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Please read the enclosed information carefully with your child and sign and return the slip at the bottom 
to your child’s form tutor. 



 

 

 

 

 

 

 

 

 

Dear Parent/Guardian, 

Please find information within this booklet about the Academy’s pastoral system and behaviour for 
learning procedures. You will also find copies of our partnership agreement, mobile phone protocol, social 
media protocol, network user agreement and laptop agreement. Please read through the information with 
your child to ensure that you are clear about the Academy policies in these important areas.  

Our Academy policies can also be found on our Academy website, under the ‘Key Info’ link at the top of the 
main page.  

Could we please ask that you and your child then sign the reply slip on the last page of the booklet, detach 
the page and return it to your child’s form tutor by the end of the first week? 

The booklet can then remain at home for future reference. Please note that other important information 
can be found in your child’s homework planner or on the school website. 

 

Yours sincerely 

 

 

 

Mr S A Eccles 
Head Teacher. 
 

 

  



Pastoral System 

The Academy’s pastoral structure is arranged in learning houses.  The pastoral structure uses learning 
houses as its base and forms are arranged as follows: 

 Learning House 
 Communication Maths & ICT Creativity & 

Enterprise 
Humanities Science & PE 

7 R C S B H L M F E T 
8 R C S B H L M F E T 
9 R C S B H L M F E T 
10 R C S  H L M F E T 
11 R C S B  H L M  E T 

 

Form rooms are located within each learning house and students will meet together for collective worship 
as a learning house in assembly. The curriculum is delivered to year groups as usual. 

Each learning house is line managed by a Senior Leader. The team of tutors in each learning house is led by 
a Head of Learning House who oversees the pastoral system within their house. Each learning house also 
has access to a pastoral manager who will assist with pastoral issues as needed. 

The pastoral system allows us to make the best use of our fantastic new building and to maximise the 
opportunities it creates for initiatives like peer mentoring, student voice and extracurricular work. 

The Senior Leader and Heads of Learning House are as follows: 

 Learning House 
 Communication Maths & ICT Creativity & 

Enterprise 
Humanities Science & PE 

Senior Head 
of Learning 
House 

Mr P Gillespie Mrs E Murray Mr P Gillespie Mrs E Murray Mrs E Murray 

Head of 
Learning 
House 

Miss  F Lynch Mr G Walker Mrs A Johnson Mr P Allan Miss R Jones 

Pastoral 
manager 

Mr D McLaughlin Mrs S McDonald Mrs A Evans Miss C Jackson Mrs C Bailey 

  

The first contact for any issues should be your child’s form tutor who will then direct the enquiry to the 
relevant member of staff as required. 

 

 

 

 

 

 



Behaviour for Learning 

 

The Behaviour for Learning (B4L) system is underpinned by a set of expectations for students as effective 
learners and a clear set of class rules.  Details of how the system will operate are outlined in the student 
planner a copy of which can be found below. Please take some time to read through its content. Alongside 
this a set of staged interventions will operate for students who are having difficulties in Academy meeting 
our expectations or in behaving in a way which allows others to learn. If your child requires intervention in 
this way you will usually be contacted by their form tutor in the first place who will explain how the levels 
of intervention operate. 

A full copy of the policy is available on the Academy’s website under ‘KEY INFO’. 

Behaviour for Learning 

The following pages outline the expectations and rules for our Behaviour for Learning policy. The policy is 
split into ‘Expectations’ which affect student’s own learning; and ‘Rules’ which affect the learning of 
others. 

To ensure that everyone gets their fair reward we will award students 20 points per week that they attend 
school. Students will not be awarded points on days that they are absent. Where a student fails to meet an 
expectation during form time, or a lesson, a point will be deducted.  

This ensures that those students who are in Academy, in correct uniform, who consistently arrive on time, 
prepared to learn will be automatically rewarded. 

Points will also be awarded to students who produce excellent homework, related to their ability and also 
for excellent class work effort. Students will also earn points for contributions they make towards the 
community, such as extra-curricular involvement, SVP, charity work etc. 

Students who stop others from learning will be dealt with using the staged approach outlined in the 
following pages. Where a student reaches stage three, a referral will follow. This will earn an automatic 
next day detention and contact will be made home.  

Students who do not attend or fail a detention will be excluded from school for one day and have to re sit 
the detention at a later date.  

A staged intervention approach to support students who are consistently failing to behave will operate 
alongside this system. Our current urgent referral system will continue to operate to deal with any more 
serious behaviour issues. 

 

 

 



  



  



 

 



 

Partnership Agreement 

We believe that: 
 Education is important. 
 Education is a partnership between home and Academy. 
 Working together will ensure aspirations for excellence and achievement of full potential. 
 
 
School 
We will do our best to: 
 Provide opportunities to deepen spiritual awareness and help pupils to understand the value of prayer. 
 Care for the pupils and ensure their safety and happiness. 
 Provide a broad and a balanced curriculum with equality of access for all pupils. 
 Meet the pupils’ individual needs. 
 Ensure all pupils achieve their potential. 
 Set, mark and monitor home learning. 
 Achieve high standards of behaviour and learning. 
 Keep you informed about Academy matters and your child’s progress. 
 Deal sensitively and promptly with any concerns or complaints. 
 
 
Parents 
We will do our best to: 
 Ensure that pupils attend regularly and punctually. 
 Ensure that pupils are dressed in full Academy uniform. 
 Ensure that pupils have the correct equipment for Academy including a bag. 
 Support the pupil’s learning activities at Academy and at home. 
 Support the Academy’s policies and guidelines for behaviour. 
 Attend parents’ evenings and meetings about progress. 
 Contact the Academy over any concerns or problems. 
 Encourage our child to aim for the highest achievement. 
 
 
Students 
I will do my best to: 
 Attend regularly and punctually. 
 Achieve all that I am capable of in all Academy activities. 
 Follow the Academy rules. 
 Bring all the books and equipment I need every day. 
 Complete home learning and take part in classroom learning. 
 Wear full Academy uniform and be smart and tidy. 
 Be polite and helpful to others. 
 Look after the Academy environment. 
  



Mobile Phone Protocol 

It is an Academy expectation that mobile phones are to be kept off and in a bag. 

• Mobile phones must remain switched off and kept in the bag/pocket of the student whilst the student is 
at Academy. 

• A member of staff may give students permission to use mobile phones during lessons where their use is 
specifically and directly related to learning. 

• If a phone is seen or heard without teacher permission it will be confiscated and returned at 3.10 

• A point will also be deducted from PARS 

• Improper use of mobile phones which might include: 

• taking images or making recordings of other members of the Academy community without 
permission 

• Accessing social networking sites to post unpleasant comments about members of the Academy 
community during the school day 

•  will result in confiscation whilst the matter is investigated and sanctions that follow the Academy 
policy. 

• Phones are not allowed in examination rooms and may lead to disqualification from the exams if they go 
off and disturb other candidates. 

• The Head teacher’s decision on all matters of mobile phone protocol is final. 

• The Academy accepts NO responsibility for the safety/loss/theft of mobile phones on the Academy site. 
Parents should consider taking out separate insurance to cover their child's mobile phone. 

  



Computer and Network Use Policy 
St Mary’s Catholic Academy maintains certain policies with regard to the use and security of its computer 
systems, including the network. All users of these facilities are expected to be familiar with the policies and 
consequences of violation as listed below. 
  

Network Security and Privacy Policies 
1. All users should be aware that the Academy may use monitoring software that records 

all Internet access including SSL, file access, keystrokes and screen images. 
2. Unauthorised attempts to gain privileged access or access to any account or system not 

belonging to you on any Academy system are not permitted. 
3. Computer and network accounts provide access to personal, confidential data. Therefore, 

individual accounts cannot be transferred to or used by another individual. Sharing accounts or 
passwords is not permitted. 

4. Each user is responsible for the proper use of his or her account and any activity 
conducted with it. This includes choosing safe secure passwords and protecting them 
accordingly. 

5. No Academy system or network may be used as a vehicle to gain unauthorised access to 
other systems. 

6. Any user who finds a possible security lapse on any Academy system or network must 
report it to the system administrators. To protect your files and the system, don’t attempt to 
use a system under these conditions until a system administrator has investigated the problem. 

7. All users should be aware that the system administrators conduct periodic checks of 
Academy systems and networks, including password checks. Any user found to have a weak 
password will be required to choose a secure password during the next login process. 

8. User files on the Academy servers are kept as private as possible. Attempts to read another 
person’s protected files will be treated with the utmost seriousness. The system administrators 
will not override file protections unless necessary in the course of their duties, and will treat the 
contents of those files as private information at all times. 

 
Network and Computing Usage Policies 

9. No Academy system or network may be used for any purpose or in a manner that 
violates trust regulations or constitutes a legal offence. 

10. Please keep in mind that many people use Academy systems and networks for daily 
work. Obstructing this work by consuming gratuitously large amounts of system resources 
(disk space, CPU time, print quotas and network bandwidth) or by deliberately crashing the 
machine(s) will not be tolerated. 

11. Use of any Academy system by outside individuals or organisations requires special 
permission from the systems administrator. 

12. Use of Academy systems or networks for commercial purposes, except where 
explicitly approved, is strictly prohibited. 

13. Any attempt to vandalise or steal ICT equipment will be treated with the utmost severity. 
14. Users must not attempt to use or install any software not authorised by the Academy. 
15. Copying, storing, displaying, or distributing copyrighted material using Academy 

systems or networks without the express permission of the copyright owner, except as 
otherwise permitted under the copyright law, is prohibited. 

 
 
 



Portable Device Usage Policies 
16. Users must obtain permission from a system administrator before connecting any 

portable equipment to the network. 
17. All laptops connecting to the Academy domain must have the managed Anti-Virus 

client installed and configured to automatically update from the central update server. 
Any personal devices connecting to the Academy wireless network must have adequate 
Anti-Virus protection. 

18. Users are permitted to configure their laptops for Internet access at home but are 
required to frequently connect to the Academy network to ensure that they check in with the 
licence server and relevant updates are applied. 

19.  Laptops provided to staff are for use by the assigned member of staff only and are 
provided subject to the conditions on the ‘Laptop Loan Scheme’ form. 

 
Email Usage Policies 

20. No E-mail may be sent or forwarded through an Academy system or network for an 
illegal or criminal purpose. 

21. Electronic mail, like user files, is kept as private as possible. Attempts to read another 
person’s electronic mail will be treated with the utmost seriousness. The Academy and it’s 
administrators of email systems will not read mail unless necessary in their duties. Also, there 
may be inadvertent inspection in the ordinary course of managing and maintaining the 
computer network and in carrying out other day-to-day activities. 

22. Users should be aware that their “deletion” of electronic information will often not 
erase such information from the system’s storage until it is overwritten with other data and it 
may, in any case, still reside in the Academy’s network either on various backup systems or in 
other forms, and even if erased, may still exist in the form of printouts. 

23. Nuisance E-mail messages or other online messages such as chain letters, 
obscene, harassing, or other unwelcome messages are prohibited. 

24. Unsolicited emails to multiple users are prohibited. 
25. The Academy reserves the right to refuse E-mail and other connections from outside 

hosts that send unsolicited, mass or commercial messages, or messages that appear to 
contain viruses to Academy or other users, and to filter, refuse or discard such messages. 

 
Limitations of Liability 

The Academy is NOT responsible for any loss or damage to users’ data or disks or for any other 
problems incurred as a result of using its ICT services, whether the cause originates with the user (for 
example, misuse of equipment, work left unattended, etc.) or from another source (for example, 
computer viruses, equipment malfunction, etc.). 

  
  
  
Violations of these  policies may result  in the  immediate  suspension  of computer  account  and  network  
access pending investigation of circumstances and may lead to their eventual  revocation.  Serious 
violations of the policy will be referred directly to the appropriate authorities; unauthorised use of 
Academy computing facilities can be a criminal offence. The penalties may be as severe as suspension, 
dismissal or exclusion from the Academy and/or criminal prosecution. 
  
 



Google Apps Acceptable Use Policy 

  
This Acceptable Use Policy (AUP) applies to all users of the Academy’s Google Apps system. This policy 
should be considered part of the Acceptable Use Policy at St Mary’s Catholic Academy. You should also 
read the Academy's Information Security Policy. 

  
General Principles 
Use of the Google system is permitted and encouraged where such use is suitable for educational 
purposes and supports the goals and objectives of the Academy. Email is to be used in a manner that is 
consistent with the Academy’s standards of business conduct and as part of the normal execution of an 
employee's job responsibility or student’s role. 

  
•   Email is to be used for school related communication 
•   The use of computing resources is subject to UK law and any illegal use will be dealt with 
appropriately, for example, the Police can have a right of access to recorded data in pursuit of a crime. 

  
Unacceptable Use or behaviour: 
It is unacceptable to; 

•   Send offensive or harassing email messages or content 
•   Send spam email messages or content 
•   Send email containing a virus or other malicious content 
•   Read email at inappropriate times, such as during class instruction 
•   Use the account of another person 

  
Users should: 

•   Try to check emails at least once per day 
•   Keep emails brief and use meaningful subject lines 
•  Re-read messages before sending to check for clarity and to make sure that they contain nothing 

which will embarrass the organisation or make it liable 
•  Understand how to use - and don't mismanage - CC and BCC: only CC in people that really 

need to receive the email 
•   Archive effectively - use folders (called labels in Gmail) and delete any messages you no longer 
need 
•   Take care when replying to emails previously sent to a group. 
•  Ensure your computer is locked or logged out when you leave your desk, a malicious user 

could send messages in your name. 
  

 
 
 
Monitoring 
The Academy accepts that the use of email is an extremely valuable business, research and learning tool. 
However misuse of such a facility can have a detrimental effect on other users and potentially the 
Academy’s public profile. As a result; 



•  The Academy maintains the right to access user email accounts in the pursuit of an 
appropriately authorised investigation 

•  The specific content of any transactions will not be monitored unless there is a suspicion of 
improper use. 

•   We are obliged to monitor to fulfil our responsibilities with regard to UK law. 
•   Action as deemed appropriate by the Head Teacher or Academy Governors may be taken. 

  



Student Laptop Scheme Agreement 
 
The Academy’s E-learning Scheme is open to all students who are registered on the roll of St. Mary’s 
Catholic Academy. Parents may decide whether to opt into the scheme for their child or not on the basis of 
the conditions below. 
 
_ The provision of a device for a student is given on the understanding that the device is used for 
educational purposes. The student must bring the device into Academy on a daily basis. 
 
_ The device remains the property of St. Mary’s Catholic Academy at all times. 
 
_ The Academy may charge parents for all or part of the costs of deliberate damage to, careless breakage 
or loss of the device provided to the student (please see the Academy’s “Charging & Remission Policy”). 
 
I understand that: 
• The laptop remains the property of the school. 
• I will bring my laptop to Academy fully charged every day, unless I have been told not to. 
• I am responsible for the laptop including all of its components. I will not leave it unattended; I will protect 
it from possible damage and will not loan it to others; I will only carry it around in its special laptop case, 
whether or not this is inside another school bag; I will not decorate or customise the computer or its case, 
and not allow it to be subject to graffiti. 
• I will make sure the computer is not used for any illegal and/or anti-social purpose, including access to 
inappropriate internet sites and chat rooms. 
• I will report any damage or faults promptly 
• If the laptop is lost or stolen outside Academy the police must be informed and a crime 
reference number obtained before informing the school's Network Manager. 
• If I no longer wish to use the laptop I will return it to the school so that another student can benefit. 
• Wilful misuse of part or the whole of the equipment may result in the laptop being recalled by the 
school. 
• The Academy may charge parents for all or part of the costs of deliberate damage to, careless breakage 
or loss of the device provided to the student (please see the Academy’s “Charging & Remission Policy”). 
  



Social Media Guidance  

Social networking is hugely popular. Many young people are sophisticated in the way they use social media 
apps and websites, tailoring their communication for different audiences, and accessing them from a range 
of devices including smartphones, tablets, and games consoles. 

But social media, like all forms of public communication, comes with some risks. Not all of these risks turn 
into actual problems; and if children never face any risks, they never learn how to deal with them. By 
helping your child understand what the risks are, you can play a big part in preventing them from turning 
into problems. 

1. Understand the risks children may need to deal with: 

What they might see or do: 

• Seeing or sharing of violent, sexual and pornographic content 
• Inaccurate or false information and extreme views 
• Promotion of harmful behaviours including self-harm, anorexia and suicide 
• Over-sharing of personal information 
• Actively or unintentionally getting involved in bullying or hurtful behaviour 

Who they might meet: 

• People who might bully, intimidate or frighten 
• People posing behind fake profiles for: 
• Mischief-making 
• Sexual grooming and stalking 
• Blackmail and extortion 
• Identity theft and hacking 

How this could affect them: 

• Fear of missing out leading to excessive use or exaggeration 
• Getting upset by things they have seen and being uncertain about what to do 
• Engaging, or being pressured into engaging in more risky behaviour either by accident or by design 
• Developing unrealistic, and perhaps depressing ideals of body image and gender 
• Becoming subject to peer pressure or interactions that are intense or too difficult to handle 
• Creating an online reputation that may create problems for them in the future 
2. Practical tips to help minimise the risks your child might face 

It’s good practice for apps and websites to have safety advice and well-designed safety features which can 
make a real difference to how safe your child will be when using them. Work through safety and privacy 
features on the apps that your child is using, or might use. Make sure they understand the point of these 
and how to use them. 

Don’t be put off by believing your child knows more than you: the tools are actually quite easy to manage. 



• Ask them to show you which social media apps they use and what they like about them. Talk about how 
they use them and what makes them so engaging 

• Explain how you can use privacy settings to make sure only approved friends can see posts & images 
• Check if any of their apps have ‘geo-location’ enabled, sharing their location unintentionally 
• Show them how to report offensive comments or block people who upset them 
• Check ‘tagging’ settings so that when others are posting or sharing photos online, your child’s identity is 

not revealed. Also, get people‘s consent before sharing photos 
• Encourage your child to come and talk to you if they see anything that upsets them 

 
3. Keep talking and stay involved 

In a mobile age, children can’t be completely protected, even by the best privacy controls; another child 
may use different settings. So it’s important to keep talking to your child about the implications of social 
media. Getting a sense of what they think is a useful place to start; you may be surprised by how much 
thought they may have given to the issues. 

Encourage your child to think carefully about the way they, and others behave online, and how they might 
deal with difficult situations. 

• People may not always be who they say they are online: how can this create problems? 
• Why is it unwise to meet anyone in the real world that you’ve only ever met online? 
• Even if you think your messages are private, remember that words and images can always be captured 

and broadcast. 
• People present themselves differently online - do they really look like that? Are they always having that 

good a time? 
• Be aware that screens, and especially being anonymous, can lead people to say things they wouldn’t say 

to someone’s face. 
• What does being a good friend and a likeable person online look like? 
• There can be pressure to be part of a particular group online or to be seen to be following a certain set 

of ideas 
• How can you take a step back and make your own decisions? 

 
4. For more information: 

You can find out more about how children use social media, the apps they use, the risks they face, how to 
use privacy settings, and advice and tips about how to talk to your children at: 

• www.childnet.com/sns 
• www.internetmatters.org 
• www.nspcc.org.uk/onlinesafety 
• www.parentzone.org.uk 
• www.parentzone.org.uk](www.parentzone.org.uk) 
• www.askaboutgames.com 

 
5. To make a report 

Concerned about online grooming or sexual behaviour online? 



Contact CEOP: www.ceop.police.uk 

If you stumble across criminal sexual or obscene content on the internet you should report it to the 
Internet Watch Foundation: www.iwf.org.uk 

 

THIS GUIDANCE HAS BEEN TAKEN FROM 
 https://www.gov.uk/government/publications/child-safety-online-a-practical-guide-for-parents-and-

carers/child-safety-online-a-practical-guide-for-parents-and-carers-whose-children-are-using-social-
media  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.iwf.org.uk/
https://www.gov.uk/government/publications/child-safety-online-a-practical-guide-for-parents-and-carers/child-safety-online-a-practical-guide-for-parents-and-carers-whose-children-are-using-social-media
https://www.gov.uk/government/publications/child-safety-online-a-practical-guide-for-parents-and-carers/child-safety-online-a-practical-guide-for-parents-and-carers-whose-children-are-using-social-media
https://www.gov.uk/government/publications/child-safety-online-a-practical-guide-for-parents-and-carers/child-safety-online-a-practical-guide-for-parents-and-carers-whose-children-are-using-social-media


Academy involvement in Social Media 

 

Please be advised that the Academy will not involve itself in any issues that arise from misuse of social 
media, unless it impacts directly on the Academy.  

If your child is subject to any issue on social media then you should contact the Police and ask for their 
advice on how to pursue this. 

St. Mary’s Catholic Academy will only act on an issue if it arises within the Academy or an immediate risk to 
students well being is evident. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 



Please sign below and return to your child’s form tutor tomorrow: 

 

 

I confirm that I have read and understood: 
 

• Information regarding the new pastoral system and behaviour policy 
• The Academy Behavioural Policy 
• Partnership agreement 
• Mobile Phone protocol 
• Computer Network Agreement 
• Laptop Agreement 
• Social Media Guidance 

 
and have discussed them with my son/daughter 
 
Parent /carer name: (print first name and last name in full) ____________________ __________________ 
 
Student’s name: (print first name and last name in full) _______________________ __________________ 
 
Form: _______________ 
 
 
Parent/carer signature:_________________________________________________________ 
 
Student signature: ____________________________________________________________ 
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