
group at a time by staff. 

•  All benches will be wiped down with disinfectant before and after each break.  Students will be 
directed to wash hands with soap and hot water during break time and use hand sanitizer as 
appropriate. 

 
Lunchtime plan  
 

Students will have staggered lunch times. There will be three separate lunches that will each be 30 
minutes in length. 
 

Y7 – from 12.25pm in the upper dining area 
Y8 – from 1.05pm in the lower dining area 
Y9 – from 1.05pm in the upper dining area 
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Y10 – from 11.45am in the upper dining area 
Y11 – from 11.45am in the lower dining area 
Y12 – from 12.25 in the lower dining area 
Y13 – from 12.25 in the lower dining area (Y12 and Y13 will each have their own marked area) 
  

•  Students will be asked to use the hand sanitisers prior to leaving their bubble   

• Students will walk calmly, respecting social distancing, to their designated dining area and sit at 
their numbered seat. 

• Students may bring a healthy packed lunch with them, in their bag. Sweets, chocolate and fizzy 
drinks are not permitted. Students may also purchase food or receive a free school meal if they 
are entitled to one. Staff will visit each class during period 1 to ask if they would like to order food. 
Any food orders taken will be placed at their designated seat prior to them coming to the dining 
area. They must not share any items of food that they bring in with anyone else. 

• Students must eat at their designated seat and clear away any litter before a member of staff 
gives them permission to go outside. 

• Ball games such as football and cricket are not permitted. Students should avoid gathering in large 
groups. If they do so, they will be dispersed by a member of staff. 

• Once the bell rings, students should go to the lines on their yard. They will then be brought in a 
group at a time by staff. 

•  All benches will be wiped down with disinfectant before and after each lunchtime.  Students will 
be directed to wash hands with soap and hot water and use hand sanitizer as appropriate. 
 
 

 
Catering and catering staff  
 

• Whilst preparing food, catering staff will maintain social distancing.  

• They will wear the normal catering garments.  

• Catering staff will continue to wash hands with soap regularly, particularly before serving food.   

• Catering staff will wear gloves when serving food.  

•  When serving food, catering staff will maintain social distancing.  

• The catering team will develop a high quality and nutritious menu. 

•  Students will be provided menu options at the start of the day to select their meal choice.   

•  Meals will be provided on a personal prepacked food tray and delivered to students sitting in their 
designated seat in the dining areas 

• All tables and benches will be wiped down with disinfectant continuously before, during and after 
breaks and lunches. Staggered lunch and breaks allow us to do this 

 
Cleaning  
 

• 2 cleaners will operate on each lunch area for the 10 minute periods between each sitting.  

• This will disinfect the tables in the upper and lower dining area 
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• The cleaners will arrive ready to start at 12.10 after the 1st sitting and they will disinfect again after 

the 2nd sitting at 12.55. 

  

This will cover both gaps between sittings and the cleaners will carry out some touch point cleaning as the 

lunchtime sitting takes place between 12.25 and 12.55pm.  

  

Student toilets  
• Students will be able to access toilets within their bubble only.  Students where possible should 

only access toilets at break and lunchtime. 

•  Toilets will be supervised by a duty member of staff at break and lunch. Only one student will be 
permitted into each cubicle. Urinals will not be used.   

• Students with a medical toilet pass will be permitted to leave their classroom to use the nearest 
designated toilet.   

• If a student does need the toilet as a matter of urgency in a lesson, the teacher will exercise 
discretion and may request an On-Call colleague to escort the student to and from the nearest 
available teacher. This will be monitored by pastoral staff 

 
Staff toilets   

• All staff toilets will be unisex toilets 

• Staff will be able to access staff toilets in most bubbles around the Academy. 

• Staff toilets will be cleaned regularly throughout the day. 
 

A list of staff toilets can be found below: 

Floor  Area 

0 North Side (Floor 0 homebase) 

0 South side (lower 6th form corridor) 

2 North side (opposite 2.07) 

2 South side (near 2.44) 

3 North side (opposite 3.29) 

4 North side (opposite 4.30)  

Sports building Staff toilets 
 

 

Use of lifts  
• Lifts are now maglocked and accessible only by swipe card which involves no touch or keypad 

• Lifts can only be used by staff and those students whose needs require them to have a swipe card 
pass to access their zone of the academy 

• Maximum occupancy in a lift is one person 

• If the lift is occupied staff and students should wait 
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Classrooms, staff work rooms and offices  
All computer and office equipment has been sanitised prior to reopening and is regularly sanitised during 
daily operations.   
 

• Staff should use hand sanitiser when entering and leaving classrooms, staff work spaces, and 
offices 

• Staff will be required to wash their hands frequently during the day.   

• Staff are reminded to avoid bringing in any additional items which are not required in school. 

• Refreshments will be provided for staff during the school day in the canteen to avoid use of 
staffroom and enable social distancing. 

 
 
Classrooms 

• Staff will be provided with a remote for projectors. 

• All classrooms will be equipped with: 
o Desk 

o Chair 
o Desk top computer 
o Visualiser 
o Telephone 

o Whiteboard 

o Noticeboard 

o Shelving unit 
o Lidded bin 

o Cleaning Kit 
 

o As classrooms will be shared, equipment used in classrooms will be regularly cleaned using 
the cleaning kits provided and at the start and end of the day 

 
o In built shelving units are to be used for student books, text books required for that 

particular classroom. 
 

o Noticeboards are to be used to display student work and create ownership, this can be 
updated throughout the year. 

 
o All doors should remain wedged open to avoid contact with door handles. 

 
Staff work spaces 

• The staff room will be not open for normal use and has been re-designated partly as a staff work 
space  

• Staff work spaces are to be used to prepare/plan work and mark student work 

• In staff work spaces, there will be power in floor boxes  

• There are areas where desktops are available (3.38, staffroom). If desktops are to be used they 
will be sanitised before and after use.  

• A telephone room is available for use (3.38, staffroom). If telephones are to be used that they are 
sanitised before and after use 
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Staff Offices 

• Staff should only use offices in line with the maximum occupancy for the space. 

• In offices, the sharing of IT should be avoided. Staff should only use the computer designated to 
them. Alternatively, if sharing of IT is unavoidable, staff should clean equipment using the cleaning 
kits provided. 

 

• Locations for staff work spaces and telephone areas can be seen on the school plan and are listed 
below: 

 

Staff Work spaces Telephone areas 

Floor 0 homebase  (4 spaces) Large DoL’s Office for 10 (DoL phones and 1 
private phone) 

Floor 2 homebase  (4 spaces) Room 3.38    (4 phones) 

Floor 2 staffroom   (4 spaces)  

Floor 3 homebase  (4 spaces)  

Room 3.38               (4 spaces)  

Room 3.26               (6 spaces)  

Floor 4 homebase  (2 spaces)  

 
 

Bells  
• Students will not be dismissed to break or lunchtime via bells. 

• To ensure that there is a calm and gradual dismissal at these times, each class will be dismissed by 
a member of the pastoral team.  

• The class teacher should remain within their teaching zone whilst this takes place. 

• However, bells will be used to signal the end of break and lunch for each year group. At this time, 
students need to go to their lines which are clearly marked. They will then be directed to lessons 
by members of the duty team 

 
Bells will be used at the following times: 
 
Y7 - 11.20 and 12.55 
Y8 - 10.55 and 1.35 
Y9 - 10.55 and 1.35 
Y10 – 10.30 and 12.15 
Y11 - 10.30 and 12.15 
Y12 – 11.20 and 12.55 
Y13 – 11.20 and 12.55 

 
• Students will also be dismissed by pastoral staff at their allocated time.  

• Those that have a detention, will remain in the classroom until directed to move to the year 
bubble detention area by a member of the pastoral team 

• If a student needs to wait for a sibling, they will be directed to the holding area (assembly area) 
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School buses and transport 

 
• Students will be encouraged to avoid public transport when travelling to the Academy. The 

Academy has a safe bike storage are for students who wish to use it. 

• If a student does need to use public transport, they must wear a face covering. If this is a 
disposable one, it must be placed in the bin provided at the year bubble entry point. If it is not 
disposable, it must be placed in their bag and not shared with another student. 

 
Fire evacuation 
All staff and students will be walked through procedures during the first week 
 

Student Attendance and Expectations if unwell 
 

• It is our expectation that every student attends every day. However, Students must not attend if 
they or a member of their household have any COVID19 related symptoms. 

• Parents must call or send an email before 8.30am to the attendance team if their child is absent, 
giving the reasons for this. 

 
Safety Expectations in the classroom  

• Students and staff will use hand sanitiser on entering each lesson within the day.   

• Teachers will be provided with equipment to wipe the keyboard and mouse at the start of each 

lesson.  

• Teachers should maintain two metres distance from students at all times.  

• Where possible, windows and doors should be left open during the lesson for maximum 

ventilation, unless this is detrimental to learning.  

• Students must bring their own stationery to school which should not be shared with others.   

  

Equipment  
 
Students 
Students will be provided with their own zip lock bag of equipment. This will include: 
 

o 2 black pens 

o 2 purple pens 

o 2 pencils 

o 1 sharpener 
o 1 ruler 
o 1 rubber 
o 1 glue stick 

o 1 whiteboard 

o 1 white board pen 

o 1 white board rubber 
o 1 manilla folder to transport home learning to and from school. 
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• For Years 7 -10 classroom equipment stays with them in their class bubble and is not 
shared with anyone else and stays at school 

• Year 11- 12, will be provided with equipment, but due to them moving around the 
academy, all equipment will remain with them. 

 
With all year groups students are responsible for their own equipment and not share. Staff will 
not give out equipment. 
 

• students are discouraged to bring items which would be considered non-essential.  

• on days when students are timetabled PE they should attend in the Academy PE kit, which they 
will wear for the full day.   

• students will be provided with specialist equipment for certain subject areas. In some cases this 
will remain with the students. 

• where specialised equipment needs to be returned, students must follow teacher instructions 
around subject specialist equipment being used, including cleaning routines. 

 
Staff 

• To reduce the risk of any potential spread of infection through the sharing of equipment and 
resources, staff will be required to have their own equipment pack of essential stationery items 
for their own use in different teaching areas 

• Staff are encouraged to bring in their own IT devices to reduce sharing of equipment. 

• All teaching staff will be provided with their own remote control. 

• Staff will be able to store their personal belongings in school lockers in areas where they are 
timetabled to most. 

o Staff to liaise with DHN for allocation and provide own padlock 

• Effective cleaning routines will be embedded at the end of a lesson in line with the specific risk 
assessment for the area that has been used 

• Where lesson resources and handouts are essential for learning and progress, these should be 
safely distributed/collected back in by a member of the class so that the teacher maintains the 2-
metre distance required 

• When teachers provide written feedback on work, books will not be handled by staff for a 
minimum of 72 hours to minimise the risk of virus transfer 

• To reduce the risk of any potential spread of infection through the sharing of equipment and 
resources, individual students will use their own equipment/equipment provided. Year 7 – 10 will 
leave equipment in their allocated classroom. Years 11-13 will be responsible for their equipment 

 

Uniform  
• Students are expected to wear their full uniform to the academy every day, including tie, blazer 

and school shoes.  

• On the day when they have their P.E. lesson students will be required to wear their P.E. kit for the 
full day (we cannot provide changing rooms currently).  

• We will work with families to address and support any individual issues with uniform 

• Students who arrive at the academy with missing or incorrect uniform will be challenged. Parents 
will be contacted and expected to support us by ensuring correct uniform is worn. If issues persist 
students will face sanctions.  
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• We have a small stock of ties and shoes which students and families may purchase. To minimise 
risk of infection we are unable to loan any items of uniform at the moment. All items of uniform 
can be purchased from Snazzy’s on Bridge Street, Darwen.  

 
 

Positive behaviour  

 
All students will be provided with a full overview of the changes made to the behaviour Policy on their returning 

September. This will initially be in the form of an assembly via Teams from RLE/DCE/FMN. Tutors will then go 

through the systems again with students after the assembly. 

 

All students will be expected to behave in a way that meets Academy expectations. Reminders of the expectations 

of behaviour standards will be given through the form time sessions (Y7), the weekly Personal Development session 

and be displayed clearly around site.   

 

During the reopening of DACA, expectations must be followed to ensure the safety of staff and students is 
maintained.  A few minor adjustments have been made to the behaviour policy in response to 
Government guidance and to reflect our current mode of operation. Other than the adjustments listed 
below, the Behaviour Policy will be applied. 
 

• Each bubble will have a Quiet Room area where students will be placed if they do not follow DACA 
expectations 

• Placements at another school will no longer be used 

• All detentions will take place within the bubble at the end of each day. A C1 will still be a 30 
minute detention and a C2 will remain as a 1 hour detention. 

• If staff require a student removing from their classroom due to disruptive or unsafe behaviour, 
they should use Edulink to do so. A member of the pastoral team will then escort the student at a 
distance of 2 metres to the year bubble Quiet Room. Work must be sent with the student 

• If a student is feeling unwell or has an urgent need to use the toilet, they should also contact the 
pastoral team via the Edulink on call system 

• It is vital that voices are not raised by students or staff to minimise the risk of passing any infection 

• Students must respect the 1 metre rule when lining up for lessons and when walking to break and 
lunch 

• Students that are found out of bounds will face a consequence and parents will be contacted 
about any such potentially dangerous behaviour 

• Students must walk at all times and not run 

• Students must not make any physical contact with other students or staff. This includes hugging 
and the shaking of hands. Any acts of aggression will not be tolerated and students will face a 
consequence as a result of this. In certain circumstances, this could lead to exclusion. 

• Students must not spit at any time and if they need to cough or sneeze, they must do so into the 
crook of their arm or preferably use a tissue. This must be disposed of immediately and hand 
sanitiser used. 
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Behaviour and attendance  
 

• Attendance will be monitored within each bubble and this will be led by the relevant Pastoral 
Manager. The EWO and VP will check the tracker daily. 

• Any known absences via parental contact will still be entered by the attendance team. 

• Any meetings with parents will be planned and consist of one parent with one member of staff 

• Term time holidays will not be sanctioned 

• Rewards and sanctions will all be dealt with through the year group bubbles. Any referrals to the 
Quiet Room must be made after a discussion between the PM and the SLT link to ensure that 
numbers are not exceeded 

• If there is a serious incident, the Pastoral Manager should complete the document and then share 
it with the SLT link. They will then speak with the Vice Principal about their recommendations. The 
VP will communicate his thoughts with The Principal who will make the final decision on an 
appropriate sanction 

• There will be clear duty points at the beginning of the day and at break and lunch to ensure that 
students follow the rules on not crossing into other year group bubbles 

• Vulnerable students will have a Pastoral Support Plan in place for the beginning of the new year. 
The PM will lead on this and will discuss targets and seek support from the SLT link and also the VP 

 

  

  

  

Actions if student or staff shows COVID 19 symptoms 

 
COVID-19- Suspected or confirmed cases at DACA 

Step 1-Isolating – Students and staff 

• If a child or staff member presents with COVID-19 symptoms (fever/ persistent cough/change in 

taste/smell), the person should be sent home as soon as possible.  

• In the case of a child awaiting collection, they will be isolated within the first aid room for that 

particular bubble  

• Their temperature will be taken using an infrared thermometer. The adult taking the temperature 

should wear a mask, gloves and apron.  

• If the child has to go to the toilet, the disabled toilet within the bubble should be used and nobody 

should then use this toilet until it has been cleaned.  

• Staff who have looked after the child do not need to go home unless they are displaying 

symptoms. They should wash their hands thoroughly and dispose of the PPE they have worn.  

• When a child, young person or staff member develops symptoms compatible with coronavirus, 

they should be sent home and advised to self-isolate and book a test.  

• Their fellow household members should also self-isolate. Parents within the bubble will be 

informed. 

• Parents of the child and/or member of staff must arrange for a test as soon as possible and should 

not leave the home. 



   
 

  27 
 

Step 2- Testing 

• Test should be carried out in the first 4 days of symptoms. 

• All staff and students who are attending an education or childcare setting will have access to a test 

if they display symptoms of coronavirus. A test can be posted to the home address, or the mobile 

testing centre at Witton Park may be used 

Step 3- Outcome of testing 

• If a child or staff member tests positive the staff member working with the group and the group 

needs to be sent home and to self-isolate for 14 days. NHS track and trace will be put in place. 

• Remote learning will re-commence. Other family members do not need to isolate unless the 

person or staff member they live with develops symptoms. 

• For staff or pupils who test negative. Once they are completely symptom free they may return to 

the school setting if they feel well enough to do so. 

Further investigation if required 

• For any positive cases, schools should contact the local health protection team at BwD. 

• The health protection team will carry out a rapid risk assessment to confirm who has been in 

• close contact with the person during the period that they were infectious, and ensure they are 

• asked to self-isolate. 

• If schools have two or more confirmed cases within 14 days, or an overall rise in sickness 

• absence where coronavirus (COVID-19) is suspected, they may have an outbreak, and must 

• continue to work with their local health protection team. 
 

Visitors to the Academy  
 

• The reception has been remodelled- two meeting rooms are now in reception so the majority that 
meetings can take place without visitors entering the academy unless necessary 

• Gates replaced on car park, locked during day, any visitor must ring reception for prior access/security 

• Screens to protect reception staff are in place as in supermarkets and public spaces 

• Parents are politely requested to make an appointment if they wish to come to the academy at 
any point during the school day 

• Parents are requested to limit family members attending meetings in the academy to 1 person 
unless needing to be accompanied by a professional worker 

• If parents have a query, they should ring or e-mail the relevant staff or e-mail address 

• We ask parents not to enter reception unless we are aware of their visit or to collect a child who is 
ill or has a medical appointment (we would be ware of this in advance) 

• Parents are requested not to enter reception at the beginning or end of the day to wait for their 
child 

• Reception staff must be made aware of and log any professional visitor to the academy e.g. social 
worker, music staff 

• Records and are kept of all visitors 

• Visitors must sanitise on entry and exit using the sanitising station in reception  

• Visitors must adhere to any academy COVID secure protocols 

• All usual safeguarding protocols apply 
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• Appendix 1 

COVID-19- Suspected or confirmed cases at DACA 

Step 1-Isolating – Students and staff 

• If a child or staff member presents with COVID-19 symptoms (fever/ persistent cough/change in 

taste/smell), the person should be sent home as soon as possible.  

• In the case of a child awaiting collection, they will be isolated within the first aid room for that 

particular bubble  

• Their temperature will be taken using an infrared thermometer. The adult taking the temperature 

should wear a mask, gloves and apron.  

• If the child has to go to the toilet, the disabled toilet within the bubble should be used and nobody 

should then use this toilet until it has been cleaned.  

• Staff who have looked after the child do not need to go home unless they are displaying 

symptoms. They should wash their hands thoroughly and dispose of the PPE they have worn.  

• When a child, young person or staff member develops symptoms compatible with coronavirus, 

they should be sent home and advised to self-isolate and book a test.  

• Their fellow household members should also self-isolate. Parents within the bubble will be 

informed. 

• Parents of the child and/or member of staff must arrange for a test as soon as possible and should 

not leave the home. 

Step 2- Testing 

• Test should be carried out in the first 4 days of symptoms. 

• All staff and students who are attending an education or childcare setting will have access to a test 

if they display symptoms of coronavirus. A test can be posted to the home address, or the mobile 

testing centre at Witton Park may be used 

Step 3- Outcome of testing 

• If a child or staff member tests positive the staff member working with the group and the group 

needs to be sent home and to self-isolate for 14 days. NHS track and trace will be put in place. 

• Remote learning will re-commence. Other family members do not need to isolate unless the 

person or staff member they live with develops symptoms. 

• For staff or pupils who test negative. Once they are completely symptom free they may return to 

the school setting if they feel well enough to do so. 
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Further investigation if required 

• For any positive cases, schools should contact the local health protection team at BwD. 

• The health protection team will carry out a rapid risk assessment to confirm who has been in 

close contact with the person during the period that they were infectious, and ensure they are 

asked to self-isolate. 

• If schools have two or more confirmed cases within 14 days, or an overall rise in sickness absence where 

coronavirus (COVID-19) is suspected, they may have an outbreak, and mustcontinue to work with their local health 

protection team. 
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Appendix 2 

 

Behaviour Policy: 

Taking Responsibility for Learning and Personal Growth 

  

Rationale 

  

The DACA Behaviour Policy is a fundamental part of the learning experience which encourages students to 

take responsibility for their conduct and learning.  

  

It also encompasses the Aldridge vision. ‘By the age of 25, all Aldridge graduates will have 

experienced an outstanding and enjoyable education and be able to sustain the life of their choice.  

They will be independent, thriving economically and making a real, positive contribution to their 

communities. 

  

All members of the Academy are to be treated with great respect and we emphasise self- discipline, courtesy 

and consideration for others. Our Academy encourages students to become independent learners who 

make entrepreneurial decisions which lead to them becoming confident, well-educated and responsible 

citizens who contribute to their community.  

  

Students are offered a place at DACA on condition that parents/carers agree to support DACA’s standards 

of personal responsibility which include students being excellent ambassadors for the Academy at all times, 

and especially whilst wearing our uniform. We expect all students to uphold our high standards by following 

this agreed Academy Code of Conduct, which has been subject to consultation with all members of our 

community. 

Aims 

  

1.  To create a secure and safe environment promoting the welfare and development of each and every 

member of the DACA community and encouraging good behaviour. 
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2.  To foster attitudes of mutual respect based on the recognition of the worth and contribution of each and 

every individual within the Academy. 

3.  To generate the highest quality of relationships within DACA.   

4.  To implement and consistently apply a system of rewards, commendations and sanctions fairly. 

5.  To promote appropriate self-discipline which will lead to the development of self-esteem and self-

confidence necessary for individual growth and development 

   

Expectations 

  

Code of Conduct 

As members of DACA we will act with courtesy and consideration, and show respect to others at all times. 

▪     We make it easy for everyone to learn and for the teacher to teach. 

▪     We speak politely to everyone. 

▪     We are quiet whenever we are required to be. 

▪     We move quietly and sensibly about the Academy. 

▪     We follow instructions at the first time of asking. 

• We do not raise our voices 

• We wash our hands regularly 

• We keep a safe distance between all students and staff 

  

DACA Classroom and general expectations 

• Correct DACA uniform should be worn correctly at all times including after the end of the 

Academy day. 

• Everyone has a duty to make it easy for others to learn and for the teacher to teach. 

• It is the responsibility of the teacher to organise the learning process, decide where 

students sit, and when/how students can leave the classroom. 

• Any request from a teacher should be carried out right away and without argument. 

• Mobile devices are kept out of sight and switched off before entering DACA in the morning 

until leaving the site at the end of the day. 

• Students must remain in their designated seats, a minimum of 2 metres from the teaching 

member of staff 

• Students must raise a hand prior to speaking, to ensure that there are no raised voices 

• Students must bring their own equipment and cannot share any resources with another 

student inside outside of their bubble 

  

Start of the day 



   
 

  32 
 

• Arrive at DACA for their designated start time and move purposely, ensuring social 

distancing at all times between peers and staff. The yellow lines note a safe distance 

• The teacher will greet you from behind their desk and you should keep eye contact and 

show mutual respect. 

• Go straight to your designated place. 

• Begin the starter activity as directed by your teacher. 

• Take the equipment required for your first session out of your bag.  

  

During Lessons 

• Stay in your seat, unless directed otherwise by a member of staff. 

• Listen to the member of staff’s instructions in silence. 

• Follow instructions the first time as the teacher asks for a quality audience. 

• Raise your hand before answering or speaking.  

• Present your written work with care.  

• Treat others and their work with respect. 

• Look after the desk space and everything in it. 

• Do your best both in class and with homework. 

• We believe that students should work to the best of their ability and attempt to complete 

any tasks reasonably assigned to them in connection to their education and sanctions may 

be used if this is not followed. Please note the adapted consequence (C) system. 

 

End of lesson 

• Stop working when asked to by your teacher. 

• Wait quietly for the next teacher to arrive. 

• Ensure that your desk space is tidy. 

• Get out books from bags in preparation for the next session. 

  

Session prior to lunchtime 

• Students will be dismissed one class at a time from the bubble by a member of the 

pastoral team. Students should then line up on the yellow lines along the corridor. 

▪     When asked to walk down to the dining room, students must keep to the designated lines and they will 

be met by other pastoral staff in the dining area. 

▪     Outdoor garments may not be worn inside 

▪     Move sensibly and quietly. 

  

Clean and Tidy 

▪     Put all litter into bins, 

▪     No chewing gum is allowed in DACA. 
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▪     Keep walls and furniture clean and unmarked. 

▪     Look after the DACA environment including all gardens, trees, shrubs and flowers. 

▪     Leave desk space tidy. 

  

 

 

Visitors 

▪     Visitors to DACA should be wearing a ‘visitor – badge.’ DCE and RDS/PDT will be aware of all visitors 

to the building and will make reception staff aware of this. All other visitors must remain behind the secure 

line. 

▪     If you suspect someone does not belong to DACA and is not an authorised visitor please report this to 

the nearest pastoral staff within your bubble. (Do not approach them yourself) 

▪     Be thoughtful and treat all visitors with respect. 

▪     Tell visitors what we are learning. 

▪     Listen quietly to visiting speakers and thank them for their work with you 

  

Assembly 

• Watch in silence. 

• Remain at your desk. 

• At the end, ask your teacher for any clarification on messages given via Teams. 

  

Break and Lunchtimes 

▪   Make a sensible and quiet line entering the dining room and at the tills, remaining on the yellow 

lines. 

▪   Sit in your designated chair 

▪   Eat ONLY at your designated space and do not share any food or drink with others. 

•  Clear your plates away when asked to by a member of the year duty team. This will be 

done in groups of 10, from each class bubble 

• You may go outside when given permission to do so, after you have cleared your area.  

• When outside, respect social distancing rules and avoid any physical contact with any 

other person. 

• Student must bring a drink bottle of their own. Drinking fountains will be unavailable. 

• Students will be called in one class bubble at a time. They must stand on the designated 

yellow lines along the dining area ‘corridor’. 

• Students will be taken to their classroom by a member of the year bubble pastoral team. 

• Students will be met by the class teacher from behind their desk. 
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Outside DACA 

▪   Be an ambassador for the Academy: Wear your full correct uniform with pride; including an appropriate 

outdoor coat. No hoodies or sports tops are to be worn, other than PE kit. 

▪   Remember other road users and pedestrians and do not congregate in groups, which block other peoples’ 

safe passage. 

▪   Be quiet and sensible. Use the crossings safely and at the direction of staff. 

▪   Stand back and let others pass. 

▪   Go home straight away: You are not allowed to arrange to meet anyone who is not your parent/carer or 

who does not belong to DACA. A student who encourages another student from another school to meet 

them by our premises may be sanctioned by isolation or other appropriate sanctions. 

All staff at DACA are responsible for maintaining discipline and ensuring that students 

fulfil the expectations placed upon them. 

Role Rewards responsibilities Sanctions responsibilities 

Local 

Governing 

Committee 

Informed of achievement/effort by 

Principal 

Attend awards ceremonies 

Conduct disciplinary panels 

Appeals procedure 

Principal  Verbally praise students 

Write to parents and students 

Praise Postcards/Praise Text/E- 

Mail 

Mention in assemblies Include in 

newsletter  

  

Sanction Permanent Exclusions 

Sanction Fixed Term Exclusions 

Communicate with parents  

Vice 

Principal 

(welfare and 

guidance) 

Verbally praise students 

Write to parents and students 

Mention in assemblies Include in 

newsletter  

Sanction Fixed Term Exclusions in 

absence of the Principal (After verbal 

discussion) 

Recommend exclusions  

(Fixed and Permanent) to the 

Principal 

Lead person for ‘remove’ 

Initiate behaviour panels 

Communicate with parents  

Lead on restorative justice 

Monitor students on report 
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Oversee alternative provision 

Ensure that all staff are trained and 

are aware of the Covid-19 

adjustments to the behaviour policy 

Offer advice and support for AP leads 

for each year group bubble 

Support with the year bubble 

consequence detentions for 30 

minutes at the end of the day 

Dis cuss any AP referrals with the 

SENDCo and AP for each year 

bubble 

First point of contact for managed 

moves and in year admissions 

Assistant 

Principals  

Verbally praise students 

Write to parents and students 

Mention in assemblies  

Devise age appropriate rewards 

strategies 

Commendation Assemblies 

  

Issue and monitor Pastoral Support 

programmes 

Ensure pastoral staff complete 

serious incidents when a fixed term 

exclusion is a possible consequence 

Discuss with VP any possible fixed 

term exclusions 

Place students in the year bubble 

Quiet Room 

Take part in behaviour panels (via 
Teams) 

Involvement in restorative justice 

Monitor students on electronic report 

Lead on scheduled and unplanned 

uniform checks 

Lead on consequence detentions 

Ensure that the pastoral staff are 

deployed effectively and safely within 

the bubble 

Support the pastoral staff, ensuring 

that they can carry out their role safely 

and effectively 

Support with the year bubble 

consequence detentions for 30 

minutes at the end of the day 
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Pastoral 

Managers 
Contact parents  

Mention in assembly Verbally 

praise students Issue prizes 

Organise tutor competitions and 

lead on rewards visits  

Visit lessons to promote positive 

learning 

   Issue and monitor electronic report 

cards 

Involve external agencies  

Communicate with parents  

Recommend SLT intervention 

Recommend  QR referrals 

Restorative justice (via Teams) 

Scheduled and unplanned uniform 

checks 

Meet with parents following an 

exclusion along with the year bubble 

SLT link and/or the VP/Principal 

Regularly patrol the year bubble 

corridor 

Support with the year bubble 

consequence detentions for 30 

minutes at the end of the day 

Ensure that all students in their 

bubble leave class safely at lunchtime 

and follow the instructions given to 

them over the lunch period 

  

  

Role Rewards responsibilities Sanctions responsibilities 

Year Bubble  

Pastoral 
Worker  

Contact parents 

Verbally praise students 

  

Support the Pastoral Manager at the 

beginning and end of the day in 

ensuring that all students enter and 

leave rooms safely 

Support the rest of the year bubble 

team at break and lunchtime 
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Support students from a safe 

distance in lessons if arranged with 

the Pastoral Manager and AP for the 

year bubble. 

Support with targets used in 

behaviour monitoring 

Support with the year bubble 

consequence detentions for 30 

minutes at the end of the day school 

detentions 

  

Year Bubble 
Teaching 
Assistant 

  Support the Pastoral Manager at the 

beginning and end of the day in 

ensuring that all students enter and 

leave rooms safely 

Support the rest of the year bubble 

team at break  

Support students from a safe 

distance in lessons if arranged with 

the Pastoral Manager and AP for the 

year bubble. 

Support with targets used in 

behaviour monitoring 

Supervise students whilst teachers 

move between classrooms within the 

bubble 

Emergency cover for the year bubble 

when needed 

DoLs Contact parents  

Verbally praise students  

Issue department certificates / 

prizes / praise post cards/ student 

of the week 

  

Support staff within the faculty 

Place students on electronic faculty 

report 

Communicate with parents 

Change setting arrangements if 

necessary 

Lead on relevant bubble detentions 

 Communicate with relevant Pastoral 
Manager and AP 

Recommend Quiet Room if students 
have not completed detentions 
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Arrange observations with the PM for 
student behaviour within the faculty 

Arrange and support faculty staff in 
parent meetings (via Teams) 

  

Y7 Tutor Verbally praise students 

Contact home 

Work closely with the Y7 bubble 

team 

  

Issue and monitor Progress Tutor 

report  

Communicate with parents  

Communicate with Class Teacher 

Communicate with Pastoral Manager  

Monitor behaviour and reward points 

for 

Tutor group. 

Scheduled and unplanned uniform 

checks 

Take a full part in assemblies and 

the PSHE curriculum 

  

Class 

Teacher 

  

Give verbal praise 

Call parents 

Give out praise postcards 

electronically 

Give reward points 

Issue a verbal warning 

Written comments in SIMs/Edulink 

Ensure students remain in their 

designated place 

Use of consequence system 

Use remove system when needed 

Communicate with parents. 

  

  

  

                                                                                                                                                                             

  DACA operates a number of systems and facilities to aid behaviour management 
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1. Restorative Justice 

These are led remotely by Mr Ince, one of our counsellors. It allows students the opportunity to reflect on 

the decisions which they have made. 

  

2. Report 

Students can be placed on report by DoLs, or a member of the year bubble team. 

  

3. Alternative Provision.  

This is for students who have not responded to the interventions to date and are at risk of permanent 

exclusion. This may include The Heights and/or St Thomas’s PRU. It is always our intention that students 

return to DACA from AP and they will always remain on our roll. This will only be used in exceptional 

circumstances 

  

5.  Consequence System 

This system encourages students to take responsibility for their own behaviour and maximise their 

learning. All staff use the same language to students when applying the system to ensure consistency. 

  

An initial warning will be given by the teacher, where they will state ‘Learning is being disturbed. I 

am therefore issuing the whole group with a warning. ‘ A final warning will then be used before the 

system below applied. 

  

Consequence Grid (All in school sanctions will take place in the year group bubble) 

Types of behaviour  Awarded by whom  Consequence  

Speaking at the same time 

as the teacher, incorrect 

uniform, lateness  

Tutor/class teacher  C1  

Continued disruption, 

answering back, not 

following ‘First Time, Every 

Time’  

Tutor/class teacher/duty 

staff  

C2  

Inappropriate language in 

front of staff, using a mobile 

phone  

Pastoral Manager /Pastoral 

Worker 

C3 (Quiet Room the 

following day) 
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Swearing at staff, 

racist/homophobic 

comment, refusal to follow 

instructions  

AP to discuss with VP, VPs, 

Principal  

C4 (2 days or more in the 

Quiet Room) 

Aggression, bringing 

banned items to school, 

persistent disruption  

AP to discuss with the VP 

who will in turn converse 

with the Principal  

C5 (Fixed Term Exclusion)  

Violence against staff  Principal (investigation and 

recommendation from the 

VP) 

C6 (Permanent Exclusion  

  

If students continue to disrupt learning then the following will apply: 

  

Number of C1/C2 in a week Intervention Further action 

3 On tutor report for 1 week NA 

3x QR referral  On report for 2 weeks to TSL 
or Pastoral Manager 

 Parent contacted 

Students on return from an 
FTE 

On report for 2 weeks to 
WSE/ASE 

 Parent meet with WSE/ASE 

More than one FTE in a term On report for 2 weeks to SLT 
link for year group 

 Parent meet with SLT link 

 

Any student that is given an FTE will have a meeting with the relevant member of staff noted above in the 

first instance. Any additional exclusions will result in a meeting with the Vice Principal (Welfare) and the 

Principal. 

  

6. External agencies 

DACA works with the following agencies: 

a)  Social Care 

b)  Children’s Services (Local Authority) 

c)  Youth Offending Service 

d)  EWO  

e)  ELCAS 

f)   The Heights anger management programme 

g)  Health agencies 

h)  Police 

I)   Inclusion Support Service 
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j)   Educational Psychologist 

  

7. Exclusions from DACA 

DACA follows statutory guidance issued by the DfE. There are two types of exclusions from DACA: 

  

Fixed Term    for a maximum of 45 days per academic year 

 

Permanent     a student may not return to DACA  

Exclusion is our most serious sanction. 

  

Students are at risk of either fixed term or permanent exclusion if they: 

Use physical/ verbal aggression towards another student or member of staff 

Bully another student 

Act in a manner that endangers the health and safety of others or themselves 

Supply or possess a banned substance 

Carry an offensive weapon 

Persist in disrupting teachers teaching and students learning 

Exclusions may also be appropriate in instances of theft and damage to property 

Bring the name of DACA into disrepute in the local community 

And any other incident deemed serious by the Principal 

Deliberately cough or spit in the direction of another student or member of staff 

Endanger the health and safety of a peer or a member of staff by not following social distancing guidelines 

  

In some instances, either DACA isolation in the Quiet Room which results in students staying behind for an 

extra period of time at the end of the day will be appropriate in place of a fixed term exclusion. 

  

The exclusion of a student is a very serious matter. It is not a step which DACA takes lightly and it is a 

consequence of a serious breach of Academy discipline. Each and every situation will be thoroughly 

investigated and judged in its own right. The full support of students and parents is expected in any 

disciplinary matter to avoid any exclusion being made permanent. 

  

Students who are FTE for over 5 days consecutively will be offered education off site as part of this provision. 

Students who amass 15 FTEs in one academic year will be seen by a Governors Behaviour Panel (this 

panel may also see other students and their parents if deemed necessary. 
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1. Assault 

Students who assault a member of staff or other students. This includes spitting and coughing deliberately 

close to another person. 

a)  Isolate student in remove 

b)  SLT informed 

c)  Incident investigated and the police involved if appropriate 

d)  Will result in a Quiet Room, Fixed Term Exclusion or possibly a Permanent Exclusion 

  

2.  Banned items 

The following items are ‘banned items’ (for illegal drugs see ‘Drugs Policy’) 

Banned items (other than illegal drugs) 

Unauthorised drugs include: 

•   Alcohol 

•   Tobacco and e-cigarettes 

•   Prescription medicines without the patients name, date of prescription, dosage and name of drug 

•   Over the counter or other non-prescription medicines without a parental note of authorisation 

•   Solvents 

•   Volatile substances 

  

Additional Banned Items 

•   Matches 

•   Cigarette lighters or any smoking / drug related paraphernalia 

•   Fireworks 

•  Knives 

•   Firearms 

•   ICT virus equipment – inappropriate material 

•   Laser pens or any laser pointing device 

•   Chewing gum 

• Fizzy drinks 

1. Make up 
2. Jewellery (1 pair of gold or silver studs are permitted) 
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3. Any other item which is deemed inappropriate by senior leaders at DACA. 

  

 

If such an item is found, the following will apply: 

a)  Isolate student using remove 

b)  Item confiscated (item usually requiring collection by parent/carer or police) and kept safe  

c)  Pastoral Manager and SLT link informed 

d)  Incident investigated 

Following the completion of a serious incident form. The findings of the investigation will be communicated 

with the VP 

e)  Will result in internal isolation or Fixed Term Exclusion / Permanent Exclusion following a discussion 

between the VP and the Principal 

  

The Behaviour and Discipline in Schools (Feb 2014) DfE guidelines protects staff from liability to, or loss of, 

any confiscated item provided staff have acted lawfully. DACA also exercises the power to search without 

consent for prohibited items, including stolen items, cigarette related items, pornographic images, articles 

likely to be used to commit an offence and also cause damage to property. In cases of weapons and knives 

and extreme or child pornography the police will be called and the material handed to them. Staff will not 

handle such items at the current time. Students will be asked to place such items into a clear plastic bag.The 

college also exercises the right to look at the content of mobile phones and other devices and delete material 

if it is deemed necessary and inappropriate.  

  

3.  Bullying (see ‘Bullying Prevention’) 

Bullying is unacceptable behaviour and will not be tolerated at DACA. Bullying is behaviour that deliberately 

tries to cause anxiety, fear or hurt. It can include being hit, pushed around, being teased, threatened, called 

names or having money or possessions taken or damaged. 

  

Actions are described in the Bullying Prevention Policy as to what would happen to students in the event of 

a bullying incident. 

  

4. Damage to DACA property 

a)  Parents are contacted 

b)  Where appropriate, payment is requested from parents 

d)  Appropriate sanctions such as detention or time in the Quiet Room. 

  

5.  Detention/Consequences 
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All detentions are completed on the same day. A C1 will last for 30 minutes and a C2 for 1 hour. Parents 

will be contacted about this. If a student fails to attend a detention, they are placed in the Quiet Room the 

following day until 4.15pm. 

  

SLT and the extended leadership team will support staff with implementation of detentions.  

  

7.  Disruptive behaviour around or outside of DACA 

The same consequence applies at these times as well as when a student travels between DACA in the 

morning and after the school day. If students are involved in unacceptable behaviour on social media outside 

of the Academy, then a sanction will apply as well as possible intervention from the police. 

   

8.  Drugs (also see ‘Drugs Policy’) 

Students who bring or use drugs on site will be placed in isolation while:- 

a)  An investigation takes place involving the police when appropriate.  

b)  Parents are contacted 

c)  A referral to an appropriate outside agency for support work is arranged. 

  

Using, possessing or supplying drugs will result in a Fixed or Permanent exclusion.  Carrying sufficient drugs 

which may be judged (by police) to be used for supply will result in Permanent exclusion. Where a student 

is allowed to return to school a ‘Drugs Free in DACA’ contract will be signed. 

  

Second time use possession or supply of drugs following the signing of the ‘Drugs Free in DACA Contract’ 

will result in permanent exclusion. 

  

DACA will exercise its right to ask students to empty pockets and bags in cases where drug use/possession 

is suspected. If students fail to agree to this, DACA will contact the police and the police will conduct a 

search. 

  

9.  Equipment 

Students are expected to bring into DACA: 

a)  A bag containing a pen, pencil and ruler 

b)  Any home work which is to be placed into a folder and handed in. It will not be handled for a minimum of 

72 hours. 

c)  Correct clothing on that particular day requires (e.g. PE and Food)  

  

Persistent failure to bring correct equipment will result in sanctions being applied to a student. 
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Staff will give a warning on the first occasion and a sanction on the second and subsequent occasions. 

  

10.  Fighting 

DACA has a clear ‘no touch’ rule for students, which includes aggression or retaliation. Students who are 

physically aggressive will face serious disciplinary consequences. Students who encourage others to fight 

will also face a sanction. In the current climate, any such acts of aggression will be taken extremely seriously. 

Students who fight can expect: 

a)  Isolation whilst an investigation takes place 

b)  Further internal isolation or Fixed Term Exclusion  

c)  Parents to be contacted 

d)  Possible permanent exclusion 

  

11.  Fire Safety 

Most fire alarm buttons are protected by a flap which has to be deliberately pulled up to break glass and 

push a button.  Any student setting off a fire alarm without just cause or abusing fire- safety equipment will 

be isolated / excluded. Actions which deliberately endanger the safety of others may lead to permanent 

exclusion.  Any charges incurred will be passed to the parents. It is an offence to smoke inside the building 

and any student caught doing this, may be referred to the Police and/or Fire Service. 

  

12. Smoking (Cigarettes or electronic cigarettes) 

Smoking is banned for staff and students on the whole of the DACA site and when a student is wearing the 

DACA uniform. Any students caught smoking will: 

  

a)  Have their smoking equipment confiscated and disposed of (i.e. treated as a drug – see Drugs Policy). 

b)  Parents may be called in for a discussion on health and duty of care. 

c) Be isolated at break, lunch or serve an ‘after Academy’ detention where anti-smoking advice will be shown 

or a full day in the Quiet Room. 

d)  Be referred to the school nurse for educational material and consultation. 

  

In extreme cases of persistent disregard for the no smoking rule, students will be excluded to the care and 

supervision of parents at break and lunch. Smoking also includes the use of electronic cigarettes. 

  

13.  Harassment (race, religion, sexuality, culture) 

We have a zero tolerance policy towards any kind of bullying. Any student who harasses other students will 

be treated in the same way as a bully.  An investigation will take place by pastoral staff and the punishment 

will then be determined. This may include Fixed Term/Permanent exclusions, detentions or isolation. SLT 
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must be informed of racist/ homophobic incidents so the appropriate paperwork can be completed for the 

anti-bullying file and police purposes. 

  

14. Homework 

Homework is set in accordance with the DACA’s homework policy.  

  

15. Intruders/strangers 

Any student seen talking to or encouraging a stranger to come on to site or stay on site will be isolated and 

could be excluded.  Any student letting a stranger into DACA or giving them any “information” will receive 

Fixed Term exclusion, a Governors’ warning, or be permanently excluded. 

Any student who meets with students from another school outside DACA gates or in the immediate vicinity 

of the Academy will likely spend time in isolation. 

  

  

16.  Lateness 

Students that arrive late will be given a C1 which is to be completed at the end of the day. Parents will be 

contacted. If a student arrives more than 10 minutes late, they will need to sign in at main reception. 

Persistent lateness will result in parents coming in for a meeting and a possible fine being issued. 

  

  

17.  Mobile devices and earphones 

  Earphones are banned. Only DACA headphones, issued by staff may be used, at their discretion. 

Mobile devices are not be used at all between 8.40 and 3.15. Any students who use them during the day 

will place it in a clear bag and have it confiscated and kept with the relevant Pastoral Manager. Items will 

only be returned to a parent. Any electrical devices that are brought into DACA are done so at the personal 

liability of the student. DACA will not be held responsible for damage or lost items. Staff have the right to 

use their discretion on the use of such devices at times other than the above – before and after the Academy 

day, trips, sport events etc. 

  

If an issue of anti-social behaviour combined with the use of social media is brought into DACA by students 

(even if the incident occurred outside of the Academy) then staff will investigate. Depending on what occurs 

in DACA then a sanction (detention, isolation, suspension, Fixed Term or Permanent Exclusion) may apply 

and we reserve the right to involve the police as well as parents. Students who have been involved in such 

an incident will also be banned from bringing these devices into DACA for the equivalent of one term and 

will have regular and 

random bag searches. (Only the student will handle any items) They will receive a permanent ban on 

bringing devices into DACA if they are found with a mobile phone during the duration of the ban. The college 

also exercises the right to look at the content of mobile phones and other devices and delete material if it is 

deemed necessary and inappropriate 
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The use of “smart e-watches” is also banned in DACA. This is due to increased concerns regarding their 

potential mis-use in exam situations.  

Students are also not allowed, in any circumstances, to take photographs or to film staff or students either 

in DACA or outside of the Academy without the expressed permission of the staff member. Any student who 

does take such an image will be sanctioned (detention, isolation, suspension or FT/P exclusion) and have 

an in DACA phone ban applied. 

  

18.  Language/Swearing 

If a member of staff hears bad language directed at them or about them, the student must be removed from 

the classroom by remove staff. An investigation will determine the sanction. 

  

A student deliberately shouting bad language across the classroom or around the building so other students 

can hear will be removed from class and placed in remove. 

  

Any form of verbal aggression towards a member of staff must be dealt with.  Staff work on the principle 

‘Loud enough to be heard…..Loud enough to be punished’. Students are made aware that swearing will 

always be an issue which will result in disciplinary consequences even if unacceptable words are whispered 

to another student. 

  

Instances of the use of swearing or bad language are noted on record. The repeated or extended use of 

extremely foul or disrespectful language (including racist and homophobic comments) directed to staff as 

well as students will always result in isolation, fixed term exclusion / suspension and, in extreme cases, may 

lead to Permanent Exclusion. 

  

19.  Theft 

After an item has been reported as stolen: 

a)  A full investigation will take place 

b)  Students may be required to have their coats and bags searched (Items will only be handled directly by 

the student) 

c)  Sanctions will apply to the thief 

DACA is not liable for the loss or theft of any items students bring into the Academy. Theft also includes 

theft from the café areas. 

  

20.  Truancy 

If a student has been identified as truanting: 

a)  Parents will be contacted by phone, email or Edulink. 
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b)  Truanting for a lesson will result in the students being detained after the Academy day (C2)  Truanting 

from more than one lesson on the same day will result in the student receiving a day in the Quiet Room. 

d) The EWO will be notified in worst cases 

  

Walking away from a teacher or responsible adult who is giving instruction or sanction is unacceptable. 

Walking out of DACA without permission and signing out without permission is always unacceptable and 

seen as truancy. 

  

On these occasions: 

a)  An attempt will be made to contact a parent 

b)  The students will serve a C2   

 

21.  Use of restraint 

Staff are allowed to use reasonable force when restraining students who are acting in a threatening or 

dangerous manner or to prevent an accident. If a student is in danger of harming themselves, then a 

monitoring visit should be requested and the member of staff should be accompanied by a member of SLT 

or someone who has been ‘Team Teach’ trained. 

  

22.  Uniform/Dress Code 

Students are expected to wear their uniform with pride and “dress for success” at all times. Students who 

fail to wear the correct uniform or fail to wear their uniform correctly. A C1 and subsequently a C2 will be 

applied to students who do not adhere to this. Other sanctions such as time in the Quiet Room and fixed 

term exclusion may apply. 

  

  

23. Conduct outside of the DACA gates 

Teachers have a statutory power to discipline students for misbehaving outside the school (Academy) 

premises. Section 89(5) of the Education and Inspections Act 2006 gives the Head / Principal a specific 

statutory power to regulate students’ behaviour in these circumstances “to such extent as is reasonable”. 

  

DACA’s behaviour policy allows us to discipline a student for any misbehaviour when the child is: 

-     Taking part in a school organised or Academy related activity 

-     Travelling to or from the Academy 

-     Wearing DACA uniform 

-     In some other way identifiable as a student at the Academy 
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Or misbehaviour at any time, whether or not the conditions above apply, that: 

-     Could have repercussions for the orderly running of DACA 

-     Or poses a threat to another student or member of the public 

-     Or could adversely affect the reputation of DACA 

  

DACA reserves the right to work with the police on such matters if necessary and sanction if required. This 

may include the use of detention, isolation, suspension, fixed term exclusion and permanent exclusion.
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