SCHOOL POLICIES
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3. Anti-bulling Policy
4. Attendance Policy
5. Behaviour Policy
6. Code of Conduct for Staff
7. Code of Conduct for Visitors
8. Complaints Policy
9. Curriculum Policy
10. Data Protection Policy
11. Equal Opportunities Policy
12. ESL Policy
13. Evacuation Procedure
14. Health and Hygiene Policy
15. Health and Safety Policy
16. Merit System
17. Online Safety Policy
18. Pastoral Policy
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20. Uniform Policy
21. Whistleblowing
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Safeguarding and Child Protection Policy
The Arcadia Academy Board has not yet fully agreed this Policy and as such, it has
Draft status but when ratified will apply to all staff working for or contracted by Arcadia
Academy.
PRIMARY SCHOOL DESIGNATED
SAFEGUARDING LEAD:
SECONDARY SCHOOL DESIGNATED
SAFEGUARDING LEAD:
DESIGNATED SAFEGUARDING
GOVERNOR:

Jasna Bojovic (Primary Teacher)

Martin Coles (Secondary Teacher)

Mark McLoughlin (Head of Curriculum)
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Introduction
Safeguarding and promoting the welfare of children is everyone’s responsibility.
Everyone at Arcadia Academy, who comes into contact with children and their families,
has a role to play. In order to fulfil this responsibility effectively, professionals should
make sure their approach is child-centred. This means that they should consider, at
all times, what is in the best interests of the child.
This Child Protection and Safeguarding Policy is for all staff, parents, governors,
volunteers and the wider school community. The Child Protection policy forms part of
the overall safeguarding arrangements for our school. It should be read in conjunction
with the:
•
•
•
•
•
•
•
•
•

Safer Recruitment Policy
Staff Code of Conduct Policy
Anti-Bullying Policy
Behaviour Policy
Health and Safety Policy
Off-Site / Visits Policy
E-safety and Social Media Policy
Whistleblowing Policy
Data Protection Policy

Safeguarding and promoting the welfare of children is defined as:
•
•
•
•

Protecting children from maltreatment;
Preventing impairment of children’s health or development;
Ensuring that children grow up in circumstances consistent with the provision
of safe and effective care;
Taking action to enable all children to have the best outcomes.

School Commitment
We recognise that for students, high self-esteem, confidence, supportive friends and
clear lines of communication with a trusted adult helps prevention. Our school will
therefore aim to:
•
•
•

establish and maintain an ethos where pupils feel secure, are encouraged to
talk and are listened to.
ensure that students know there are adults in the school who they can approach
if they are worried or are in difficulty.
include in the curriculum activities and opportunities which equip students with
the skills they need to stay safe from abuse.
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•

•

include in the curriculum, material which will help students develop realistic
attitudes to the responsibilities of adult life, particularly with regard to healthy
relationships and family life.
ensure that wherever possible every effort will be made to establish effective
working relationships with parents/carers and colleagues from other key
agencies.

Key Points
o We have Designated Safeguarding Leads (Officer Each DSL has undertaken
relevant child protection training and it is the intention that this is updated every
two years.
o All members of Staff are provided with relevant Child Protection Awareness
information, to develop their understanding of the signs and indicators of abuse,
along with individual responsibilities. Training of School Staff (full and part-time)
occurs every two years with an Educare Refresher course expected at the start
of every academic year.
o All parents/carers are made aware of the responsibilities of staff members with
regard to child protection procedures through publication of the School’s
Safeguarding Policy, and reference to it in our introductory School pack.
Parents have access to the policy on the School website.
o We ensure that our selection and recruitment of Staff includes checks for their
suitability to work with young people.
o Our procedures and the way they have been implemented are reviewed
annually by the Board.
o All new members of staff are given a copy of our Safeguarding Policy, with the
DSL’s name clearly displayed, as part of their induction into the School. All staff
are required to read and sign the policy annually.
Context of Montenegro
Arcadia Academy will adhere and be mindful of the legal framework that currently
exists in Montenegro with regard to the care and welfare of children. Where
appropriate they will =seek the advice and guidance of Social Services and/or the
police where severe cases present themselves.
The main website first contact is:
https://www.csrcg.me/index.php/kotor/kontakt
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Roles and Responsibilities
All adults working with children at Arcadia have a responsibility to protect them and to
provide a safe environment in which they can learn and achieve their full potential.
All staff should be made aware that there are key people within the school who have
specific responsibilities under child protection procedures and the correct procedure
to undertake should the need arise.
The headteacher along with The Board of Trustees ensure that the policies procedures
and training in Arcadia are effective and comply with the law at all times.
They ensure that all required policies relating to safeguarding are in place and that the
child protection policy reflects international school best practice and is reviewed at
least annually.
An individual designated by the board will liaise with the Designated Safeguarding
Lead and Headteacher to plan the strategic monitoring necessary throughout the year.
With regards to Safer Recruitment, the Board are clear about the checking and vetting
processes, before shortlist, during the interview and afterwards. They need to ensure
that there are effective processes in place for arranging checks, including DBS,
identity, right to work in the country and any required overseas police checks. They
will also ensure that that any person employed to teach has the required teaching
qualifications and has successfully completed the school induction.
The school ensures that all staff members undergo safeguarding and child protection
training at induction and that it is then regularly updated. All staff members receive
regular safeguarding and child protection updates, currently provided by Educare, at
least annually, to provide them with the relevant skills and knowledge to keep our
children safe.
Role(s) of the Safeguarding Leads
The Designated Safeguarding Leads in Arcadia, in conjunction with the headteacher,
takes lead responsibility for managing child protection referrals, safeguarding training
and raising awareness of all child protection policies and procedures. They ensure
that everyone in the school (including temporary staff, volunteers and contractors) is
aware of these procedures and that they are followed at all times.
They will undertake Advanced Training – in the form of Level Educare Modules and
keep as up to date as possible on current good practice with regard to Child Protection
in International Schools.
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The practice of Designated Safeguarding Leads is supervised by the Headteacher
who will attend regular monitoring meetings with the Designated Leads.
The Headteacher
The Headteacher ensures that all safeguarding policies and procedures adopted by
the board are followed by all staff.
All Arcadia staff
Everyone in our school has a responsibility to provide a safe learning environment in
which our children can learn. All staff members are prepared to identify children who
may benefit from early help and understand their role within this process. This
includes identifying any emerging problems so appropriate support may be provided
and liaising with the designated safeguarding lead to report any concerns.
All staff members are aware of and follow school processes (as set out in this policy)
and are aware of how to make a referral quickly to the correct person.

Types of abuse / specific safeguarding issues
Legislation in the UK (and adopted by many British International Schools) defines
abuse as the maltreatment of a child.
“Somebody may abuse or neglect a child by inflicting harm or by failing to act
to prevent harm. Children may be abused in a family or in an institutional or
community setting by those known to them or, more rarely, by others (e.g. via
the internet). They may be abused by an adult or adults or another child or
children”
The four main types of abuse referred to in Keeping Children Safe in Education
are:
•
•
•
•

Physical
Emotional
Sexual
Neglect

Through regular training staff should be aware of these types of abuse and be able to
identify the early signs, which may be cause for concern. (More details in Appendix 3)
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Peer on Peer Abuse
Arcadia recognises that some children may abuse their peers and any incidents of
peer on peer abuse will be managed in the same way as any other child protection
concern and will follow the same procedures.
Peer on peer abuse can manifest itself in many ways. This may include bullying
(including cyber bullying), on-line abuse, gender-based abuse, ‘sexting’ or sexually
harmful behaviour. We do not tolerate any harmful behaviour in school and will take
swift action to intervene where this occurs.
Domestic (Family) Abuse and/or sexual violence
Domestic or Family Abuse adversely affects children, whether or not it is significant
enough to warrant action under Child Protection Procedures. When a member of staff
becomes aware that a child may be living in a household where there is emotional,
physical or sexual violence, they should refer the concern to a Designated Lead who
will attempt to find out whether the school can offer the family help and consider
contacting a local agency if possible.
Procedures
When new staff, volunteers or regular visitors join Arcadia, they will be informed of the
safeguarding arrangements in place, the name of the designated safeguarding leads
and how to share concerns with them.
Arcadia Academy will apply the procedures set out below.
If a student makes a disclosure the following advice applies:
RECEIVE
Listen to what is being said without displaying shock or disbelief Accept what is said
Take notes
REASSURE
Reassure the pupil, but only so far as is honest and reliable. Don’t make promises you
may not be able to keep e.g. “Everything will be alright now.”
Do reassure and alleviate guilt if the student refers to it e.g. “You are not to blame.”;
“You are not the only young person this has happened to.”

Lješevići bb, Kotor | +382 32 662 662 | office@arcadiaeducation.me | www.arcadiaeducation.me

REACT
React to the pupil only as far as is necessary for you to be able to refer the matter;
don’t “interrogate” for full detail. It is not your duty to investigate. Do not ask leading
questions e.g. “What did they do next?” “Where did they touch you?”
Do not ask open questions like “Anything else to tell me?” Do not ask the student to
repeat it all for another member of staff. Do not criticise the alleged perpetrator; the
pupil may interpret this in an unpredictable way. Do not promise confidentiality. Explain
that you have to tell the designated member of staff, who will decide what to do next.
RECORD
Make a record of what is said at the time. Do not destroy any original notes in case
these are required at a later date. Record the date, time, place and any non-verbal
behaviour e.g. aggressive, fearful, anxious.
Include the student’s name, age and ethnicity. Note down the position of any bruising.
Record statements and observable things, rather than your interpretations and
assumptions.
When Arcadia has a visitor, they will be asked to sign a visitor book. Any visitor who
is coming to work alone with children the school should be subject to more scrutiny, to
satisfy the management that they understand the code of conduct and know how to
behave in a safe way with our children.
Any member of staff, volunteer or visitor to the school, who receives a disclosure or
allegation of abuse, or suspects that abuse may have occurred must report it
immediately to the designated safeguarding lead.
Safeguarding contact details are displayed in the school to ensure that all staff have
easy access to safeguarding support.
Training
The designated safeguarding leads undertake Level 3 child protection training at least
every two years. The Headteacher, all staff members and governors receive
appropriate child protection training which is regularly updated and in line with best
practice in British International Schools. Records of any child protection training
undertaken by staff and governors are kept by the school.
EYFS staff will be kept up to date on agreed good practice with regard to EYFS
settings.
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It is an expectation that the Safeguarding Leads, the Headteacher and at least one
member of the Strategic Board complete Safer Recruitment Training every three
years.
Professional confidentiality
Confidentiality is an issue which needs to be discussed and fully understood by all
those working with children, particularly in the context of child protection. A member
of staff must never guarantee confidentiality to a student and will not agree to keep a
secret where there is a child protection concern. This must be reported to the
designated safeguarding lead for further investigation.
All staff members are informed of relevant information in respect of individual cases
regarding child protection on a ‘need to know basis’ only. Any information shared with
a member of staff in this way is held treated confidentially.
Records and information sharing
Well-kept records are essential to good child protection practice. Arcadia is clear about
the need to record any concern held about a child or children within our school, the
status of such records and when these records should be shared with other agencies.
Any member of staff receiving a disclosure of abuse or noticing signs or indicators of
abuse, will make an accurate record as soon as possible noting what was said or seen
(if appropriate, using a body map to record), giving the date, time and location. All
records will be dated and signed and will include the action taken. This is then
presented to the designated safeguarding lead, who will decide on appropriate action
and record this accordingly.
Any records related to child protection are kept in a child protection file (which is
separate to the pupil file) in chronological order. All child protection records are stored
securely and confidentially and will be retained for 25 years after the pupil’s date of
birth.
If a pupil transfers to another school, their child protection records can be forwarded
to the new educational setting. These will be marked ‘Confidential’ and for the attention
of the receiving school’s designated safeguarding lead, with a return address on the
envelope so it can be returned to us if it goes astray. Copies of this paperwork will be
retained by our school should it be required at a future date.
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Allegations about members of the workforce
All staff members are made aware of the boundaries of appropriate behaviour and
conduct. These matters form part of staff induction and are outlined in the Staff
Handbook / Code of Conduct.
Arcadia has processes in place for reporting any concerns about a member of staff (or
any adult working with children). Any concerns about the conduct of a member of staff
will be referred to the Headteacher.
This role is distinct from the designated safeguarding lead as the named person should
have sufficient status and authority in the school to manage employment procedures.
Staffing matters are confidential and the school operates within best practice and
guidance around Data Protection.
Where the concern involves the Headteacher, it should be reported direct to the Mark
McCloughin, who holds a relatively neutral role with the school.
Whistleblowing
Whistleblowing is ‘making a disclosure in the wider interest’ and occurs when a worker
(or member of the wider school community) raises a concern about danger or illegality
that affects others, for example pupils in the school or members of the public.
All staff are made aware of the duty to raise concerns about the attitude or actions of
staff in line with the Academy’s Code of Conduct / Whistleblowing policy.
We want everyone at Arcadia to feel able to report any child protection or wider
safeguarding concerns.
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APPENDIX 1 – CHILD PROTECTION PROCEDURES and Report Form
In the event of a Disclosure by a child or young person OR there is a concern about
them for any reason:
•

Fill in a Record of Concern Form - handwritten as soon as practicable after
the event. (see attached form for use by all staff)

•

Hand it to a Designated Lead Person in school asap.

•

Keep everything CONFIDENTIAL. Do not share any information with any
other member of staff.

•

Designated Lead Officers, along with the headteacher will decide on what
course of action and if appropriate keep the class teacher informed of progress
and any action required on their part.
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CHILD PROTECTION INCIDENT REPORT FORM
Name:

Year Group:

Witness to the disclosure / incident of concern

Date:

Place of Disclosure / incident:
Type of Disclosure / Incident of Child Protection concern:
Emotional.
Sexual.
Physical.
Neglect
Description of the incident or disclosure; Please feel free to use any words directly spoken by the
young person. Use an additional piece of paper to attach to this form if required.

Type of injury (if applicable)
Any treatment received:
Action taken:

DSL informed.

Signature:

Signature of DSL informed

Review and follow up by DSL team

Signature and date;
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Appendix 2: Signs and Indicators of Abuse – Guidance for all staff
Signs of Abuse
Recognising child abuse is not easy. It is not your responsibility to decide whether or
not child abuse has taken place or if a child is at significant risk of harm from someone.
You do however, have both a responsibility and duty, as set out in Arcadia’s policy
and procedures to be vigilant and report any concerns to the right people in school.
The following information should help you to be more alert to the signs of possible
abuse.
Physical Abuse
Most children will collect cuts and bruises as part of the rough-and-tumble of daily
life. Injuries should always be interpreted in light of the child’s medical and social
history, developmental stage and the explanation given. Most accidental bruises are
seen over bony parts of the body, e.g. elbows, knees, shins, and are often on the
front of the body. Some children, however, will have bruising that is more than likely
inflicted rather than accidental.
Important indicators of physical abuse are bruises or injuries that are either
unexplained or inconsistent with the explanation given, or visible on the ‘soft’ parts of
the body where accidental injuries are unlikely, e g, cheeks, abdomen, back and
buttocks. A delay in seeking medical treatment when it is obviously necessary is also
a cause for concern, although this can be more complicated with burns, as these are
often delayed in presentation due to blistering taking place sometime later.
•
•
•
•
•
•
•

Unexplained bruising, marks or injuries on any part of the body
Multiple bruises- in clusters, often on the upper arm, outside of the thigh
Cigarette burns
Human bite marks
Broken bones
Scalds, with upward splash marks
Multiple burns with a clearly demarcated edge.

Changes in behaviour that can also indicate physical abuse:
•
•
•
•
•
•
•

Fear of parents being approached for an explanation
Aggressive behaviour or severe temper outbursts
Flinching when approached or touched
Reluctance to get changed, for example in hot weather
Depression
Withdrawn behaviour
Running away from home.
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Emotional Abuse
Emotional abuse can be difficult to measure, as there are often no outward physical
signs. There may be a developmental delay due to a failure to thrive and grow,
although this will usually only be evident if the child puts on weight in other
circumstances, for example when hospitalised or away from their parents’ care.
Even so, children who appear well-cared for may nevertheless be emotionally abused
by being taunted, put down or belittled. They may receive little or no love, affection or
attention from their parents or carers. Emotional abuse can also take the form of
children not being allowed to mix or play with other children.
Changes in behaviour which can indicate emotional abuse include: Neurotic behaviour
e.g. sulking, hair twisting, rocking
•
•
•
•
•
•

Being unable to play
Fear of making mistakes
Sudden speech disorders
Self-harm
Fear of parent being approached regarding their behaviour
Developmental delay in terms of emotional progress

Sexual Abuse
Adults who use children to meet their own sexual needs abuse both girls and boys of
all ages, including infants and toddlers. Usually, in cases of sexual abuse it is the
child’s behaviour that may cause you to become concerned, although physical signs
can also be present. In all cases, children who tell about sexual abuse do so
because they want it to stop. It is important, therefore, that they are listened to and
taken seriously.
It is also important to remember that it not just adult men who sexually abuse children
– there are increasing numbers of allegations of sexual abuse of children against
women and sexual abuse can also be perpetrated by other children or young people.
The physical signs of sexual abuse may include:
•
•
•
•
•
•
•

Pain or itching in the genital area
Bruising or bleeding near genital area
Sexually transmitted disease
Vaginal discharge or infection
Stomach pains
Discomfort when walking or sitting down
Pregnancy
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Changes in behaviour which can also indicate sexual abuse include:
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Sudden or unexplained changes in behaviour e.g. becoming aggressive or
withdrawn
Fear of being left with a specific person or group of people
Having nightmares
Running away from home
Sexual knowledge which is beyond their age, or developmental level
Sexual drawings or language
Bedwetting
Eating problems such as overeating or anorexia
Self-harm or mutilation, sometimes leading to suicide attempts
Saying they have secrets they cannot tell anyone about
Substance or drug abuse
Suddenly having unexplained sources of money
Not allowed to have friends (particularly in adolescence)
Acting in a sexually explicit way towards adults

Neglect
Neglect can be a difficult form of abuse to recognise, yet have some of the most
lasting and damaging effects on children.
The physical signs of neglect may include:
•
•
•
•

Constant hunger, sometimes stealing food from other children
Constantly dirty or ‘smelly’
Loss of weight, or being constantly underweight
Inappropriate clothing for the conditions.
Changes in behaviour which can also indicate neglect may include:

•
•
•
•

Complaining of being tired all the time
Not requesting medical assistance and/or failing to attend appointments
Having few friends
Mentioning being left alone or unsupervised.
Bullying
Bullying is not always easy to recognise as it can take a number of forms. A child
may encounter bullying attacks that are:

•
•
•

Physical: pushing, kicking, hitting, pinching and other forms of violence or threats
Verbal: name-calling, sarcasm, spreading rumours, persistent teasing
Emotional: excluding (sending to Coventry), tormenting, ridiculing, humiliating.
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Persistent bullying can result in:
Depression
Low self-esteem
Shyness
Poor academic achievement Isolation
Threatened or attempted suicide
Signs that a child may be being bullied can be:
•
•
•
•
•
•
•
•
•
•
•
•

Coming home with cuts and bruises
Torn clothes
Asking for stolen possessions to be replaced
Losing dinner money
Falling out with previously good friends
Being moody and bad tempered
Wanting to avoid leaving their home
Aggression with younger brothers and sisters
Doing less well at school
Sleep problems
Anxiety
Becoming quiet and withdrawn
These definitions and indicators are not meant to be definitive, but only serve as a
guide to assist you. It is important too, to remember that many children may exhibit
some of these indicators at some time, and that the presence of one or more should
not be taken as proof that abuse is occurring.
There may well be other reasons for changes in behaviour such as a death or the birth
of a new baby in the family or relationship problems between parents/carers. In
assessing whether indicators are related to abuse or not, the school will always want
to understand them in relation to the child’s development and context.
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Child body map
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Baby/infant Body Map
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Appendix 3 – Links to other Policies
Safeguarding is the ‘Umbrella’ for a range of polices at Arcadia Academy designed to
promote the care and welfare of all staff and students at the school.
•

Some are more fully developed than others at this point but will continue to be
refined and implemented over the coming months. (see School Action Plans)

The most relevant links to this Policy include:
Safer Recruitment Policy
Behaviour Policy
Whistleblowing Policy
Staff Code of Conduct
Health and Safety Policy -including Premises Management, Facilities & First
Aid.
Emergency and Evacuation Procedures
Risk Assessments and Off Site Visits
Anti-bullying Policy
Use of IT and Online Safety – including use of Social Media
Equal Opportunities
Data Protection
Pastoral Care and Support Programme

Policy reviewed: February 2021
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SAFEGUARDING YOUR CHILD IS OUR #1
PRIORITY

WELCOME TO BRITISH INTERNATIONAL SCHOOL ARCADIA
ACADEMY
Arcadia Academy is committed to
the safeguarding of children and
staff.
Safeguarding is the protection
of the wellbeing, health and
rights of an individual.
We are concerned about the
welfare of all our pupils and
attempt to create an environment
in which pupils feel secure and
valued and in which they are
listened to and taken seriously.

If you have any concerns about the welfare of a child please contact our
Safeguarding Team without delay:

Miss Jasna Bojović

Mr Martin Coles

Mr Milija Bozovic

Mr Mark McLoughlin

Primary Designated
Safeguarding Lead

Secondary Designated
Safeguarding Lead

Head of School

Head of Curriculum

jasna@arcadiaeducation.me

martin@arcadiaeducation.me

milija@arcadiaeducation.me

mark@arcadiaeducation.me

ANTI-BULLYING POLICY

Aims and Objectives
The School is committed to providing a caring, friendly and safe environment for all
pupils. Bullying of any kind is unacceptable and will not be tolerated as we recognise
its seriousness and its possible impact. If bullying does occur, all pupils should be able
to tell a trusted adult and know that incidents will be dealt with promptly and effectively.
This means that anyone who knows that bullying is happening is expected to tell a
member of staff who will then take appropriate follow up action.
The systems and procedures set out in this policy are linked to other relevant school
policies: Behaviour, Safeguarding, Online Safety Policy and the school’s Codes of
Conduct.
Why is it Important to Respond to Bullying?
● No one deserves to be a victim of bullying.
● Everybody has the right to be treated with respect.
● Bullying will impact self-esteem and can cause psychological damage.
● Bullying interferes with pupils’ welfare and education.
● Pupils who are bullying others need to learn how to modify their
behaviour.
Definition of Bullying
Bullying may be defined as repeated negative behaviour that is intended to make
others feel upset, uncomfortable or unsafe. It is unwanted and often
aggressive behaviour that involves a real or perceived power imbalance.
Bullying is an act that is likely to evoke emotional distress or cause physical harm.
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Forms of Bullying
Bullying can take many forms – emotional, physical, racist, sexual, homophobic,
verbal, cyber, and include...
•
•
•
•
•
•
•

persistent name calling
pointedly ignoring an individual resulting in isolation
interfering with another person’s property on a regular basis
making comments about family, friends, appearances, race, sexuality,
religion, and personal matters
any comment on behaviour which upsets and causes hurt to another person
making false accusations or spreading rumours
the use of technology to hurt or cause upset to another person –
cyberbullying.

Some Examples we all need to be aware of:
•
•
•
•
•
•
•
•
•
•
•

Written: spreading antagonistic notes, letters, messages
Graphic: a sketch or drawing that may contain harassing gestures towards
another person
Cyber: all areas of internet such as email, abuse of internet chat room and
social websites
Mobile: threats by messaging & calls. Misuse of associated technology,
i.e. camera & video facilities
Racial: racist taunts, graffiti, gestures
Religious: directed towards a particular faith or worship or lack of faith
Gender/Sexual: unwanted physical contact or sexually abusive comments
Sexist: sexists taunts, graffiti
Homophobic: focusing on the issue of sexuality
SEN/Disability: aiming at a certain educational, mental, physical or
sensory disability/impairment
Cultural: directed towards a particular culture

Signs and Symptoms
Adults should be aware of the possible signs and symptoms. They should investigate
if a child:
•
•
•
•
•
•
•

doesn't want to go on the School bus
doesn’t want to come to School
begs to be driven to School
changes their usual routine
becomes withdrawn or anxious
lacking in confidence
starts stuttering or stammering
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•
•
•
•
•
•
•
•
•
•
•
•
•
•

cries themselves to sleep at night or has nightmares
feels ill in the morning
begins to do poorly in schoolwork
comes home with clothes torn or books damaged
has possessions which are damaged or "go missing"
asks for money or starts stealing money (to pay bully)
has monies "lost"
has unexplained cuts or bruises
becomes aggressive, disruptive or unreasonable
bullying other children or siblings
stops eating
frightened to say what's wrong
is afraid to use the internet or mobile phone
nervous when cyber message is received.

In more extreme cases a child may run away or attempt/threaten suicide.
Procedures
Each incident will be treated as a unique and will be initially dealt with by the Class
Teacher/Home Room Teacher. If it is considered serious or persistent the Head of
School should be informed.
•
•
•
•
•
•
•
•

In many reported cases of bullying, the Class Teacher and the Head of Year
will deal directly with the children involved in order to resolve and further
monitor the situation. Parents will be informed.
In case of persistent or serious incidents or concerns the parents of both the
victim and the accused will be informed and will individually meet with the
class teacher and the Head of School to discuss the problem.
Persistent or repeated bullying will result in more serious action.
The victim may receive additional support where deemed appropriate.
The bully may receive additional support and mentoring to avoid repetitive
patterns of behaviour.
Wherever possible the school will employ restorative practices for all parties
and seek to reconcile pupils.
The school will respond in a timely and effective manner.
The school maintains written records and details to resolutions/sanctions.
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Prevention
School
•
•
•
•
•
•

Students are encouraged to express their feelings and to understand what the
term bullying means, through regular tutor group sessions and will become
integral to the forthcoming PSHE curriculum.
Children are encouraged to report bullying incidents (involving themselves or
others) to their Class Teacher/Form Tutor or Duty Staff. Parents are also
encouraged to report any concerns to the school.
The school will endeavour to ensure strict confidentiality, anonymity and
protection for those who report bullying occurrences.
The school monitors bullying and the effectiveness of procedures (e.g. via
regular pupil questionnaires)
The school will ensure bullying incidents are properly and fairly dealt with.
The school makes the anti-bullying policy available to all staff, parents and
pupils.

Pupils
•
•
•
•

Will be given a clear understanding of school expectations on behaviour
through assemblies and via Codes of Conduct/Classroom Rules.
Will be given a clear understanding of the definition, impact and seriousness
of bullying through the curriculum (year group projects, drama, stories,
literature, historical events, current affairs).
Will know what to do and who to turn to if they are being bullied.
Will know what to do if they witness others being bullied. Pupils have a duty to
report bullying whether it is happening to themselves or others.

Teaching Staff
•
•
•
•
•
•

Have knowledge of the policy and are aware of the signs of bullying; regular
staff meetings to reinforce opinions and gain support
pro-actively supervise break times and look out for evidence of bullying
effectively cover the topic in Global Citizenship and PSHE sessions
effectively cover the topic in assemblies and other educational elements such
as group projects, drama, stories, literature, historical events, current affairs
apply effective and appropriate deterrents consistently and fairly report single
incidents and especially if they suspect persistent bullying to the Head
give careful consideration to pairing/grouping in class and social grouping
arrangements during School activities/trips.
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Parents
•
•
•

Parents need to know that the school takes bullying seriously, and be aware
of the serious sanctions for persistent and severe cases.
Parents need to support the school in stopping bullying, particularly in cases
where their children have been found to be bullying other pupils at school.
Parents need to be informed about bullying, particularly in knowing the signs
and symptoms.

How can parents help?
•
•
•
•
•
•
•

•
•

By not exhibiting bullying behaviour that may be copied by children.
Encourage your child to have friends round, to join clubs and to be tolerant
and broad minded towards others.
Build up your child’s self-esteem by emphasizing positive features and
accepting individual characteristics.
Do not tell your child that bullying is part of growing up or imply that it is in any
way acceptable.
Encourage your child to take action on bullying, but do not tell him/her to
retaliate either physically or with name calling.
Show an example by being firm but positive and not aggressive in your
approach to discipline.
Confront the possibility that your child may be a bully. If the school contacts
you suggesting that your child may have been involved in bullying, try not to
go on the defensive or to find excuses for the bullying behaviour. Work
constructively with the school to find a solution to the problem.
Recognise that bullying is often a repeated action rather than a one-off event.
If your child is being bullied, please report it; the school can then take action.

Sanctions
Sanctions for bullying are in line with the School’s Behaviour policy. Strong
sanctions, such as suspension and exclusions, may be necessary in response to
single incidents or persistent cases.
Please also refer to Arcadia School’s Behaviour Policy.
Policy reviewed: February 2021
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Attendance Policy
Introduction
Regular attendance at school is essential to ensure uninterrupted progress and to
enable children to extend their potential. The attendance pattern for all children is
monitored weekly with the school seeking to work actively with parents to ensure a
regular pattern is maintained. We expect all children on roll to attend every day, when
the school is in session as long as they are fit and healthy enough to do so.
One of our basic principles is to celebrate success. Good attendance is fundamental
to a successful and fulfilling school experience. We actively promote 100% attendance
for all our pupils and we use a variety of weekly, termly and annual awards to promote
good attendance and punctuality.
We encourage children to attend, and to put in place appropriate procedures to
support this. We believe that the most important factor in promoting good attendance
is development of positive attitudes towards school and learning.
Poor attendance can seriously affect each child’s:
• attainment in school;
• relationships with other children and their ability to form lasting friendships;
• confidence to attempt new work and to learn alongside others.
The school, in partnership with parents, have a duty to promote full attendance at
school.
Parental Responsibility
Parents have a duty to ensure that their child attends school regularly and arrives on
time. Full attendance is essential to the all-round development of a child and they
should be allowed to take full advantage of educational opportunities available to them.
Poor attendance undermines their education and sometimes, puts pupils at risk. The
school share the attendance percentage with parents at each parents consultation
meeting and more frequently where there are concerns.
It is the parents’ responsibility to contact the school on the first day their child
is absent. This is a safeguarding matter so that all parties know that your child
is safe.
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Pupils are expected to arrive between 8.15 and 8.25am, when the school gate is open
and children go to class. All pupils who arrive late must wait at the gate, then report to
the school office where they are registered, and the reason for lateness is recorded.
Illness and Medical Appointments
When a child is unwell, parents should contact the school before 8.25am on the first
day of absence informing the school of the reason for absence.
When a child is absent, the Administrative Officer will record the absence in the
register. As part of our Safeguarding Procedures, the school office will endeavour to
contact the parent or carer and other emergency contacts if no message has been
received regarding the reason for the absence to check on the safety of the child.
1. a) Every effort should be made to arrange medical appointments outside
school hours.
2. b) An appointment card or verification by the doctor/ dentist/hospital is required.
3. c) If it is necessary for a child to be out of school for this reason, the child
should be returned to school directly after the appointment.
4. d) If your child is absent due to vomiting, they should not return to school for
the next 24 hours after the last bout of sickness. This is to reduce the risk of
infection to other children and adults at school.
5. e) For more than three days of consequitive absence the school require a
written explanation and a medical certificate of why the child was absent. The
school office will request this if it is not produced.
f) Parents must obtain a ‘Pupil Pass’, prior to a known absence, from school.
This will provide parents with evidence that the school are aware of the
absence.
The Role of the School Staff
The management team has overall responsibility for attendance.
The Administrative Officer completes a register at the beginning of each morning to
mark pupils present, absent or late. Pupil attendance is monitored weekly to highlight
and take action where the attendance of individual children is causing concern.
It is the responsibility of the school management team to ensure: Attendance and
lateness records are up to date.
If no reason for absence has been provided, parents are contacted on the first day of
absence and a reason obtained.
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Where it is not possible to make contact, letters are sent to parents requesting reasons
for absence with a seven day reply deadline before the absence is recorded as
unauthorised.
Action for Low Attendance

Excellent – Well done! This will help all aspects of your child’s progress and
96%+ life in school. This will give them a good start in life and supports a positive
work ethic.
94Average – Strive to build on this. Work with parents to continue to promote
95%
full attendance to move to 96%+
Poor – Absence is now affecting attainment and progress at school. School
85contact parent directly to seek ways of working together to improve
93%
attendance.
Unacceptable – Absence is causing serious concern. It is affecting attainment
Below
and progress and is disrupting the child’s learning. Meetings between home
85%
and school to share strategies for improvement will be called.

Lateness
The class register is taken at 8.25 am. Pupils arriving after these times must enter
school by the main entrance and report to reception where their name and reason for
lateness will be recorded.
Frequent lateness is disruptive to learning, both for the child concerned and the class.
This will be discussed with parents.
Definitions
Every half-day absence has to be classified by the school (not by the parents) as either
AUTHORISED or UNAUTHORISED. This is why information about the cause of each
absence is always required.
Authorised Absence
An absence is classified as authorised when a child has been away from school for a
legitimate reason and the school has received notification from a parent or carer. For
example, if a child has been unwell and the parent writes a note or telephones the
school to explain the absence.
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Unauthorised Absence
An absence is classified as unauthorised when a child is away from school without the
permission of the Head of School.
Unauthorised absences are those, which the school does not consider reasonable and
for which no authorisation has been given. This includes:
Parents keeping children off school unnecessarily. Truancy during the school day.
Absences that have never been properly explained. Holidays not agreed.
Authorising Absence
Only the Head of Shool can authorise absence for approved reasons. The absence
must be unavoidable. The Head is not obliged to accept a parent’s explanation and if
the absence is not authorised, parents will be notified.
Authorised absence will only be confirmed after there has been some communication
between the parent and school. The following reasons are examples of the kinds of
absence that will not be authorised:
Persistent non-specific illness e.g. poorly/unwell Absence of siblings if one child is ill
Parental illness [alternative arrangements should be made to get children to school –
emergencies excepted]
Oversleeping
Inadequate clothing/uniform
Confusion over school dates
Medical/dental appointments of more than half a day without very good reasons
Child’s/family birthday Shopping trip
During a school year, each child can have a maximum number of 10 days of
unauthorised absence, for which parents are penalized with 30 euros per day.
If the number of unauthorised absent days exceeds 10, the school retains the right to
exclude the student from school.
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Leave of Absence/Holiday Absence
Time off school for family holidays cannot be authorised. Schools have the discretion,
in exceptional circumstances to authorise leave absence:
• When a family needs to spend time together to support each other during or after a
crisis.
Applications for Leave of Absence where dates can be known ahead, MUST be made
at least 4 weeks in advance of the requested date.
Consideration is given to each request before a decision is reached on behalf of the
Governing Body. The decision is final and once the decision to not authorise the leave
is taken, it cannot be authorised retrospectively.
If the absence is not authorised and the holiday is taken anyway, a penalty notice of
30 euros per day for each child will be issued.
Policy to be reviewed every 2 years

Policy reviewed: February 2021
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Pupil Behaviour and Discipline Policy
At Arcadia Academy, everyone is committed to creating a safe and secure
environment in which children can learn. Everyone is expected to take responsibility
for their actions and to show care and concern for people, the school and everything
in it. We recognise that every member of the school community has a responsibility
for promoting good behaviour in school. We will always take a considered and
sensitive approach so that we can support all of our pupils in order to develop citizens
of the 21st Century who will contribute positively to society and manage their
environment in a thoughtful and considerate way.
The school takes a positive attitude towards discipline and behaviour, creating an
atmosphere of friendly and relaxed relationships. Good behaviour is encouraged
through a mixture of high expectations, clear policy and an ethos which fosters
discipline and mutual respect between pupils, and between staff and pupils. It is the
responsibility of children, all staff, governors and parents to ensure that high standards
of behaviour are maintained and that cooperation and high expectations are at the
centre of our beliefs. Discipline is seen as a positive and motivating factor and is an
integral part of our ethos, encouraging children to care for one another.
Aims
We aim to do this by:
•
•
•
•
•
•
•
•
•
•
•
•
•

developing a Pupil Behaviour and Discipline Policy that is supported and
followed by the whole school community
fostering a caring, family atmosphere, with a sense of community and shared
values.
ensuring that relationships between pupils and adults within school are mutually
respectful.
helping children to develop appropriate and relevant social skills
creating a friendly environment in which children want to participate and belong.
creating an interesting and stimulating environment in which children want to
participate and learn.
rewarding and praising good behaviour.
allowing pupils to develop and demonstrate positive abilities and attitudes.
showing pupils the consequences of their actions and choices.
resolving behavioural problems in a sensitive and consistent manner.
exercising zero tolerance in the case of bullying, racism, fighting and
aggression,
cultural and religious bullying
encouraging group co-operation and discussion.
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General Management
•
•
•

All pupils have a right to learn in a calm, supportive and purposeful
atmosphere.
All pupils have a right to come to school without the fear of being hurt or
bullied
Codes of conduct are discussed at the beginning of each school year outlining
expected behaviour in class and around the school.

• We aim to encourage and develop self discipline at all levels, as it is a fundamental
life skill.
PROVIDING A SAFE AND SUPPORTIVE ENVIRONMENT Responsibilities of
Children
Responsibilities of Children
1. To learn to the best of their abilities and to allow others to do the same
2. To treat others with respect at all times
3. To respond appropriately to the instructions of staff and other adults working
in school
4. To take care of property and the environment in and around school
5. To cooperate with children and adults in all aspects of school life
6. To help formulate and comply with the classroom rules
7. To move sensibly and quietly in and around school
8. To share in celebrating the achievements of all members of the school
community
Key points:
Teachers and all paid staff with responsibility for pupils have the responsibility to
discipline pupils whose behaviour is unacceptable, who break the school rules or who
fail to follow a reasonable instruction.
Teachers can discipline pupils at any time the pupil is in school or elsewhere under
the charge of a teacher, including school visits.
Teachers can also discipline pupils in certain circumstances when a pupil’s
misbehaviour occurs outside of school.
Teachers can temporarily confiscate pupils’ property.

All staff:
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1.
2.
3.
4.
5.

To comply with the school’s policies and procedures
To attend appropriate training
To inform the Head of School of any concerns
To treat all children fairly and with respect
To raise children’s self-esteem and develop their full potential by offering high
quality learning experiences
6. To maintain high expectations of pupil behavior and learning
7. To provide an interesting,relevant and challenging curriculum
8. To create a safe, stimulating and pleasant environment for learning
9. To use rules and sanctions clearly and consistently
10. To be a good role model for behavior
11. To establish effective partnerships with parents so that children can see the key
adults in their lives share a common aim
12. To recognise each child as an individual and to take into account the needs of
each Child
13. To praise and reward appropriate behaviour and achievements
14. To keep records and report/feed back to the Head of School on a regular basis
Responsibilities of Parents
1. To ensure children attend school regularly and arrive on time each day.
2. To inform school immediately of the reason for any pupil absence.
3. To tell school staff about anything that may affect children’s learning and wellbeing at school.
4. To show an interest in all that their child does at school
5. To offer help and support with learning at home, including the completion of
home learning.
6. To encourage independence and self-discipline in their children
7. Toestablishgoodcommunicationwithschoolstaffandsupportthebehaviour policy
8. To encourage respect and good behavior and to make their children aware of
inappropriate behaviour
9. To work with school staff to address and review any behavior issues with their
children
Responsibilities of Governors
1. To ensure that the school has a Pupil Behaviour and Discipline Policy with
procedures in place.
2. To ensure that the Pupil Behaviour and Discipline Policy is made available to
parents.
3. To ensure that the school has procedures for dealing with allegations of abuse
against staff and volunteers;
4. To ensure that staff undertake appropriate behavior management training;
5. To review policies and procedures annually
6. To ensure the implementation of the policy through careful monitoring
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The school operates a Rewards and Sanctions Policy.
Rewards
At Arcadia Academy, children behave well. Staff members have a responsibility to
provide interesting, challenging and well-paced lessons that motivate and engage the
interest of the pupils, thus reducing the likelihood of negative behaviour. Staff
members encourage good behaviour through praise and rewards and by modelling.
Our philosophy is to ‘catch them being good‛, i.e. for every comment criticising
negative behaviour we make more comments praising positive behaviour.
Most children at our school are motivated by and respond to praise. We endeavour to
involve children in the learning process, giving them attainable, clear, short term
targets which they strive to achieve. Our school values are re-affirmed by using a
number of strategies in the classroom. These include:
•
•
•
•
•

verbal praise and smiling at children
constructive feedback about good learning
merit stickers /stamps
reward charts
positive phone calls home or comments to parents

Rewards take the form of verbal praise, stickers, certificates and ‘marbles-in-the-jar’
for effort and attainment across the whole range of school activity. Certificates are
presented to the children in Assemblies – e.g. Monday morning certificates for primary
children.
Sanctions
Most children respond to a positive approach where their efforts are acknowledged
and make considerable efforts to make improvements to their learning and when
necessary, their behaviour. There are occasions, however, when a child‛s behaviour
is unacceptable. Children need to discover where the bounds of acceptable behaviour
lie. A range of strategies can be used to change an individual child’s behaviour.
A child should never be chastised physically or humiliated. Each child is unique, so we
investigate the cause of the behaviour and act appropriately. Minor breaches of
discipline are dealt with by the class teacher in a caring, supportive and fair manner,
taking the age of the child into consideration.
Care is taken to emphasise the behaviour not the child. Often simply talking to the
child is the most effective way of dealing with a problem. Class teachers know their
children well and can watch out for children behaving out of character or showing signs
of distress or upset. Through talking with and listening to children, problems are often
picked up in the early stages.
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A range of sanctions may be used for those who do not comply with the school’s
behaviour policy. These will be proportionate and fair responses that may vary
according to the age of the pupils, and any other special circumstances that affect
them. They might include:
•
•

•
•

Þ
Þ
Þ
Þ
Þ

A verbal reprimand. Extra work or repeating unsatisfactory work until it meets
the required standard.
Loss of privileges – for instance missing break time/lunch-time play. Here,
children are required to finish class work at playtime if lesson time has been
wasted by misbehaviour in class or children are able to reflect on how to
improve their behaviour and decide ‘how to make things right’.
Imposition of a task – such as picking up litter; tidying a classroom (relevant to
the misbehaviour)
In extreme cases school may use temporary or permanent exclusion.
The following strategies may be used to modify behaviour, depending on the
circumstances and individual needs of the child:
redirect the child to another activity
talk to the child/children about an incident
move the child from the group to work on his/her own
involve the parents to co-operate on an action plan
being clear about expectations

Procedure for establishing the truth
Children involved in incidents that disrupt the harmony of the school or wellbeing of
any child will be asked to speak with the Head who will complete an ‘Incident report.’
Others involved will also contribute to the form. This will then be used to verify
allegations made and will be available for parents to see, should the problem
progress to that level of involvement.
Discipline Procedure
If a child behaves in a manner which does not meet the expected standards of
behaviour at Arcadia Academy or prevents other children from learning he/she will:
1. Experience verbal reprimand by teacher/non-teachingstaff.
2. The teacher will keep a written record of incidents.
3. When negative behaviour or attitude persists,sanctions may be put in place.
Sanctions may include denial of playtimes or lunchtimes, ‘catch ups’ with
missed learning (under direct supervision at home/school).
4. Communication with parents will take place when appropriate.
5. Any incident or persistent problem will then be reported to the Head.
6. Following three referrals, if behaviour is still not showing signs of improvement
the Head will request a formal interview with the child’s parents.
7. If no progress is made with the agreed behaviour management plan, the child
would be excluded for a minor fixed period. At this point, as in all cases of
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exclusion, the parent/guardians will be asked to bring their son/daughter to
discuss the terms of re- admittance with the Head.
8. If there is still no improvement in behaviour, he/she will be recommended for
permanent exclusion.
9. In case of infractions deemed to be of a very serious nature (violence, illegal or
illicit objects or substances, sexually inappropriate conduct, etc.), the School
reserves the right to exclude the pupil from the School immediately and
indefinitely.
This procedure will also apply to any behaviour or bullying issue that occurs anywhere
outside the school premises and which is witnessed by a member of staff or reported
to the school:
•
•
•
•
•
•
•

during school related off-site activities
when travelling to and from school
whilst wearing school uniform
where a child can be easily identified as a pupil at the school
where the behaviour could have repercussions for the orderly running of the
school
where the behaviour poses a threat to another pupil or member of the public
where the behaviour could adversely affect the reputation of the school

Appendix 1 – see separate file – Merit System for Secondary Students
Policy reviewed: February 2021
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CODE OF CONDUCT FOR STAFF
“To be a vibrant international community offering an outstanding British-style
education, focused on independent learning; creating the thought leaders of
tomorrow.”
Purpose
The purpose of this Code is to:
•
•
•
•
•

prioritise and safeguard the wellbeing of the children in our care
confirm and reinforce the professional responsibilities of Staff (both teaching
and non-teaching)
clarify the position in relation to sensitive aspects of Staff/pupil relationships
set out the expectations of standards and behaviour to be maintained within the
School
to help adults establish safe practices and reduce the risk of false accusations
or improper conduct.

This Code of Conduct applies to all members of staff working at Arcadia whether paid
or unpaid, whatever their position, role or responsibilities and Staff includes
employees, governors (directors), contractors, and volunteers.
It is the contractual duty of every member of Staff to observe the rules and obligations
in this Code. You should also follow the guidance unless there is a good reason not to
follow it in a particular case.
Guiding Principles
•
•
•
•

All Staff should put the wellbeing, development and progress of all pupils first
by taking all reasonable steps to ensure the safety and wellbeing of pupils under
their supervision
demonstrating self awareness and taking responsibility for their own actions
and for providing help and support to pupils
raising concerns about the practices of teachers or other professionals where
these may have a negative impact on pupils' learning or progress, or may put
pupils at risk
being familiar with all the School's policies, in particular the child protection and
safeguarding policy and procedures.
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Teachers should maintain public trust and confidence in the School by:
•
•
•

demonstrating honesty and integrity
maintaining reasonable standards of behaviour whether inside or outside of
normal school operating hours and whether on or off the School's site
maintaining a safe and effective learning environment.

Guidance on Staff/Pupil Relationships.
We are fortunate that in this school pupil/staff relationships are strong and that pupils
do not normally make up allegations.
Nevertheless, staff should take particular care when dealing with a student who:
•
•
•
•
•

appears to be emotionally distressed, or generally vulnerable and/or who is
seeking expressions of affection;
appears to hold a grudge against you;
acts in a sexually provocative way, or who is inclined to make exaggerated
claims about themselves and others, or to fantasise, or one whose manner with
adults is over-familiar
may have reason to make up an allegation to cover the fact that he or she has
not worked hard enough for public examinations.
If you feel that this may be the case, you should report this to the Designated
Person under the School's child protection and safeguarding procedures.

VULNERABLE SITUATIONS – with specific regard to EYFS staff
•
•
•
•
•

As a n EY member of staff, you must discuss any potential intimate care
routines with a child’s parents. The settings Safeguarding Children and child
protection Policy must be followed at all times.
Employees should always encourage children to undertake self-care tasks
independently, where developmentally appropriate.
Ensure employees understand the extent and limitations of their role in applying
basic care and hygiene tasks for minor abrasions and understand where an
injury might require more experienced intervention.
Staff must not be in situations which render them vulnerable. Where this is
unavoidable, full and appropriate risk assessments are conducted and agreed
for lone working situations.
When one to one situations are unavoidable, employees must take precautions
to reduce the vulnerability of both the child and the adult, for example, informing
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colleagues of the situation and leaving room doors open and remaining visible
to others if possible.
Record keeping
Comprehensive records are essential. Any incident involving children that could
give cause for concern, whether contemplated in these guidelines or not, should
be recorded with justifications for any action taken. Any incident or cause for
concern should be reported promptly to a senior colleague.
General Conduct
Working with other members of staff
You are expected to work in a professional manner and to contribute to the creation
and maintenance of a cordial working environment both within and outside the school.
Where disagreements occur between colleagues it is expected that these will be
resolved in a manner consistent with the standards that should be modelled to and
expected of the pupils. Where a disagreement cannot be resolved amicably then
assistance should be sought from a senior colleague to help resolve the matter.
School property
You must take proper care when using school property and you must not use school
property for any unauthorised use or for private gain.
Meetings with Pupils
Taking an interest in the lives and well-being of our pupils is an integral part of a
teacher’s role; having an appropriate and professional rapport with pupils allows a
teacher to fulfil his/her safeguarding role. However, there are occasions when it is wise
to take certain steps to minimise the risks of misunderstanding.
One-to-one meetings: If you are teaching one pupil, or conducting a one-to-one
meeting or teaching session with a pupil, you should take particular care in the
following ways:
•
•
•

when working alone with a pupil is an integral part of your role, conduct and
agree full risk assessments with a senior colleague
se a room that has sufficient windows on to a corridor so the occupants can be
seen, or keep the door open, or inform a colleague that the lesson/meeting is
taking place
arrange the meeting during normal school hours when there are plenty of other
people about
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•
•
•
•
•

avoid sitting or standing in close proximity to the pupil except as necessary to
check work
avoid all unnecessary physical contact and apologise straight away if there is
accidental physical contact
avoid any conduct that could be taken as a sexual advance
report any incident that causes you concern to the Designated Safeguarding
Lead (DSL)
report any situation where a pupil becomes distressed or angry to a senior
colleague.

Dress Code
You should dress appropriately and in a professional manner. Dress must not be
offensive, distracting, revealing or sexually provocative, embarrassing or
discriminatory. Political or other contentious slogans or badges are not allowed.
Offering comfort to distressed pupils
Touching may be appropriate where a pupil is in distress and needs comforting. You
should use your own professional judgement when you feel a pupil needs this kind of
support and should be aware of any special circumstances relating to the pupil. For
example, a child who has been abused may find physical contact particularly difficult.
Administering first aid
When administering first aid you should explain to the child what is happening and
ensure that another adult is present or is aware of the action being taken. The
treatment must meet the School's health and safety rules and first aid guidelines, and
parents should be informed. Staff should:
•
•
•
•
•
•

●
●
●
●
●
●

adhere to the School's policy on administering first aid/medication
comply with the necessary reporting requirements
make other adults aware of the task that is being undertaken
explain what is happening
report and record the administration of first aid
have regard to any health plans or parental information

Contact outside school
You should avoid unnecessary contact with pupils or parents outside school. Staff
should:
•

not give pupils or parents your home address, mobile telephone number or
personal email address except as an emergency contact during off-site visits
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•
•
•
•
•

not participate in social networking sites involving current pupils or parents or
those who have recently left and are not of adult age
not send personal communications (such as birthday cards or faith cards, text
messages, etc.) to children unless as part of a whole class activity.
not make arrangements to meet pupils, individually or in groups, outside school
other than on school trips authorised by the Head of School
avoid contacting pupils at home unless this is strictly necessary, and you should
keep a record of any such occasion
not give a pupil a lift in your own vehicle, except in an emergency or with the
express permission of the Head of School. Any such incident must be selfreported to the Head

Communication with Pupils including the use of technology / Social Media
All communication with children or parents should conform to school policy.
These rules apply to any form of communication including the electronic media.
Adults must establish safe and responsible online behaviours and must be familiar
with the Online Safety and Safeguarding Policy.
Members of staff should:
•
•
•
•

ensure that his/her own personal social networking sites are set as private and
that privacy settings are checked regularly
never use or access social networking sites of pupils and do not use internet or
web-based communication channels to send personal messages to pupils
only make contact with pupils for professional reasons
recognise that text messaging should only be used as part of an agreed
protocol and only when other forms of communication are not possible.

Personal details
Adults should not give their personal contact details to pupils, including email
addresses, home or mobile telephone numbers, unless the need to do so is agreed
with senior colleagues and parents/carers.
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Code of Conduct for Photographs and Videos
Reference should be made to the School’s Online safety and Safeguarding Policy
Any photographs or video camera footage of any pupils in class, at any school events
or on a trip should only be shared if appropriate consents have been obtained and via
the school’s agreed protocols.
Guidance where permission obtained
Where permission has been obtained, the following should be considered:
•
•
•
•
•
•

•
•

the purpose of the activity should be clear as should what will happen to the
photographs or videos. You must be able to justify images in your possession.
images should not be made during one-to-one situations;
ensure that the pupil is appropriately dressed;
ensure that the pupil understands why the images are being taken and has
agreed to the activity;
ideally only use equipment provided or authorised by the School
if an image is to be displayed in a place to which the public have access it
should not display the pupil's name. Similarly where a pupil is named (in a
school prospectus, for example) the name should not be accompanied by a
photograph or video
all images of children should be stored securely on school systems and only
accessed by those authorised to do so
images must not be stored on staff’s personal devices or taken secretly.

Appropriate material
•
•

•

You must ensure children are not exposed to inappropriate or indecent images.
Always keep your computer passwords safe. If you discover material that is
potentially illegal, you must isolate the equipment and contact the Designated
Safeguarding Lead under the School's child protection and safeguarding
procedures immediately.
Staff should ensure that any film or material shown is age appropriate.

Gifts and Rewards
Before accepting or giving any gifts or rewards, members of staff must consider
whether this places them in a compromising position and/or has the potential to be
misconstrued and create an expectation of preferential treatment.
If you receive a gift from a pupil or parent you should:
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declare the gift where there is a possibility it could be misconstrued, or in any event
where the gift is of a value of more than 100 Euros. The Headteacher may in his
absolute discretion require you to decline the gift
decline outright gifts that could be perceived as a bribe or that have created an
expectation of preferential treatment. Although it is acceptable for parents or children
to make small gifts to show appreciation – such as at Christmas or at the end of the
academic year - you must not receive gifts on a regular basis or receive anything of
significant value.
Sexual Contact and/or Relationships
Staff must not:
•
•
•
•

have any type of sexual relationship with a pupil or pupils or with the parent of
a pupil attending the school
have sexually suggestive or provocative communications with a pupil
make sexual remarks to or about a pupil
discuss their own sexual relationships in the presence of pupils.

Sexual relationships or contact with pupils, or encouraging a relationship to develop in
a way that might lead to a sexual relationship, is a grave breach of trust that will usually
lead to disciplinary action and may also lead to criminal prosecution.
SUMMARY
•
•
•
•

•
•
•

be aware of the School Safeguarding Policy and the child protection and
safeguarding procedures
be familiar with procedures for handling allegations against staff
be aware of the role of the Designated Safeguarding Lead member of staff
exercise professional judgment but always act within the spirit of all school
guidelines. If you are involved in a situation where no specific guidance exists,
you should discuss the circumstances with a senior colleague. A written record
should be kept that includes justification for any action taken
seek guidance from a senior colleague if in any doubt about appropriate
conduct
report any actions which could be misinterpreted, any misunderstandings,
accidents or threats including
self referral of any incidents involving staff and a pupil or a group of pupils to a
senior colleague.
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The School's position
A breach of this Code may be treated as misconduct and could render a member of
staff liable to disciplinary action including, in serious cases, dismissal.

Policy reviewed: February 2021
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VISITOR CODE OF CONDUCT

WELCOME TO BRITISH INTERNATIONAL SCHOOL ARCADIA ACADEMY
Arcadia Academy is committed to the safeguarding of children and staff.
Safeguarding is the protection of the wellbeing, health and rights of an
individual . The welfare of our children is paramount. To ensure the safety of our
children we adopt the following procedure:
1.

2.

3.
4.

Safeguarding is very important to us and we will ask to check your ID when
you enter the school.
In the event of fire , please follow staff instructions, go outside by the nearest
exit and register with staff who will help you.
You may only use the toilets designated for adults (staff and visitors).
The school has 24 hour CCTV operating.

By signing the visitor book you confirm you have read and agreed to our visitor code
of conduct:
-

We do not allow pictures or video to be taken of children in school without
permission.
Please wear your visitor ID visibly at all times.
You may only use the toilets designated for adults (staff and visitors).
We expect all adults and children to speak in a respectful manner in school.

Complaints Policy
The school’s values are concerned with meeting the needs of pupils, parents and
others who have a stake in the school. This includes the staff and members of the
local community. The School Board believes that constant feedback is an important
ingredient in self-improvement and raising standards. People, whether they be pupils
or adults, who have concerns or complaints should feel comfortable about voicing
issues and know that these concerns will be considered seriously. All complainants
have the right to be accompanied when making a complaint and pupils may be
accompanied by a parent or another adult.
There are various principles behind this policy:
•
•
•
•

There is a difference between a concern and a complaint. A concern is likely to
require discussion between teacher, pupils and parent. If the concern is not
resolved by that means then it could become a complaint.
A complaint is likely to arise when there are issues of physical or emotional
well-being and security or when the school’s stated values or aims are being
ignored.
A breach of the law will always constitute a complaint.
Feedback will be actively sought from pupils and parents in order to minimize
complaints and maximise accountability.

Roles and Responsibilities of the Managing Director, Academic Director, other staff
and the School Board
The Managing Director will ensure that:
•
•

•
•
•

This complaints policy and the procedures are made known to all parents,
teachers and pupils through the website.
All complaints should be put in writing and are dealt with in the first instance by
the Duty Director, who will document and log the complaint (names, dates,
times, events); acknowledge in writing within three days of receipt and consult
with all those directly concerned.
The complainant receives notification of the action taken within ten working
days of the complaint.
All staff are expected to encourage pupils and parents who have concerns that
cannot be addressed through initial discussion to follow the complaints
procedure
Confidentiality is maintained throughout and we expect all parties to respect
this requirement.
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The School Board will ensure the following:
If a complainant is not satisfied with the action taken by the Managing Director then
the Chair of the School Board will hear the complaint. On receipt of the complaint the
Chair of the School Board will:
i.
ii.
iii.
iv.

convene a committee consisting of at least three persons not directly involved
in the matters detailed in the complaint and ensure one of those persons is
independent of the management and running of the school;
inform the Managing Director,
investigate the complaint;
invite the complainant to attend any hearing giving seven workings days’
notice and informing the complainant that they may be accompanied by a
supporter if they wish;

v.

write to the complainant and the person being complained about within
seven working days, informing them of any findings, the decision, the
reasons for it, and any action taken by the school.

vi.

The decision of the complaints committee is final.

Where the complaint is against the Managing Director, the complainant should contact
the Chair of the School Board directly.
Arrangement for monitoring and evaluation
All complaints and the action taken will be documented in a log which shows whether
a complaint was resolved at the preliminary stage or taken forward to a panel hearing.
A summary of complaints will be included in the Managing Director’s regular reports
to the School Board, with advice on any implication for policies.
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APPENDIX 1
Letter to Parents Informing them of the School’s Complaint Procedure
Subject: Compliments and Complaints
Dear Parents,
We strive to be a school where you are more than satisfied with what we do to support
your child, especially in difficult situations. When you think we do this particularly well,
please let us know. Staff work hard for the pupils and we all want to recognise that.
But sometimes things may not go well. For example, you may feel that your child is
being bullied and that the right things have not been done to address this. We hope
that good communication would solve such a problem. Our aim is that by careful
listening, constructive discussion and sensible actions we can work together to solve
problems, and so improve our school systems further. But if a problem persists, you
may wish to make a complaint.
When should I complain?
If you believe that something is seriously wrong, make a complaint. We will investigate
it and base what we do on the School Board’s agreed policy.
Who do I contact?
That depends on the particular situation. Often your child’s class teacher or tutor will
be able deal with the matter. More serious problems might require the intervention of
a senior member of staff, the Academic Director or the Managing Director. Most
problems can be solved in this way. A complaint about the conduct of the Managing
Director should go to the Chair of the School Board, addressed to the school secretary
at the school address office@arcadiaeducation.me .
What if the matter is still unresolved?
You should write to the Managing Director or to the Academic Director, in the first
instance, if you are dissatisfied with the handling of a complaint. They will investigate
the matter and may invite you to a meeting to talk about it. The school may arrange
for a suitable mediator to be present.
After trying all other avenues, you may decide to make a formal complaint to the
School Board by sending a letter to the school secretary at the school address. The
School Board will investigate and may invite you to meet them to discuss your
concerns.
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All this looks very formal, but very few problems have to go through such steps
because we work hard to understand and resolve problems as quickly as possible. In
this way pupils of the school get the best chance to succeed in their learning.
Yours sincerely,
Milija Božović, MPhil Academic Director
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APPENDIX 2
Complaint Record
Date:
Class:

Complaint received by:

What is the nature of the complaint

Actions taken by the person receiving the complaint (if any)
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Comments or action taken by the Teacher/Teacher Assistant/other personnel

Signature: Date:

Comments or action taken by Senior Management Team
Signature:
Date:

Policy reviewed: February 2021
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Curriculum Policy
This policy has been drawn up following full consultation with the Arcadia Academy
Senior Management Team, the teaching staff and members of the School Board.
The aims and underlying principles of the Curriculum
The curriculum is designed to provide for all pupils, in a safe and secure environment
conducive to learning, the opportunities to:
•

•

•
•
•
•
•
•
•
•
•

experience a broad and balanced curriculum based on the Cambridge Primary
and Secondary Curriculum Framework for English, Maths and Science and the
National Curriculum (England & Wales) for other subjects, which encourages
them to fulfil their potential in the many different areas relevant to their abilities,
skills and interests.
acquire and develop knowledge, understanding and skills necessary
1. (i) to progress with confidence to the next stage of their education
through a process which encourages them to engage in lifelong learning.
2. (ii) to participate as active citizens in a multi-ethnic society.
3. (iii) to develop for themselves an active healthy lifestyle.
enable them to develop a sense of personal and cultural identity that is
confident and open to change and is receptive and respectful to other identities.
develop the key skills of literacy, numeracy and ICT.
develop co-operative and interpersonal skills.
acquire the study skills necessary to realise their learning potential.
become receptive to new ideas and to make independent and informed
decisions which affect themselves and others.
acquire an understanding of the social, economic and political issues of the
world and of the interdependence of individuals, groups and nations.
appreciate the complex human interaction with, and dependence upon the local
and global environment and to develop a caring and responsible attitude to the
environment.
appreciate human achievement in the creative and expressive arts, science,
o technology, humanities and physical pursuits; and to experience a sense
of personal achievement in some of these fields.

In the curriculum models that follow there is an understanding that:
4. (i) all pupils are entitled to, and should be offered, a comparable range
of educational opportunities.
5. (ii) there are differences in the abilities, aptitudes, interests and other
characteristics of pupils which need to be catered for.
6. (iii) the learning environment and teaching methodology are important
factors in determining whether or not some of these aims are achieved.
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(iv) extracurricular activities, such as school productions, fund raising activities,
educational visits, all contribute to the total learning experience.
Time Allocations
The following is a guide to the amount of time spent on each subject of the
curriculum. The school’s policy is to be innovative, creative and flexible.
Key Stage 1 (Years 1 and 2 – Age of children 5-6 and 6-7)

Subject

Arcadia Academy Hours UK recommendations for
(h:min)
comparison (h:min)

English

7:30

5:00 – 7:30

Mathematics
Science

3:45
2:15

3:45
1:30

History
Geography

0:45
0:45

0:50
0:50

Computing

0:45

0:50

Design &
Technology

2:15

2:40

Art & Design*

0:45

0:50

Music*

0:45

0:50

PE*

3:00

2:00
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TOTAL

22:30

18:15

Key Stage 2 (Years 3, 4, 5 and 6 – Age of children 7-8, 8-9, 9-10 and 10-11)

Subject

Arcadia Academy
Hours

UK recommendations for comparison
(h:min)

English

6:45

5:00 – 7:30

Mathematics

3:45

4:10 – 5:00

Science

2:15

2:00

History

0:45

0:50

Geography

0:45

0:50

Computing

0:45

0:50

Design &
Technology

0:45

2:40

Modern Foreign
Lang.*

2:15

1:00

Art & Design*

0:45

0:50

Music*

0:45

0:50
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PE*

3:00

2:00

TOTAL

22:30

20:10

Key Stage 3 (Years 7, 8 and 9 – Age of children 11-12, 12-13 and 13-14)

Subject

Arcadia Academy
Hours

UK recommendations for comparison
(h:min)

English

6:45

5:00 – 7:30

Mathematics

3:45

4:10 – 5:00

Science

2:15

2:00

History

0:45

0:50

Geography

0:45

0:50

Computing

0:45

0:50

Design &
Technology

0:45

2:40

Modern Foreign
Lang.*

2:15

1:00
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Art & Design*

0:45

0:50

Music*

0:45

0:50

PE*

3:00

2:00

TOTAL

22:30

20:10

*Wherever possible these subjects are delivered using specialist teachers.
Children of five years of age and under
Children are admitted to the Arcadia Academy Primary School at the commencement
of the academic year in which they will attain their fourth or fifth birthday. In this respect
the school follows the requirements of the Early Years Foundation Stage (EYFS) for
the pre-school year.
Special Educational Needs, Learning Difficulties and/or Disability
Additional outside professional help is sought in instances when learning disabilities
are discovered during the school year. The School does not take responsibility in
catering for the learning difficulties needs with respect to the students whose
enrolment form indicates there are no such difficulties.
Gifted and Talented Provision
All lessons are differentiated and teachers will extend and enrich a child’s curriculum
appropriately. Opportunities for gifted and talented pupils to participate in
extracurricular activities such as competitions and performances are built into the
curriculum and promoted whenever possible.
Computing
Computing is taught both as a separate subject to ensure that skills are developed
appropriately and throughout the whole curriculum to support and enhance learning
opportunities in all subject areas. Computers are available for children’s use.
Policy reviewed: February 2021
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Data Protection Policy
As an organisation using the Disclosure and Barring Service (DBS) to help assess the
suitability of applicants for positions of trust, Arcadia Academy complies fully with the
DBS Code of Practice regarding the correct handling, use, storage, retention and
disposal of Disclosures and Disclosure information. It also complies fully with its
obligations under the Data Protection Act 1998 and other relevant legislation
pertaining to the safe handling, use, storage, retention and disposal of Disclosure
information.
Storage and access
Disclosure information is kept securely, in lockable, non-portable, storage containers
with access strictly controlled and limited to those who are entitled to see it as part of
their duties.
Handling
In accordance with section 124 of the Police Act 1997, Disclosure information is only
passed to those who are authorised to receive it in the course of their duties. We
maintain a record of all those to whom Disclosures or Disclosure information has been
revealed and it is a criminal offence to pass this information to anyone who is not
entitled to receive it.
Usage
Disclosure information is only used for the specific purpose for which it was requested
and for which the applicant’s full consent has been given.
Retention
Once a recruitment (or other relevant) decision has been made, we do not keep
Disclosure information for any longer than is necessary. This is generally for a period
of up to six months, to allow for the consideration and resolution of any disputes or
complaints. If, in very exceptional circumstances, it is considered necessary to keep
Disclosure information for longer than six months, we will consult the DBS about this
and will give full consideration to the data protection and human rights of the individual
before doing so.
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Throughout this time, the usual conditions regarding the safe storage and strictly
controlled access will prevail.
Disposal
Once the retention period has elapsed, we will ensure that any Disclosure information
is immediately destroyed by secure means, i.e. by shredding. While awaiting
destruction, Disclosure information will not be kept in any insecure receptacle (e.g.
waste bin or confidential waste sack). We will not keep any photocopy or other image
of the Disclosure or any copy or representation of the contents of a Disclosure.
However, notwithstanding the above, we may keep a record of the date of issue of a
Disclosure, the name of the subject, the type of Disclosure requested, the position for
which the Disclosure was requested, the unique reference number of the Disclosure
and the details of the recruitment decision taken.

Policy Reviewed: February 2021
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Equal Opportunities Policy
It is the policy of Arcadia Academy to promote equal opportunities for all pupils and
staff and to foster an atmosphere in which no person discriminates or is discriminated
against, on grounds of race, gender or culture. Furthermore, it is our policy to promote
interest, empathy and understanding of the needs, abilities and differences of all
individuals.
Aims
•
•
•
•
•
•
•
•
•

To give every member of the school a sense of worth and personal esteem.
To enable individuals to develop and grow to their full potential.
To recognise that all individuals have both abilities and needs.
To avoid stereotyping.
To avoid attaching negative language to any group.
To encourage mutual respect.
To celebrate differences between people of all races and cultures whilst
acknowledging that people have much in common.
To provide positive role models for pupils of all backgrounds.
To value the role of parents and the wider community in the school.

Practice and Procedure
•
•
•
•
•
•

The school promotes and values diversity and differences.
Issues are addressed with the children in circle times, assemblies and tutor
group lessons. These times are also used to help the children deal with any
inappropriate comments and attitudes that they may encounter.
Children’s comments are taken seriously and may be addressed at School
Council, by class teachers and the headteaher.
Staff who display inappropriateness will be challenged by a senior member of
staff who will take relevant action. Issues of inappropriate attitudes and
comments may also be raised in a meeting with the headteacher.
Our systems for rewarding children ensure that both effort and achievement are
recognised in all areas of school life.
There is sensitivity to religions and cultural customs in all areas of school life
although it is recognised that a more comprehensive curriculum is required to
broaden children’s perspectives and understanding of others.
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Gender
•
•
•
•
•
•

The school fosters equal rights and opportunities to pupils regardless of gender.
Girls and boys are taught, socialise and are rewarded in the same way without
distinction.
The school ensures that in the language it uses at all times there is due
consideration for the issues of gender and bias.
In most classes there is a mix of boys and girls. Occasionally, due to numbers
there can be a single sex class.
The school strives to make the curriculum accessible to all regardless of ability,
race, culture.
We try to ensure that stereotyped images of subjects are avoided.

Assessment and Record Keeping
The Headmaster is responsible for ensuring that the needs of all pupils are met. He
oversees the writing of reports and the keeping of records.
Staffing and Resources
•
•
•

All staff must play their part in ensuring that the principles and practice of our
Equal Opportunities Policy are adhered to throughout the school.
The school will endeavour to seek and provide teaching resources which reflect
our ethos and avoid stereotypes.
The school will seek to use the diversity of its pupils, their parents and the
communities from which they come, as important resources wherever possible.

The school seeks to be an Equal Opportunities employer, according to the
Recruitment Policy and Procedures.
Monitoring and review
Policy to be reviewed and checked annually by the Head Of School.

Policy reviewed: February 2021
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English as a Second Language Policy

This subject is designed for students who learn English as a second language.
Developed in conjunction with Cambridge Assessment English, it is based on the
Council of Europe’s Common European Framework of Reference for Languages
(CEFR), used across the world to map learners’ progress in English. This subject can
be used in any cultural context.
What do students learn?
Learners communicate confidently and effectively and develop the critical skills to
respond to a range of information, media and texts. Cambridge Primary/Lower
Secondary English as a Second Language develops a solid foundation for the further
study of English as a second language, and for study through the medium of English.
Divided into six stages, the Curriculum Framework covers knowledge, skills and
understanding in five strands:
•

Reading;

•

Writing;

•

Use of English;

•

Listening;

•

Speaking.

Placement test
There is a selection and assessment process for pupils entering the school. We ask
children entering the school from age 7 upwards to sit a placement test. This helps us
establish the child’s strengths and learning needs, so that we can best tailor courses
to support the child’s development. Should any concerns arise from testing, we
discuss these with parents personally. The assessment procedure comprises a
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number of key elements and includes entry tests (usually Cambridge Progression
Tests for English, Maths and Science which are sent to us by Cambridge Assessment
and ESL Cambridge tests), interviews with the child and parents, trial days so that the
child can experience the school, previous school reports, character references,
confidential reports, samples of work, predicted grades and final grades and where
applicable, consultations with specialist academic staff (EAL/SEN) and a psychologist.
In addition to carrying out entry assessments, applicants from non-English
speaking backgrounds may be required to have an interview with the ESL
Specialist or English teacher or to carry out supplementary tests in the four
language areas of listening, speaking, reading and writing skills to determine
ease of access to the curriculum and/or the scope of internal provision
available.
ESL at Arcadia Academy
The ESL programme is divided into three groups: ESL Years 1-3; ESL Years 4-6, ESL
Secondary. The lessons are held during “afterschool activities” time, on Mondays,
Tuesdays and Wednesdays, from 14:45 until 15:30.

ESL Years 1-3
Lessons are based on topics supported by the Cambridge Kids Box Level 1 Pupils
and Activity books. The books are used as a guide, and extra material is used through
play, games, songs and stories. Each lesson incorporates speaking, listening, reading
and writing, with the main focus on conversation, pronunciation, comprehension and
gaining new vocabulary. The pupils react in a positive way during the lessons, always
enthusiastic and enjoying themselves. They show an eagerness for the lessons and a
willingness to learn more, with the knowledge that helps them during other lessons
and school life in general. Each pupil has a folder in which they keep their work in.
With this, the parents can see what they are learning or has been learned.
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ESL Years 4-6
We have a range of abilities in the class ranging from extremely low in all areas to
strong speaking and listening skills but lacking in grammar and writing skills. Each
lesson we try to start with conversational skills about past experiences, or a game to
get everyone speaking. Then, we try to focus on one skill for the lesson. This may be
new vocabulary or learning parts of speech. Students’ work is often differentiated so
not all students are working on the same task. Resources used are Kids Box 2 or 3 as
well as some Lower Jolly phonics books. Games and work sheets are generally from
Twinkl.com.
ESL Secondary
These lessons are organized in a group that counts eight students from different year
groups in Secondary school. Lessons are planned so that the learning objectives
always meet the students’ needs. The main four skills (speaking, writing, reading,
listening) are drilled in each lesson, although the biggest focus is on speaking. Variety
of vocabulary and grammatical structures are covered through speaking and learning
games that make the students move and speak, and what is more important, to make
them fall in love with English. Work in the classroom is always differentiated since not
everybody has the same strong and weak points. Sometimes, ESL lessons are used
to help the students catch up with the work they missed during lessons of the main
courses. Resources that have been used involve different activity books for ESL,
reading comprehension packs from Twinkl.com, as well as the following books: Play
and Lear by Luciana Popovic-Milos; Five-Minute Activities for Young Learners by
Penny McKay and Jenni Guse; Lessons from Nothing by Bruce Marsland; Young
Learners by Sarah Phillips.
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Primary Curriculum Framework
The assessment framework below is designed to support the implementation of the
curriculum framework by providing teachers and learners with motivational end-ofstage goals and to help teachers, learners and parents monitor progress being made.
There are end-of-year progression tests for all stages from Stage 3 to Stage 6.
Stage

CEFR level

6
5

A2

4
3
2

A1

1
The Cambridge Primary English as a Second Language curriculum framework has
been reorganised using new codes for 2016 and onwards. The learning objectives
have been reorganised under codes that have a direct link to reporting.
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The updated codes refer to the following sub-strands:
ESL – strands, sub-strands and reporting codes
Strands

Reading

Writing

Use of English

Listening

Sub-strands

Reporting codes

Reading for detail

Rd

Reading function

Rf

Reading for gist/global meaning

Rg

Reading for main ideas

Rm

Communicative achievement

Wa

Content

Wc

Organisation

Wo

Collocation

Uc

General vocabulary

Ug

Grammatical forms

Uf

Language range and appropriacy

Ul

Sentence structure

Ut

Listening for detail

Ld

Listening for gist/global meaning

Lg

Listening for main idea

Lm

Listening for opinion/attitude/feeling

Lo

Uc code (Collocation: words that are typically used together) forms part of Ug
(General vocabulary). Therefore, Ug is used to denote both Uc and Ug learning
objectives. Ul code (Language range and appropriacy) forms part of Ug (General
vocabulary), Uf (Grammatical forms) and Ut (Sentence structure). Therefore Ug, Uf
and Ut are used to denote Ul, Ug, Uf and Ut learning objectives.
STAGE 1
Reading
1Rd1 Understand the meaning of very simple familiar phrases or sentences on
familiar general and curricular topics by rereading them
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1Rg1 Recognise, identify, sound and name the letters of the alphabet
1Rg2 Recognise, identify, sound, segment and blend phonemes in individual words
1Rg3 Identify and remember high-frequency sound and letter patterns
1Rg4 Recognise, identify and sound, with support, familiar words and sentences
Writing
1Wa1 Hold a pen/pencil in a comfortable and efficient grip
1Wa2 Form higher and lower case letters of regular size and shape
1Wa3 Write letters and words in a straight line from left to right with regular spaces
between letters and words
1Wa4 Copy letters and familiar high frequency words and phrases correctly
1Wa5 Copy upper and lower case letters accurately when writing names and places
1Wa6 Write familiar words to identify people, places and objects
1Wo1 Include a full stop when copying very high-frequency short sentences
Use of English
1Uf1 Use imperative forms of common verbs for basic commands and instructions
1Uf2 Use common present simple forms [positive, negative, question] to give basic
personal information
1Uf3 Use common present continuous forms [positive, negative, question] to talk
about what is happening now
1Uf4 Use have got + noun to describe and ask about possessions
1Uf5 Use can/can’t to describe ability
1Uf6 Use have got to describe possession
1Ug1 Use common singular nouns, plural nouns [plural ‘s’] and proper names to say
what things are
1Ug2 Use numbers 1–10 to count
1Ug3 Use basic adjectives and colours to say what someone/something is or has
1Ug4 Use possessive adjectives to describe objects
1Ug5 Use basic adverbs of place here, there, to say where things are
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1Ug6 Use basic prepositions of location and position, at, in, near, next to,
on to describe where people and things are
1Ug7 Use prepositions of time: on, in to talk about days and time
1Ug8 Use with to indicate accompaniment
1Ug9 Use for to indicate recipient
1Ug10 Use Would you like …+ noun to enquire
1Ug11 Use let’s + verb
1Ug12 Use like + verb + -ing to express likes and dislikes
1Ug13 Spell some familiar high-frequency words accurately during guided writing
activities
1Ug14 Use, with support, a simple picture dictionary
1Ug15 Sight read high-frequency words
1Ug16 Recognise that some sounds have more than one spelling
1Ug17 Write familiar words to identify people, places and objects
1Ut1 Use the questions What colour is it? What now?
1Ut2 Use determiners a, the, this, these to indicate what/where something is
1Ut3 Use interrogative pronouns which, what, where to ask basic questions
1Ut4 Use demonstrative pronouns this, these to indicate things
1Ut5 Use personal subject and object pronouns to give basic personal information
1Ut6 Use conjunction and to link words and phrases
1Ut7 Use me too to give short answers
Listening
Ld1 Understand some specific information and detail of short, supported talk on a
limited range of general and curricular topics
1Ld2 Use contextual clues to predict content in short supported talk on a limited range
of general and curricular topics
1Ld3 Understand a limited range of short, supported questions which ask for personal
information
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1Ld4 Understand a limited range of short, basic supported classroom instructions
1Ld5 Understand a limited range of short supported questions on general and
curricular topics
1Lg1 Understand very short supported narratives on a limited range of general and
curricular topics
1Lg2 Recognise the sounds of phonemes and phoneme blends
1Lg3 Recognise the names of letters of the alphabet
1Lm1 Understand the main points of short, supported talk on a limited range of
general and curricular topics
Speaking
1S1 Make and respond to basic statements related to personal information
1S2 Ask questions in order to find out about a limited range of personal information
and classroom routines
1S3 Use a limited range of basic words, phrases and sentences related
to classroom objects, activities and routines
1S4 Respond to basic questions on classroom and daily routines
1S5 Use words and phrases to describe people and objects
1S6 Contribute suitable words and phrases to pair, group and whole class exchanges
1S7 Take turns when speaking with others in a limited range of short, basic exchanges
1S8 Express basic likes and dislikes

STAGE 2
Reading
2Rd1 Understand, with support, some specific information and detail in very short,
simple texts on a limited range of general and curricular topics
2Rd2 Understand the meaning of simple short sentences on familiar general and
curricular topics
2Rf1 Read and follow, with support, familiar instructions for classroom activities

Lješevići bb, Kotor | +382 32 662 662 | office@arcadiaeducation.me | www.arcadiaeducation.me

2Rg1 Recognise, identify and sound, with support, a limited range of language at text
level
2Rg2 Begin to read, with support, very short simple fiction and non-fiction texts with
confidence and enjoyment
2Rm1 Understand the meaning of very short, simple texts on familiar general and
curricular topics by rereading them
2Rm2 Understand the main points of very short, simple texts on some familiar general
and curricular topics by using contextual clues
Writing
2Wa1 Plan, write and check, with support, short sentences on familiar topics
2Wa2 Begin to use joined-up handwriting in a limited range of written work
2Wc1 Write, with support, short sentences which give basic personal information
2Wc2 Write short familiar instructions with support from their peers
2Wo1 Link with support words or phrases using basic coordinating connectors
2Wo2 Include a full stop and question mark during guided writing of short, familiar
sentences
2Wo3 Use upper and lower-case letters accurately when writing names, places and
short sentences during guided writing activities
Use of English
2Uf1 Use imperative forms [positive and negative] to give short instructions
2Uf2 Use common simple present forms, including short answer forms and
contractions, to give personal information
2Uf3 Use common past simple forms [regular and irregular] to describe actions and
narrate simple events including short answer forms and contractions
2Uf4 Use when clauses to describe simple present and past actions on personal and
familiar topics
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2Uf5 Use common present continuous forms, including short answers and
contractions, to talk about what is happening now on personal and familiar topics
2Uf6 Use Have you [ever] been? to talk about experiences
2Uf7 Use can to make requests and ask permission and use appropriate responses
here you are, OK
2Uf8 Use must to express obligation
2Uf9 Use have + object + infinitive to talk about obligations
2Uf10 Use will to talk about future intention
2Ug1 Use singular nouns, plural nouns – including some common irregular plural
forms – and uncountable nouns, genitive ‘s/s’ to name and label things
2Ug2 Use numbers 1–50 to count
2Ug3 Use adjectives, including possessive adjectives, on familiar topics to give
personal information and describe things
2Ug4 Use -ing forms swimming, spelling as nouns to describe familiar and classroom
activities
2Ug5 Use adverbs of time and place now, today, over, there, to indicate when and
where
2Ug6 Use common -ly adverbs to describe actions
2Ug7 Use the adverb too to add information
2Ug8 Use What/How about + noun/-ing to make suggestions
2Ug9 Use prepositions of location, position and direction: at, behind, between, in, in
front of, near, next to, on, to on personal and familiar topics
2Ug10 Use prepositions of time: on, in, at, to talk about days and times on personal
and familiar topics
2Ug11 Use with to indicate accompaniment and instrument and for to indicate
recipient on personal and familiar topics
2Ug12 Use declarative what [a/an] + adjective + noun to show feelings
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2Ug13 Use Would you like to ... to invite and use appropriate responses yes please,
no thanks
2Ug14 Spell a growing number of familiar high-frequency words accurately during
guided writing activities
2Ug15 Use, with more infrequent support, a simple picture dictionary
2Ut1 Use determiners a, the, some, any, this, these, that to refer to familiar objects
2Ut2 Use who, what, where, how many to ask questions on familiar topics
2Ut3 Use impersonal you in the question: How do you spell that?
2Ut4 Use demonstrative pronouns this, these, that, those and object pronoun one in
short statements and responses
2Ut5 Use personal subject and object pronouns, including possessive pronouns mine,
yours to give basic personal information and describe things
2Ut6 Use there is/are to make short statements and descriptions
2Ut7 Use so do I to give short answers
2Ut8 Use conjunctions and, or, but to link words and phrases
Listening
2Ld1 Understand some specific information and detail of short, supported talk on an
increasing range of general and curricular topics
2Ld2 Use contextual clues to predict content and meaning in short supported talk on
an increasing range of general and curricular topics
2Ld3 Understand a growing range of short, supported questions which ask for
personal information
2Ld4 Understand an increased range of short, basic supported classroom instructions

2Ld5 Understand an increasing range of short supported questions on general and
curricular topics

Lješevići bb, Kotor | +382 32 662 662 | office@arcadiaeducation.me | www.arcadiaeducation.me

2Lg1 Understand short supported narratives on an increasing range of general and
curricular topics
2Lg2 Identify initial, middle and final phonemes and blends
2Lg3 Recognise words that are spelled out in a limited range of general and curricular
topics
2Lm1 Understand the main points of short, supported talk on an increasing range of
general and curricular topics
Speaking
2S1 Make basic statements which provide personal information on a limited range of
general topics
2S2 Ask questions to find out about an increasing range of personal information
2S3 Describe basic present and past actions on a limited range of general and
curricular topics
2S4 Use basic vocabulary for a limited range of general and curricular topics
2S5 Give short, basic descriptions of people and objects
2S6 Contribute a growing range of suitable words, phrases, and sentences during
short pair, group and whole class exchanges
2S7 Take turns when speaking with others in a growing range of short, basic
exchanges
2S8 Relate very short, basic stories and events on a limited range of general and
curricular topics
STAGE 3
Reading
3Rd1 Recognise the difference between fact and opinion in short, simple texts on a
limited range of general and curricular topics
3Rd2 Understand, with support, some specific information and detail in short, simple
texts on a limited range of general and curricular topics
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3Rf1 Read and follow, with some support, familiar instructions for classroom activities

3Rg1 Recognise, identify and sound, with support, an increasing range of language
at text level
3Rg2 Read, with support, a limited range of short simple fiction and non-fiction texts
with confidence and enjoyment
3Rg3 Recognise the attitude or opinion of the writer in short texts on a limited range
of general and curricular topics
3Rg4 Find, with support, books, worksheets and other printed materials in a class or
school library according to classification
3Rm1 Understand the main points of short, simple texts on a limited range of general
and curricular topics by using contextual clues

Writing
3Wa1 Plan, write and check sentences, with support, on a limited range of general
and curricular topics
3Wa2 Write, with support, longer sentences on a limited range of general and
curricular topics
3Wa3 Use joined-up handwriting in growing range of written work
3Wc1 Write, with support, short sentences which describe people, places and objects

3Wo1 Link, with some support, sentences using basic coordinating connectors
3Wo2 Use full stops, commas, question marks and speech marks at sentence level
with some accuracy when writing independently
3Wo3 Use upper and lower-case letters accurately when writing names, places and
short sentences when writing independently
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Use of English
3Uf1 Use numbers 1–100 to count, use basic quantifiers many, much, not many, a lot
of on a limited range of general and curricular topics
3Uf2 Use common comparative and superlative adjectives to give personal
information on a limited range of general and curricular topics
3Uf3 Use common comparative and superlative adverbs to describe and compare
things ... more quickly ... best on a limited range of general and curricular topics
3Uf4 Use imperative forms with direct and indirect object forms to give a short
sequence of instructions
3Uf5 Use simple present forms on a limited range of general and curricular topics
3Uf6 Use simple past regular and irregular forms to describe actions and narrate
simple events on a limited range of general and curricular topics
3Uf7 Use present continuous forms to describe events and talk about what is
happening now; use present continuous forms to talk about future arrangements; on
a limited range of general and curricular topics
3Uf8 Use a limited range of simple perfect forms [regular and irregular] to talk about
experiences
3Uf9 Use could as a past form of can on a limited range of general and curricular
topics
3Uf10 Use have (got) to/had to to express obligation on a limited range of general and
curricular topics
3Uf11 Use shall [interrogative] to make offers and will to ask about future intention on
a limited range of general and curricular topics
3Ug1 Use nouns as direct and indirect objects in describing events and actions on a
limited range of general and curricular topics
3Ug2 Use I think... I know ... to express basic opinions on a limited range of general
and curricular topics
3Ug3 Use common adverbs of frequency never, a lot on a limited range of general
and curricular topics
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3Ug4 Use adverbs of sequence first, next, then and direction left, right on a limited
range of general and curricular topics
3Ug5 Use common prepositions of time on, in, at, after, before to state when things
happen on a limited range of general and curricular topics
3Ug6 Use common prepositions of location, position and direction: at, above, below,
behind, between, in, in front of, inside, near, next to, on opposite, outside, to, under
on a limited range of general and curricular topics
3Ug7 Use from [origin] and with/without [inclusion] on a limited range of general and
curricular topics
3Ug8 Use be good at + noun on a limited range of general and curricular topics
3Ug9 Use go for + noun on a limited range of general and curricular topics
3Ug10 Use be called + noun on a limited range of general and curricular topics
3Ug11 Use want/ask someone to do something on a limited range of general and
curricular topics
3Ug12 Use What is/was the weather like? on a limited range of general and curricular
topics
3Ug13 Use What’s the matter? on a limited range of general and curricular topics
3Ug14 Spell most familiar high-frequency words accurately during guided writing
activities
3Ut1 Use determiners including a, the, some, any, this, these, that, those to give
personal information on a limited range of general and curricular topics
3Ut2 Use who, what, where, how, how many, how much to ask questions on a limited
range of general and curricular topics
3Ut3 Use Why? to ask for explanations on a limited range of general and curricular
topics
3Ut4 Use When? to ask when something happens/happened on a limited range of
general and curricular topics
3Ut5 Use demonstrative pronouns to ask and answer basic questions on personal
and familiar topics
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3Ut6 Use direct and indirect personal pronouns in descriptions of events and actions
on a limited range of general and curricular topics
3Ut7 Use common verbs followed by infinitive verb/verb + ing patterns on a limited
range of general and curricular topics
3Ut8 Begin to use infinitive of purpose on a limited range of general and curricular
topics
3Ut9 Use conjunction because to give reasons on a limited range of general and
curricular topics
3Ut10 Use defining relative clauses with which, who, where to give personal
information
Listening
3Ld1 Understand most specific information and detail of short, supported talk on a
range of general and curricular topics
3Ld2 Deduce meaning from context in short, supported talk on a limited range of
general and curricular topics
3Ld3 Understand a limited range of unsupported basic questions which ask for
personal information
3Ld4 Understand a short sequence of supported classroom instructions
3Ld5 Understand a limited range of unsupported basic questions on general and
curricular topics
3Lg1 Understand supported narratives on a limited range of general and curricular
topics
3Lg2 Identify rhyming words
3Lm1 Understand the main points of short, supported talk on a range of general and
curricular topics
3Lo1 Recognise the opinion of the speaker(s) in basic, supported talk on a limited
range of general and curricular topics
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Speaking
3S1 Provide basic information about themselves at sentence level on a limited range
of general topics
3S2 Ask questions to find out general information on a limited range of general and
curricular topics
3S3 Give an opinion at sentence level on a limited range of general and curricular
topics
3S4 Use basic vocabulary for an increasing range of general and curricular topics
3S5 Organise talk at sentence level using basic connectors on a limited range of
general and curricular topics
3S6 Communicate meaning clearly using phrases and simple sentences during pair,
group and whole class exchanges
3S7 Keep interaction going in short, basic exchanges on a limited range of general
and curricular topics
3S8 Relate basic stories and events on a growing range of general and curricular
topics

STAGE 4
Reading
4Rd1 Recognise the difference between fact and opinion in short, simple texts on an
increasing range of general and curricular topics
4Rd2 Understand, with little or no support, specific information and detail in short,
simple texts on an increasing range of general and curricular topics
4Rd3 Use, with some support, familiar paper and digital reference resources to check
meaning and extend understanding
4Rf1 Read and follow, with limited support, familiar instructions for classroom activities
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4Rg1 Recognise, identify and sound, with some support, a range of language at text
level
4Rg2 Read, with some support, an increasing range of short simple fiction and nonfiction texts with confidence and enjoyment
4Rg3 Recognise the attitude or opinion of the writer in short texts on an increasing
range of general and curricular topics
4Rm1 Understand the main points of an increasing range of short, simple texts on
general and curricular topics by using contextual clues
Writing
4Wa1 Plan, write, edit and proofread work at text level, with support, on a limited range
of general and curricular topics
4Wa2 Write, with support, a sequence of short sentences in a paragraph on a limited
range of general and curricular topics
4Wa3 Use joined-up handwriting in range of written work across the curriculum with
some speed and fluency
4Wc1 Write, with support, factual and imaginative descriptions at text level which
describe people, places and objects
4Wo1 Link, with some support, sentences into a coherent paragraph using a variety
of basic connectors on a limited range of general and curricular topics
4Wo2 Punctuate written work at text level on a limited range of general and curricular
topics with some accuracy when writing independently
4Wo3 Use, with some support, appropriate layout at text level for a limited range of
written genres on familiar general and curricular topics
Use of English
4Uf1 Use quantifiers many, much, a lot of, a few on a limited range of general and
curricular topics
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4Uf2 Use simple perfect forms of common verbs to express what has happened
[indefinite time] on a limited range of general and curricular topics
4Uf3 Use adverbs of indefinite time yet, ever, already, always on a limited range of
general and curricular topics
4Uf4 Use future forms will for predictions and be going to to talk about already decided
plans on a limited range of general and curricular topics
4Uf5 Use simple present forms and simple past regular and irregular forms to describe
routines, habits and states on a limited range of general and curricular topics
4Uf6 Use adverbs of definite time, last week, yesterday, on a limited range of general
and curricular topics
4Uf7 Use present continuous forms to talk about present activities and with future
meaning on a limited range of general and curricular topics
4Uf8 Use past continuous forms for background actions on a limited range of general
and curricular topics
4Uf9 Use might, may, could to express possibility on a limited range of general and
curricular topics
4Uf10 Use shall [for suggestions] on a limited range of general and curricular topics
4Uf11 Use if clauses [in zero conditionals] on a limited range of general and curricular
topics
4Ug1 Use a growing range of countable and uncountable nouns, including common
noun phrases describing times and location, on a limited range of general and
curricular topics
4Ug2 Use a growing range of adjectives and comparative and superlative adjectives
[both regular and irregular] on a limited range of general and curricular topics
4Ug3 Use be/look/sound/feel/taste/smell like on a limited range of general and
curricular topics
4Ug4 Use be made of on a limited range of general and curricular topics
4Ug5 Use to make somebody/something + adjective on a limited range of general and
curricular topics
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4Ug6 Use a growing range of common adverbs [both regular and irregular], simple
and comparative forms and adverbs of frequency on a limited range of general and
curricular topics
4Ug7 Use a limited range of prepositions to talk about time and location on a limited
range of general and curricular topics
4Ug8 Use prepositions like to describe things and about to denote topic on a limited
range of general and curricular topics
4Ug9 Use prepositions of direction to, into, out, of, from, towards on a limited range of
general and curricular topics
4Ug10 Spell most high-frequency words accurately for a limited range of familiar
general and curricular topics when writing independently
4Ut1 Use questions What time/What else/What next? on a limited range of general
and curricular topics
4Ut2 Use determiners including any, no, each, every on a limited range of general and
curricular topics
4Ut3 Use questions, including tag questions, to seek agreement and clarify on a
limited range of general and curricular topics
4Ut5 Use basic personal and demonstrative pronouns and quantitative pronouns
some, any, something, nothing, anything on a limited range of general and curricular
topics
4Ut6 Use common verbs followed by infinitive verb/verb + ing patterns on a limited
range of general and curricular topics
4Ut7 Use infinitive of purpose on a limited range of general and curricular topics
4Ut8 Use conjunctions so, if, when, where, before, after to link parts of sentences on
a limited range of general and curricular topics
4Ut9 Use where clauses on a limited range of general and curricular topics
4Ut10 Use before/after clauses [with past reference] on a limited range of general and
curricular topics
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4Ut11 Use defining relative clauses with which, who, that, where to give details on a
limited range of general and curricular topics
Listening
4Ld1 Understand most specific information and detail of short, supported talk on a
wide range of familiar topics
4Ld2 Deduce meaning from context in short, supported talk on an increasing range
of general and curricular topics
4Ld3 Understand an increasing range of unsupported basic questions which
ask for personal information
4Ld4 Understand a sequence of supported classroom instructions
4Ld5 Understand an increasing range of unsupported basic questions on general and
curricular topics
4Lg1 Understand supported narratives, including some extended talk, on an
increasing range of general and curricular topics
4Lg2 Identify rhymes and repetition
4Lm1 Understand the main points of supported extended talk on a range of general
and curricular topics
4Lo1 Recognise the opinion of the speaker(s) in basic, supported talk on an
increasing range of general and curricular topics
Speaking
4S1 Provide basic information about themselves and others at sentence level on an
increasing range of general topics
4S2 Ask questions to find out general information on an increasing range of general
and curricular topics
4S3 Give an opinion at sentence level on an increasing range of general and curricular
topics
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4S4 Respond with limited flexibility at sentence level to unexpected comments on an
increasing range of general and curricular topics
4S5 Organise talk at sentence level using connectors on an increasing range of
general and curricular topics
4S6 Communicate meaning clearly at sentence level during pair, group and whole
class exchanges
4S7 Keep interaction going in basic exchanges on a growing range of general and
curricular topics
4S8 Relate basic stories and events on a range of general and curricular topics
STAGE 5
Reading
5Rd1 Recognise the difference between fact and opinion in short, simple texts on a
range of general and curricular topics
5Rd2 Understand, with little or no support, specific information and detail in short,
simple texts on a range of general and curricular topics
5Rd3 Use, with little or no support, familiar paper and digital reference resources to
check meaning and extend understanding
5Rf1 Read and follow, with little or no support, familiar instructions for classroom
activities
5Rg1 Recognise, identify and sound, with little or no support, a wide range of
language at text level
5Rg2 Read, with little or no support, a range of short simple fiction and non-fiction
texts with confidence and enjoyment
5Rg3 Recognise the attitude or opinion of the writer in short texts on a range of general
and curricular topics
5Rm1 Understand the main points of a range of short, simple texts on general and
curricular topics by using contextual clues
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Writing
5Wa1 Plan, write, edit and proofread work at text level, with support, on an increasing
range of general and curricular topics
5Wa2 Use joined-up handwriting in a wide range of written work across the curriculum
with growing speed and fluency
5Wc1 Write, with support, about factual and imaginary past events, activities and
experiences in a paragraph on a limited range of general and curricular topics
5Wc2 Write, with some support, factual and imaginative descriptions at text level
which describe people, places and objects
5Wo1 Link, with little or no support, sentences into a coherent paragraph using a
variety of basic connectors on a growing range of general and curricular topics
5Wo2 Punctuate written work at text level on an increasing range of general and
curricular topics with some accuracy when writing independently
5Wo3 Use, with little or no support, appropriate layout at text level for a limited range
of written genres on familiar general and curricular topics
Use of English
5Uf1 Use quantifiers including more, little, few, less, fewer, not as many, not as much
on a growing range of general and curricular topics
5Uf2 Use simple perfect forms to express what has happened [indefinite and
unfinished past with for and since] on a growing range of general and curricular topics

5Uf3 Use future will and shall to make offers, promises, predictions on a growing
range of general and curricular topics
5Uf4 Use a growing range of present and past simple active and some passive forms
on a growing range of general and curricular topics
5Uf5 Use present continuous forms with present and future meaning and past
continuous forms for background and interrupted past actions on a growing range of
general and curricular topics
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5Uf6 Use modal forms including mustn’t (prohibition), need (necessity), should (for
advice) on a growing range of general and curricular topics
5Ug1 Begin to use basic abstract nouns and compound nouns on a growing range of
general and curricular topics
5Ug2 Use a growing range of noun phrases describing times and location on a
growing range of general and curricular topics
5Ug3 Use common participles as adjectives and order adjectives correctly in front of
nouns on a growing range of general and curricular topics
5Ug4 Use a growing range of adverbs, including adverbs of degree too, not enough,
quite, rather on a growing range of general and curricular topics
5Ug5 Use pre-verbal, post-verbal and end-position adverbs on a growing range of
general and curricular topics
5Ug6 Use a growing range of prepositions of time, location and direction on a growing
range of general and curricular topics
5Ug7 Use by and with to denote agent and instrument on a growing range of general
and curricular topics
5Ug8 Use prepositions preceding nouns and adjectives in common prepositional
phrases on a growing range of general and curricular topics
5Ug9 Spell most high-frequency words accurately for a growing range of familiar
general and curricular topics when writing independently
5Ut1 Use a growing range of determiners including all, other on a growing range of
general and curricular topics
5Ut2 Use questions including questions with whose, how often, how long on a growing
range of general and curricular topics
5Ut3 Use a growing range of tag questions on a growing range of general and
curricular topics
5Ut4 Use a growing range of personal, demonstrative and quantitative pronouns
including someone, somebody, everybody, no-one on a growing range of general and
curricular topics
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5Ut5 Use common impersonal structures with it, there on a growing range of general
and curricular topics
5Ut6 Use common verbs followed by infinitive verb/verb + ing patterns on a growing
range of general and curricular topics
5Ut7 Use infinitive of purpose on a growing range of general and curricular topics
5Ut8 Use conjunctions if, where, when, so, and, or, but, because, before, after to link
parts of sentences in short texts on a growing range of general and curricular topics
5Ut9 Use subordinate clauses following think, know, believe, hope, say, tell on a
growing range of general and curricular topics
5Ut10 Use subordinate clauses following sure, certain on a growing range of general
and curricular topics
5Ut11 Use a growing range of defining relative clauses with which, who, that, where
on a growing range of general and curricular topics
Listening
5Ld1 Understand most specific information and detail of supported extended talk on
a range of general and curricular topics
5Ld2 Deduce meaning from context in supported extended talk on a range of general
and curricular topics
5Ld3 Understand more complex supported questions which ask for personal
information
5Ld4 Understand longer sequences of supported classroom instructions
5Ld5 Understand more complex supported questions on a growing range of general
and curricular topics
5Lg1 Understand supported narratives, including some extended talk, on a range of
general and curricular topics
5Lg2 Identify rhymes, repetition and alliteration
5Lm1 Understand, with limited support, the main points of extended talk on a range
of general and curricular topics
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5Lo1 Recognise the opinion of the speaker(s) in supported extended talk on a range
of general and curricular topics

Speaking
5S1 Provide basic information about themselves and others at discourse level on a
range of general topics
5S2 Ask questions to find out general information on a range of general and curricular
topics
5S3 Give an opinion at discourse level on an increasing range of general and curricular
topics
5S4 Respond, with limited flexibility, at both sentence and discourse level to
unexpected comments on a range of general and curricular topics
5S5 Organise talk at discourse level using appropriate connectors on a range of
general and curricular topics
5S6 Communicate meaning clearly at sentence and discourse level during pair, group
and whole class exchanges
5S7 Keep interaction going in longer exchanges on a range of general and curricular
topics
5S8 Relate some extended stories and events on a limited range of general and
curricular topics
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STAGE 6
Reading
6Rd1 Recognise the difference between fact and opinion in short, simple texts on a
wide range of general and curricular topics
6Rd2 Understand independently specific information and detail in short, simple texts
on a range of general and curricular topics
6Rd3 Use independently familiar paper and digital reference resources to check
meaning and extend understanding
6Rf1 Read and follow independently familiar instructions for classroom activities
6Rg1 Recognise, identify and sound independently a wide range of language at text
level
6Rg2 Read independently a range of short simple fiction and non-fiction texts with
confidence and enjoyment
6Rg3 Recognise the attitude or opinion of the writer in short texts on a wide range of
general and curricular topics
6Rm1 Understand the main points of a wide range of short, simple texts on general
and curricular topics by using contextual clues
Writing
6Wa1 Plan, write, edit and proofread work at text level, with some support, on a range
of general and curricular topics
6Wa2 Use joined-up handwriting in all written work across the curriculum with
appropriate speed and fluency
6Wc1 Write, with some support, about factual and imaginary past events, activities
and experiences on a growing range of general and curricular topics
6Wc2 Write, with some support, about personal feelings and opinions on a limited
range of general and curricular topics
6Wo1 Link sentences into coherent text using a variety of basic connectors on a range
of general and curricular topics when writing independently
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6Wo2 Punctuate, with some accuracy, written work at text level for a range of general
and curricular topics when writing independently
6Wo3 Use independently appropriate layout at text level for a growing range of written
genres on familiar general and curricular topics
Use of English
6Uf1 Use a growing range of quantifiers, cardinal and ordinal numbers and fractions
on a range of general and curricular topics
6Uf2 Use a range of adverbs [simple and comparative forms] including adverbs of
manner
6Uf3 Use simple perfect forms to express [recent, indefinite and unfinished] past on a
range of general and curricular topics
6Uf4 Use a growing range of future forms, including be going to [predictions based on
present evidence] and will for predictions on a range of general and curricular topics

6Uf5 Use a range of active and passive simple present and past forms and used
to/didn’t use to for past habits/ states on a range of general and curricular topics
6Uf6 Use present continuous forms with present and future meaning and past
continuous forms for background, parallel and interrupted past actions on a range of
general and curricular topics
6Uf7 Begin to use simple forms of reported speech to report statements and
commands on a range of general and curricular topics
6Uf8 Use a growing range of modal forms including would [polite requests], could
[polite requests], needn’t [lack of necessity], should, ought to [obligation] on a range
of general and curricular topics
6Uf9 Use if/unless in conditional sentences on a range of general and curricular topics

6Uf10 Use if/unless in zero and first conditional clauses on a range of general and
curricular topics
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6Ug1 Use a limited range of abstract nouns and compound nouns on a range of
general and curricular topics
6Ug2 Use a growing range of participle adjectives and a growing range of adjectives
in the correct order in front of nouns on a range of general and curricular topics
6Ug3 Use pre-verbal, post-verbal and end-position adverbs on a range of general and
curricular topics
6Ug4 Use a growing range of prepositions preceding nouns and adjectives in
prepositional phrases
6Ug5 Begin to use dependent prepositions following adjectives on a range of general
and curricular topics
6Ug6 Being to use some common prepositional verbs on a range of general and
curricular topics
6Ug7 Spell most high-frequency words accurately for a range of familiar general and
curricular topics when writing independently
6Ut1 Use double genitive structures: a friend of theirs; on a range of general and
curricular topics
6Ut2 Use a range of determiners including neither, both on a range of general and
curricular topics
6Ut3 Use a growing range of questions including how far, how many times, what +
noun, on a range of general and curricular topics
6Ut4 Use a range of pronouns including relative pronouns who, which, that, whom,
whose, on a range of general and curricular topics
6Ut5 Use the pattern verb + object + infinitive give/take/send/bring/show +
direct/indirect object
6Ut6 Use conjunctions including while; until, as soon as in relating narratives on a
range of general and curricular topics
6Ut7 Use a range of defining and non-defining relative clauses with which, who, that,
whose, whom on a range of general and curricular topics
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Listening
6Ld1 Understand, with little or no support, specific information and detail in both short
and extended talk on a range of general and curricular topics
6Ld2 Deduce, with little or no support, meaning from context in both short and
extended talk on a range of general and curricular topics
6Ld3 Understand more complex unsupported questions which ask for personal
information
6Ld4 Understand, with little or no support, longer sequences of classroom instructions

6Ld5 Understand, with little or no support, more complex questions on a range of
general and curricular topics
6Lg1 Understand, with little or no support, both short and extended narratives on a
range of general and curricular topics
6Lg2 Identify rhymes, onomatopoeia and rhythm
6Lm1 Understand, with little or no support, the main points in both short and extended
talk on a range of general and curricular topics
6Lo1 Recognise, with little or no support, the attitude or opinion of the speaker(s) in
both short and extended talk on a range of general and curricular topics
Speaking
6S1 Provide detailed information about themselves and others at discourse level on a
wide range of general topics
6S2 Ask questions to clarify meaning on a range of general and curricular topics
6S3 Give an opinion at discourse level on a range of general and curricular topics
6S4 Respond, with increasing flexibility, at both sentence and discourse level to
unexpected comments on a range of general and curricular topics
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6S5 Summarise what others have said on a range of general and curricular topics
6S6 Link comments to what others say at sentence and discourse level in pair, group
and whole class exchanges
6S7 Keep interaction going in longer exchanges on a wide range of general and
curricular topics
6S8 Relate extended stories and events on a growing range of general and curricular
topics
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Lower Secondary Curriculum Framework
The assessment framework (see table below) is designed to support the
implementation of the curriculum framework by providing teachers and learners with
motivational end-of-stage goals and to help teachers, learners and parents monitor
progress being made. There are end-of-year progression tests for all stages from
Stage 7 to Stage 9.
Stage

CEFR level

9
8

B1

7
The Cambridge Secondary English as a Second Language curriculum framework has
been reorganised using new codes for 2016 and onwards. The learning objectives
have been reorganised under codes that have a direct link to reporting.
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The updated codes refer to the following sub-strands:
ESL – strands, sub-strands and reporting codes
Strands

Reading

Writing

Use of English

Listening

Sub-strands

Reporting codes

Reading for detail

Rd

Reading function

Rf

Reading for gist/global meaning

Rg

Reading for main ideas

Rm

Communicative achievement

Wa

Content

Wc

Organisation

Wo

Collocation

Uc

General vocabulary

Ug

Grammatical forms

Uf

Language range and appropriacy

Ul

Sentence structure

Ut

Listening for detail

Ld

Listening for gist/global meaning

Lg

Listening for main idea

Lm

Listening for opinion/attitude/feeling

Lo

Uc code (Collocation: words that are typically used together) forms part of Ug (General
vocabulary). Therefore, Ug is used to denote both Uc and Ug learning objectives.
Ul code (Language range and appropriacy) forms part of Ug (General vocabulary), Uf
(Grammatical forms) and Ut (Sentence structure). Therefore Ug, Uf and Ut are used
to denote Ul, Ug, Uf and Ut learning objectives.

Lješevići bb, Kotor | +382 32 662 662 | office@arcadiaeducation.me | www.arcadiaeducation.me

STAGE 7
Reading
7Rd1 Understand specific information in texts on a limited range of unfamiliar general
and curricular topics, including some extended texts
7Rd2 Understand the detail of an argument on a limited range of unfamiliar general
and curricular topics, including some extended texts
7Rd3 Deduce meaning from context on a limited range of unfamiliar general and
curricular topics, including some extended texts
7Rd4 Use familiar and some unfamiliar paper and digital reference resources to check
meaning and extend understanding
7Rd5 Begin to recognise inconsistencies in argument in short texts on a limited range
of general and curricular subjects
7Rg1 Understand implied meaning on a limited range of unfamiliar general and
curricular topics, including some extended texts
7Rg2 Recognise the attitude or opinion of the writer on a limited range of unfamiliar
general and curricular topics, including some extended texts
7Rg3 Read a limited range of extended fiction and non-fiction texts on familiar and
some unfamiliar general and curricular topics with confidence and enjoyment
7Rm1 Understand the main points in texts on a limited range of unfamiliar general
and curricular topics, including some extended texts
Writing
7Wa1 Brainstorm, plan and draft written work at text level, with some support, on a
range of general and curricular topics
7Wa2 Compose, edit and proofread written work at text level, with some support, on
a range of general and curricular topics
7Wa3 Write, with some support, with moderate grammatical accuracy on a limited
range of general and curricular topics
7Wa4 Use, with some support, style and register appropriate to a limited range of
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written genres on general and curricular topics
7Wc1 Develop coherent arguments, supported when necessary by reasons,
examples and evidence, for a limited range of written genres on general and curricular
topics
7Wo1 Use appropriate layout for a range of written genres on a growing range of
general and curricular topics
7Wo2 Punctuate, with accuracy, a growing range of written work on a range of general
and curricular topics
Use of English
7Uf1 Use a range of quantifiers for countable and uncountable nouns including
several, plenty, a large/small number/amount on a range of general and curricular
topics
7Uf2 Use a limited range of comparative degree adverb structures not as quickly as/far
less quickly with regular and irregular adverbs on a range of general and curricular
topics
7Uf3 Use a growing range of simple perfect forms to express [recent, indefinite and
unfinished] past on a range of general and curricular topics
7Uf4 Use a growing range of future forms, including present continuous and present
simple with future meaning, on a range of general and curricular topics
7Uf5 Use a range of active and passive simple present and past forms on a range of
general and curricular topics
7Uf6 Use a limited range of causative forms have/get done on a range of general and
curricular topics
7Uf7 Use a growing range of past perfect simple forms in narrative and reported
speech on a range of general and curricular topics
7Uf8 Use a growing range of present continuous forms and past continuous, including
some passive forms, on a range of general and curricular topics
7Uf9 Use a growing range of reported speech forms for statements, questions and
commands: say, ask, tell, including reported requests, on a range of general and
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curricular topics
7Uf10 Use a range of modal forms for a range of functions: obligation, necessity,
possibility, permission, requests, suggestions, prohibition on a range of general and
curricular topics
7Uf11 Use if/unless/if only in second conditional clauses and wish [that] clauses
[present reference] on a range of general and curricular topics
7Ug1 Use a growing range of abstract nouns and compound nouns on a variety of
general and curricular topics
7Ug2 Use a limited range of complex noun phrases on a variety of general and
curricular topics
7Ug3 Use a growing range of compound adjectives and adjectives as participles and
a limited range of comparative structures to indicate degree including not as...as,
much...than on a range of general and curricular topics
7Ug4 Use a limited range of sentence adverbs including too, either, also on a range
of general and curricular topics
7Ug5Use a growing range of pre-verbal, post-verbal and end- position adverbs on a
range of general and curricular topics
7Ug6 Use a range of prepositions preceding nouns and adjectives in prepositional
phrases on a range of general and curricular topics
7Ug7 Use prepositions as, like to indicate manner on a range of general and curricular
topics
7Ug8 Use a growing range of dependent prepositions following adjectives on a range
of general and curricular topics
7Ug9 Use a limited range of prepositional verbs and begin to use common phrasal
verbs on a range of general and curricular topics
7Ug10 Spell a growing range of high-frequency vocabulary accurately on a range of
general and curricular topics
7Ut1 Recognise typical features at word, sentence and text level in a limited range of
written genres
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7Ut2 Begin to recognise typical features at word, sentence and text level in a limited
range of spoken genres
7Ut3 Use a limited range of gerunds as subjects and objects on a variety of general
and curricular topics
7Ut4 Use a range of determiners including all, half, both [of] in pre-determiner function
on a range of general and curricular topics
7Ut5 Use a range of questions using a range of different tense and modal forms on a
range of general and curricular topics
7Ut6 Use a range of pronouns including indefinite pronouns anybody, anyone,
anything and quantitative pronouns everyone, everything, none, more, less, a few on
a range of general and curricular topics
7Ut7 Use infinitive forms after a limited range of verbs and adjectives on a range of
general and curricular topics
7Ut8 Use gerund forms after a limited range of verbs and prepositions on a range of
general and curricular topics
7Ut9 Use a growing range of conjunctions including since, as to explain reasons and
the structures so ... that, such a/... that in giving explanations on a range of general
and curricular topics
7Ut10 Use a range of relative clauses including why clauses on a range of general
and curricular topics
Listening
7Ld1 Understand, with little or no support, most specific information in extended talk
on a wide range of general and curricular topics
7Ld2 Understand, with little or no support, most of the detail of an argument in
extended talk on a wide range of general and curricular topics
7Ld3 Deduce, with little or no support, meaning from context in extended talk on a
wide range of general and curricular topics
7Lg1 Understand, with little or no support, most of the implied meaning in extended
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talk on a wide range of general and curricular topics
7Lg2 Understand extended narratives on a range of general and curricular topics
7Lm1 Understand, with little or no support, the main points in extended talk on a wide
range of general and curricular topics
7Lo1 Recognise, with little or no support, the opinion of the speaker(s) in extended
talk on a wide range of general and curricular topics
Speaking
7S1 Use formal and informal registers in their talk on a limited range of general and
curricular topics
7S2 Ask questions to clarify meaning on a wide range of general and curricular topics

7S3 Give an opinion. at discourse level, on a range of general and curricular topics
7S4 Respond. with some flexibility, at both sentence and text level, to unexpected
comments on a range of general and curricular topics
7S5 Link comments, with some flexibility, to what others say at sentence and
discourse level in pair, group and whole class exchanges
7S6 Interact with peers to negotiate classroom tasks
7S7 Use appropriate subject-specific vocabulary and syntax to talk about a limited
range of curricular topics

STAGE 8
Reading
8Rd1 Understand specific information in texts on a growing range of unfamiliar
general and curricular topics, including some extended texts
8Rd2 Understand the detail of an argument on a growing range of unfamiliar general
and curricular topics, including some extended texts
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8Rd3 Deduce meaning from context on a growing range of unfamiliar general and
curricular topics, including some extended texts
8Rd4 Use a growing range of familiar and unfamiliar paper and digital reference
resources to check meaning and extend understanding
8Rd5 Recognise inconsistencies in argument in short and some extended texts on a
limited range of general and curricular subjects
8Rg1 Understand implied meaning on a growing range of general and curricular
topics, including some extended texts
8Rg2 Recognise the attitude or opinion of the writer on a growing range of unfamiliar
general and curricular topics, including some extended texts
8Rg3 Read a growing range of extended fiction and non-fiction texts on familiar and
unfamiliar general and curricular topics with confidence and enjoyment
8Rm1 Understand the main points in texts on a growing range of unfamiliar general
and curricular topics, including some extended texts
Writing
8Wa1 Brainstorm, plan and draft written work at text level, with limited support, on a
range of general and curricular topics
8Wa2 Compose, edit and proofread written work at text level, with limited support, on
a range of general and curricular topics
8Wa3 Write, with limited support, with moderate grammatical accuracy on a growing
range of general and curricular topics
8Wa4 Use, with limited support, style and register appropriate to a limited range of
written genres on general and curricular topics
8Wc1 Develop coherent arguments, supported when necessary by reasons,
examples and evidence, for a growing range of written genres on general and
curricular topics
8Wo1 Use appropriate layout for a range of written genres on a range of general and
curricular topics
8Wo2 Punctuate, with accuracy, a range of written work on a range of general and
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curricular topics
Use of English
8Uf1 Use a wide range of quantifiers for countable and uncountable nouns and a
growing range of noun structures
8Uf2 Use a growing range of comparative degree adverb structures with regular and
irregular adverbs
8Uf3 Use a range of simple perfect forms, including some passive forms, with a
growing range of time adverbials on a range of general and curricular topics
8Uf4 Use a range of future forms, including some passive forms, on a range of general
and curricular topics
8Uf5 Use a wide range of active and passive simple present and past forms
8Uf6 Use a growing range of causative form
8Uf7 Use a range of past perfect simple forms in narrative and reported speech on a
range of general and curricular topics
8Uf8 Use a range of present continuous forms and past continuous, including a
growing range of passive forms, on a range of general and curricular topics
8Uf9 Use a range of reported speech forms for statements, questions and commands,
including indirect and embedded questions with know, wonder on a range of general
and curricular topics
8Uf10 Use a wide range of modal forms for a range of functions and a limited range
of past modal forms, including should/shouldn’t have, to express regret and criticism
on a range of general and curricular topics
8Uf11 Use if only/wish [that] clauses [past reference] on a range of general and
curricular topics
8Ug1 Use a range of abstract nouns and compound nouns on a range of general and
curricular topics
8Ug2 Use a growing range of complex noun phrases on a range of general and
curricular topics
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8Ug3 Use qualifying uncountable nouns ...a piece of... a bar of ..., etc. on a range of
general and curricular topics
8Ug4 Use a range of compound adjectives and adjectives as participles and a growing
range of comparative structures to indicate degree on a range of general and curricular
topics
8Ug5 Use a growing range of sentence adverbs including as well, though
8Ug6 Use a range of pre-verbal, post-verbal and end-position adverbs on a range of
general and curricular topics
8Ug7 Use a growing range of prepositions preceding nouns and adjectives
8Ug8 Use a growing range of dependent prepositions following nouns and adjectives
and a limited range of dependent prepositions following verbs; on a range of general
and curricular topics
8Ug9 Use a growing range of prepositional verbs and a limited range of phrasal verbs
on a range of general and curricular topics
8Ug10 Spell a range of high-frequency vocabulary accurately on a range of general
and curricular topics
8Ut1 Recognise typical features at word, sentence and text level in a growing range
of written genres
8Ut2 Recognise typical features at word, sentence and text level of a growing range
of spoken genres
8Ut3 Use a growing range of gerunds as objects and subjects on a range of general
and curricular topics
8Ut3 Use a growing range of gerunds as objects and subjects on a range of general
and curricular topics
8Ut4 Use a wide range of determiners and pre-determiner structures on a range of
general and curricular topics
8Ut5 Use a range of questions including questions involving prepositions at what time,
in which direction, from whose on a range of general and curricular topics
8Ut6 Use a range of pronouns [relative, demonstrative, indefinite, quantitative]
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8Ut7 Use a growing range of reflexive pronoun structures on a range of general and
curricular topics
8Ut8 Use infinitive forms after a growing range of adjectives and verbs
8Ut9 Use gerund forms after a growing range of verbs and prepositions
8Ut10 Use a range of conjunctions including so that, (in order) to to indicate purpose,
although, while, whereas to contrast on a range of general and curricular topics
8Ut11 Use a range of relative clauses including with prepositions from where, to whom
on a range of general and curricular topics
Listening
8Ld1 Understand most specific information in unsupported extended talk on a wide
range of general and curricular topics
8Ld2 Understand most of the detail of an argument in unsupported extended talk on
a wide range of general and curricular topics
8Ld3 Deduce meaning from context in unsupported extended talk on a wide range of
general and curricular topics
8Ld4 Begin to recognise inconsistencies in argument in extended talk on a growing
range of general and curricular subjects
8Lg1 Understand most of the implied meaning in unsupported extended talk on a wide
range of general and curricular topics
8Lm1 Understand the main points in unsupported extended talk on a wide range of
general and curricular topics
8Lo1 Recognise the opinion of the speaker(s) in unsupported extended talk on a wide
range of general and curricular topics
Speaking
8S1 Use formal and informal registers in their talk on a growing range of general and
curricular topics
8S2 Check the main point or detail of what someone else has said
8S3 Explain and justify their own point of view on a range of general and curricular
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topics
8S4 Explain advantages and disadvantages of ideas, plans and arrangements on a
limited range of general and curricular topics
8S5 Modify their talk in order to compensate for gaps in vocabulary or grammatical
knowledge
8S6 Interact with peers to negotiate, agree and organise priorities and plans for
completing classroom tasks
8S7 Use a growing range of appropriate subject-specific vocabulary and syntax to talk
about curricular topics

STAGE 9
Reading
9Rd1 Understand specific information in extended texts on a range of unfamiliar
general and curricular topics
9Rd2 Understand the detail of an argument in extended texts on a range of unfamiliar
general and curricular topics
9Rd3 Deduce meaning from context on a range of unfamiliar general and curricular
topics, including some extended texts
9Rd4 Use a range of familiar and unfamiliar paper and digital reference resources to
check meaning and extend understanding
9Rd5 Recognise inconsistencies in argument in extended texts on a growing range of
general and curricular subjects
9Rf1 Begin to recognise the devices a writer uses to express intentions in extended
texts on a growing range of unfamiliar general and curricular topics
9Rg1 Understand implied meaning in extended texts on a range of unfamiliar general
and curricular topics
9Rg2 Recognise the attitude or opinion of the writer in extended texts on a range of
unfamiliar general and curricular topics
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9Rg3 Read a range of extended fiction and non-fiction texts on familiar and unfamiliar
general and curricular topics, with confidence and enjoyment
9Rg4 Recognise the attitude or opinion of the writer in extended texts on a range of
unfamiliar general and curricular topics
9Rm1 Understand the main points in extended texts on a range of unfamiliar general
and curricular topics
Writing
9Wa1 Brainstorm, plan and draft written work at text level, with minimal teacher
support, on a range of general and curricular topics
9Wa2 Compose, edit and proofread written work at text level, with minimal teacher
support, on a range of general and curricular topics
9Wa3 Write, with minimal support, with moderate grammatical accuracy on a range of
general and curricular topics
9Wa4 Use, with limited support, style and register appropriate to a growing range of
written genres on general and curricular topics
9Wc1 Develop coherent arguments, supported when necessary by reasons,
examples and evidence, for a range of written genres on general and curricular topics
9Wo1 Use appropriate layout for a range of written genres on a wide range of general
and curricular topics
9Wo2 Punctuate, with accuracy, a range of written work on a wide range of general
and curricular topics
Use of English
9Uf1 Use a wide range of quantifiers for countable and uncountable nouns and a
range of structures qualifying uncountable nouns on a wide range of general and
curricular topics
9Uf2 Use a range of comparative degree adverb structures with regular and irregular
adverbs
9Uf3 Use a range of simple perfect active and passive forms with a range of time
adverbials, so far, lately, all my life
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9Uf4 Use a growing range of perfect continuous forms on a wide range of general and
curricular topics
9Uf5 Use a range of future active and passive forms and a growing range of future
continuous forms on a wide range of general and curricular topics
9Uf6 Use a range of active and passive simple present and past forms, causative
forms and past perfect simple forms
9Uf7 Use a growing range of past perfect continuous forms in narrative and reported
speech; on a wide range of general and curricular topics
9Uf8 Use a range of present continuous forms and past continuous [active and
passive] on a range of general and curricular topics
9Uf9 Use a growing range of past modal forms, including must have, can’t have, might
have, to express speculation and deduction about the past on a wide range of general
and curricular topics
9Uf10 Use if/if only in third conditional structures
9Uf11 Use a range of reported statements and question forms on a wide range of
general and curricular topics
9Ug1 Use a range of abstract nouns, compound nouns, complex noun phrases and
gerunds as subjects and objects on a wide range of general and curricular topics
9Ug2 Use a range of compound adjectives, adjectives as participles and comparative
structures indicating degree and a growing range of intensifying adjectives on a wide
range of general and curricular topics
9Ug3 Use a range of sentence adverbs, including especially, particularly
9Ug4 Use a range of pre-verbal, post-verbal and end-position adverbs on a wide range
of general and curricular topics
9Ug5 Use a range of prepositional phrases preceding nouns and adjectives
9Ug6 Use a growing range of prepositional and phrasal verbs on a wide range of
general and curricular topics
9Ug7 Use a range of dependent prepositions following nouns and adjectives and a
growing range of prepositions following verbs on a wide range of general and curricular
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topics
9Ug8 Spell a wide range of high-frequency vocabulary accurately on a wide range of
general and curricular topics
9Ut1 Recognise typical features at word, sentence and text level of a range of spoken
genres
9Ut2 Use a wide range of determiners and pre-determiner structures on a wide range
of general and curricular topics
9Ut3 Use a wide range of types of question on a wide range of general and curricular
topics
9Ut4 Use a wide range of pronouns [relative, demonstrative, indefinite, quantitative]
9Ut5 Use a range of reflexive pronoun structures on a wide range of general and
curricular topics
9Ut6 Use infinitive forms after a range of verbs and adjectives
9Ut7 Use gerund forms after a range of verbs and prepositions
9Ut8 Use a range of conjunctions on a wide range of general and curricular topics
9Ut9 Use a range of relative clauses, including which [whole previous clause
reference], on a wide range of general and curricular topics
Listening
9Ld1 Understand specific information in unsupported extended talk on a wide range
of general and curricular topics, including talk on a limited range of unfamiliar topics
9Ld2 Understand the detail of an argument in unsupported extended talk on a wide
range of general and curricular topics, including talk on a limited range of unfamiliar
topics
9Ld3 Deduce meaning from context in unsupported extended talk on a wide range of
general and curricular topics, including talk on a limited range of unfamiliar topics
9Ld4 Recognise inconsistencies in argument in extended talk on a range of general
and curricular subjects
9Lg1 Understand implied meaning in unsupported extended talk on a wide range of
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general and curricular topics, including talk on a limited range of unfamiliar topics
9Lm1 Understand the main points in unsupported extended talk on a wide range of
general and curricular topics, including talk on a limited range of unfamiliar topics
9Lo1 Recognise the attitude or opinion of the speaker(s) in unsupported extended talk
on a wide range of general and curricular topics, including talk on a limited range of
unfamiliar topics

Speaking
9S1 Use formal and informal language registers in their talk on a range of general and
curricular topics
9S2 Speak with a good degree of fluency and accuracy in social interactton with peers
and other speakers of English
9S3 Explain and justify their own and others’ point of view on a range of general and
curricular topics
9S4 Analyse and evaluate the views of others in a growing range of contexts
9S5 Modify language mistakes in their talk which cause misunderstanding
9S6 Interact with peers to make hypotheses about a growing range or general and
curricular topics
9S7 Use a range of appropriate subject-specific vocabulary and syntax to talk about
curricular topics
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Evacuation Procedures
Location 1 – Green Sports area
Location 2 – Cark Park opposite D Event
•
•
•

•

Emergency Folders will be placed in home rooms for each year level from PS
to Year 9
Emergency Folders for Year 10 – 13 will be placed in the upstairs office
Register folders will include a Student list, parent contacts, a pen, a whistle
and a red card and a green card with which teachers can indicate after
evacuation that they have / or have not accounted for all their students.
A spare set of registers will be available for a member of staff to collect upon
evacuation. Teachers should approach the coordinating staff member for a list
after evacuating if they were not able to collect one from the classroom.

Fire
On discovering a fire: Don’t Panic
Alert school by sounding alarm in the front entrance and evacuate to Location 1 with
students and register, if applicable. Do not collect any personal belongings.
On hearing the fire alarm: Don’t panic
If time permits close your windows, and evacuate out your nearest door – for primary
this may be through a classroom - and make your way to evacuation location 1. Do
not collect any personal belongings.
If the classroom you are teaching in has a student register, please collect it and
evacuate with your students.
If you are in a non home room class (art or language) please just evacuate with your
students.
If your students are at PE please collect the list from your classroom if possible and
meet students outside. If students are at PE the PE teacher will keep students
outside.
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If the fire alarm sounds during a break students are to remain outside in the
evacuation zone, remaining students should evacuate. If Teachers are in their
classroom and students are outside please collect register and meet students
outside. If Teachers are outside please do not return to the classroom wait for the
back up register to be provided to you.
Once assembled outside please complete a register and indicate using red or green
card if you have accounted for all your students
Red Card – Missing or extra Student
Green Card – All students accounted for
Shelter in Place (lock down)
In the event of Hazardous Material release, fallen aircraft, External fire, Civil
Disturbance, hail, Tornado, lightning, snow storm or other.
In the event of shelter in place is required, students and staff will be notified by a
second alarm (or by observing external situation).
Make sure all students are inside, shelter in the classroom you are in away from
external windows.
Close all external windows complete register and place green / red or yellow card
outside your classroom.
Do not allow anyone to leave until the all clear is given.
Earthquake
Follow procedure for shelter in place but do not close the door open a window if
possible. Where possible shelter under a table. Keep clear of shelving units that
could fall. Wait for an all clear signal, evacuate to location 1.
Flood
In the event of a flood Staff and students will be advised of the need to evacuate
using a whistle / or third alarm tone
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Please close windows and evacuate out the main entrance door only and make your
way to location 2. Evacuation ropes will be available in the Preschool and Year 1
classroom to assist with evacuation.
If the class room you are teaching in has a student register please collect it and
evacuate with your students.
If you are in a non home room class (art or language) please just evacuate with your
students.
If your students are at PE please collect the list form your classroom and meet
students outside. If students are at PE the PE teacher will keep students outside.
Location 2 has no designated header card for student groups, please use common
sense and assemble in an orderly manner. Once assembled outside please
complete a register and indicate using red or green card if you have accounted for all
your students
Red Card – Missing or extra Student
Green Card – All students accounted for
Parents can be contacted using contact lists.
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Health and Hygiene Policy
Our school promotes a high standard of health and hygiene in its day-to-day work with
children and adults. This is achieved in the following ways:
Illness
• If a child has an accident in school, we will administer First Aid as needed, and send
a note home to parents giving details of the incident. Parents are always notified by
telephone if a child has had a bump to the head.
• If a child becomes ill during the school day they will be assessed by our Senior First
Aider to decide if they should go home. If so, parents or other nominated contacts will
be telephoned.
• Parents are asked to keep their children at home if they have an infection, and to
inform the school of the nature of the infection. We will alert other parents of the risk
of infection if necessary.
• Parents are asked not to bring into school any child who has been vomiting or had
diarrhoea until at least 24 hours has lapsed since the last attack.
• Cuts or open sores will be cleaned and covered with sticking plaster or other
dressing.
• Our Senior First Aider has responsibility for ensuring that first aid equipment is kept
clean, replenished and replaced as necessary. Sterile items are kept sealed in their
packages until needed. Travel First Aid packs are taken on visits out of school.
Materials are disposed of using yellow sacks.
• If a child is on prescribed medication the following procedures will be followed:
School staff will not administer medication, unless an emergency occurs, e.g.
anaphylactic shock. Parents are welcome to call into school to administer medicine
when required. Medication, such as inhalers for asthma, must be clearly labelled with
child’s name. Written information must be provided from parents, giving clear
instructions about the dosage and administration of the medication. We will assist
younger children in the use of inhalers, providing written permission is given by
parents.
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Information
• Parents have the opportunity to discuss health issues with school staff or our Senior
First Aider and will have access to information available to the school.
• The school will maintain links with health visitors and the school nurse. We gather
health information and advice from the local health authority services and/or other
health agencies.
• We do not allow smoking anywhere on school grounds. • We do not allow dogs
anywhere on school grounds.
HYGIENE
To prevent the spread of infection, adults will ensure that the following good practices
are observed:
Personal hygiene
• Hands washed after using the toilet.
• Children with pierced ears are not allowed to try on or share each other’s earrings.
• A box of tissues is available and children are encouraged to blow and wipe their
noses when necessary. Soiled tissues are disposed of hygienically.
• Children are encouraged to shield their mouths when coughing.
• Hygiene rules related to bodily fluids are followed with particular care by all staff
and volunteers, according to HCC policy and guidelines.
• Parents should provide sufficient suitable sanitary wear for girls as required.
Supplies can be stored in a named bag in a cupboard in the Ladies’.
Children in nappies
•
•
•
•
•
•
•
•

We will endeavour to meet the needs of all children. If necessary, younger
children will have nappies changed using a mat on the floor in the Early Years.
All staff have enhanced CRB clearance and may change nappies
Staff will work closely with appropriate health care professionals if required.
Nappies, disposal bags and any cleaning agents or creams will be provided by
parents.
Staff will wear disposable gloves and aprons when dealing with an incident.
Soiled nappies will be double wrapped for disposal.
The changing area and mat will be cleaned after each use, and hands washed.
Staff will report any undue distress in a child, or other concerns, to the
Designated Senior Person, according to school Child Protection procedures.
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Cleaning and clearing
Any spills of blood or vomit are wiped up and disposed of using a Body Fluids Disposal
kit. Excrement will be flushed down the toilet. Disposable gloves are always used when
cleaning up spills of body fluids. Floors and other affected surfaces are disinfected
using chlorine or iodine bleach diluted according to the manufacturer’s instructions.
Fabrics contaminated with body fluids are thoroughly washed in hot water.• Spare
laundered pants, and other clothing, are available in case of accidents and polythene
bags are available in which to wrap soiled garments. Children will be encouraged to
change and clean themselves. All surfaces are cleaned daily with an appropriate
cleaner.
Food
The school will observe current legislation regarding food hygiene, registration and
training.
In particular, each adult will:
• Always wash hands their under running water before handling food and after using
the toilet.
• Not be involved with the preparation of food if suffering from any
infectious/contagious illness or skin trouble.
• Never cough or sneeze over food.
• Use different cleaning cloths for kitchen and toilet areas.
• Prepare raw and cooked food in separate areas.
• Keep food covered and either refrigerated or piping hot.
• Ensure waste is disposed of properly and out of reach of the children. Keep a lid on
the dustbin and wash hands after using it.
• Wash fresh fruit and vegetables thoroughly before use.
Any food or drink that requires heating will be heated immediately prior to serving and
not left standing. No food or drink for children will be reheated.
Tea towels will be kept clean and stored in a dust-free place, e.g. closed cupboard or
drawer. Cracked or chipped crockery will not be used.
Responsibilities of Pupils
All pupils are expected to:
1. Exercise personal responsibility for the safety of themselves and their fellow
pupils.
2. Wear school uniform, PE kit for sports and exercise, indoor footwear when in
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the school building, and appropriate footwear for outdoors.
3. For PE, either remove ear-rings or cover them with tape, which must be provided
by parents. Staff will not remove ear-rings for children.
4. Observe all the safety rules of the school and in particular the instructions of the
teaching staff in the event of an emergency;
5. Use and not wilfully misuse, neglect or interfere with things provided safety
purposes.
The Governors and Headteacher will make pupils and parents aware of these
responsibilities through direct instruction, notices and the school prospectus.

Policy reviewed: February 2021
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Health and Safety Policy

INTRODUCTION
Arcadia Academy is committed to ensuring health and safety good practice across all
areas of school life. We take our responsibility for the health and safety of staff, pupils,
volunteers and any other visitors to the school seriously and use this policy, in line with
our risk assessment documents and Evacuation Procedures
The school commits adequate and appropriate resources to make sure that the best
equipment, risk assessments, advice, and training are applied both on school grounds
and during off-site activities and visits.
All school staff will ensure that they are up-to-date and familiar with the school health
and safety policy. All activities should be planned by staff with consideration for the
safety of themselves, their colleagues, students.
We aim:
•
•
•
•
•
•
•
•

To provide a safe and healthy environment for children, teaching and nonteaching staff and all other people who come onto the premises of our school.
To ensure that all members of the school community understand their own
responsibilities in maintaining a healthy and safe environment.
For staff and pupils should use common sense at all times to take responsibility
for their own safety and that of others.
To ensure that any previously unidentified hazard should be immediately
reported to the Headmaster’s Office and Director of Facilities.
To ensure that regular safety inspections occur for the maintenance of a safe
and healthy environment is maintained.
Safety training is conducted as needed.
All staff are aware of procedures for a medical emergency.
Arrangements are in place for a speedy and safe evacuation in case of a fire or
other emergency and firefighting equipment is available and maintained.
Records of all drills are maintained, and procedures accordingly reviewed

See separate Evacuation Procedures document
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ACCIDENTS
In the event of an accident taking place either at school, or off-site on a school
organised activity, the member of staff on-site will immediately report to the office /
trained first aider in school. A first-aider should make an assessment of the injury as
soon as possible. On the school site this is likely to be one of the designated First
Aiders (named and displayed in Reception area.)
Parents will be contacted as soon as possible in the event of serious injury or ill health
of a student.
The school has an accident book. The member of staff supervising at the time of the
incident should make a report. What happened, actions taken, injuries, and first aid
administered should be recorded. First Aid procedures are written in more detail in the
Health and Hygiene Policy.

BUILDING AND SITE MAINTENANCE
The Directors are responsible for ensuring that the school premises are properly
maintained, comply with health and safety laws, and are easily accessible and safe
for the whole school community.
They will co-ordinate any safety precautions that are necessary during ongoing site
maintenance or building work e.g. wet floor signs. Any necessary Personal Protective
equipment will be provided.
CAR PARK
•
•

The school provides some parking for teachers, staff, parents and visitors.
The car park is situated directly in front of the school

Procedures for dropping off / collecting children at the start and end of the day.
Children should not arrive at school before 8am as there may not be adequate
supervision for them.
Children are supervised off the buses in the morning and make their way directly into
school.
Towards the end of the day the car park area is coned off for cars – only the school
buses are allowed into the area directly outside school.
Children are supervised onto the correct buses.
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Any children being collected by parents:
If they are under the age of. ???? they should be instructed to stay within the school
car park area until a parent collects them.
Older children – at the direction and permission of the PARENT can walk outside this
area to the larger car park beyond the school.
(suggestions only – needs writing by management and parents / children informed
about the correct procedures)
EMERGENCY COMMUNICATION
There are a number of mechanisms in place to ensure that parents, staff, and students
can be made aware of an emergency situation and remain informed. The school will
text message parents plus post information on the website to keep them informed of
any situation and also to ask for early collection if necessary as detailed in the School
Emergency Closure Policy. It is important that parents inform the school immediately
of any changes in phone number or address as it is vital that these are accurate in the
school records in case of an emergency.
VISITORS
The School has a separate policy for visitors.
WORKPLACE SAFETY
The school will ensure that the school environment and workplace is safe for students,
staff and visitors. This means keeping classrooms and corridors tidy, organised, and
free of safety hazards such as loose wires. Appropriate clothing and good conduct will
also be expected in school and both contribute to good health and safety practice.
Certain departments such as science labs will have more health and safety risks due
to equipment and substances being used in these lessons. Only teachers and pupils
trained to use specialised equipment will be allowed to do so, with appropriate risk
assessments being carried out prior to commencement of activities.
See separate health and Hygiene Policy for safety in the kitchen / preparation
of food
Policy reviewed: February 2021
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Merit System
Green marks
●
●
●
●
●

Consistent use of uniform
Consistently being on time
Helping out teachers or students
Consistent class participation
Consistent use of good manners (e.g. saying please, thank you, you’re welcome,
excuse me, apologising, holding doors open for others)
● Demonstrating assertive communication skills to resolve conflict
● Good sportsmanship when representing the school

MERITS
●
●
●
●
●
●
●
●

Organising events
Demonstrating leadership to peers
Volunteered community service
Perfect attendance
Superior academic performance, GPA > 9.0
Significant academic improvement
Walking away from conflict
Ambassadorial behaviour when representing the school

Red marks
●
●
●
●
●
●
●
●
●
●
●
●

Class disruptions
Throwing rubbish around the school
Being repeatedly late to class
Leaving the classroom without teacher’s authorisation
No homework for the second time
No material on their desks for the second time
Dress code violation
Eating their own food
Chewing gum
Not speaking English
Inappropriate public displays of affection
Horseplay in common areas or classroom

DEMERITS
●
●
●
●
●
●
●
●
●
●
●

Negative attitude towards teachers or arguing
Aggressive behaviour towards students or teachers
Disrespect for authority
Disobedience and refusal to participate in lessons
Vulgar literature, drawings, items, pornography
Unjustified absences
Vandalism/Damages to school property
Copying exams
Use of mobile phones
Swearing
Tarnishing the school’s reputation while representing the school

IMMEDIATE EXPULSION:
• Deliberate physical attack on school personnel
• Fighting – two (2) or more individuals engaged in harmful and/or offensive
• contact
• Assault and Battery – the application of force to another resulting in harmful or
• offensive contact
• Violation of Weapons Policy
• Violation of Drug Abuse Policy
• Violation of the Sexual Harassment Policy
• Violent criminal offenses

3 Red Marks = 1 Demerit
1D=call parents
2D=short suspension 1-2 days
3D=long suspension (week)
4D=permanent suspension

3 Green Marks = 1 Merit
1M=call parents + lunch priority
2M=movie day
3M=event tickets
4M=amazing team event

The student with the highest number of merit points in each grade at the end of the
year will be acknowledged with a floating trophy and certificate as well as a gift
voucher at the formal event.
Policy reviewed: February 2021

ONLINE SAFETY POLICY

Introduction
Arcadia Academy recognises that ICT and the Internet are highly effective tools for
learning and communication that can be used in school to enhance the curriculum,
challenge students, and support creativity and independence.
Using ICT to interact socially and share ideas can benefit everyone in the school
community, but it is important that the use of the Internet and ICT is seen as a
responsibility and that students, staff and parents use it appropriately and practice
good e-safety.
It is important that all members of the school community are aware of the dangers of
using the Internet and how they should conduct themselves online.
Online safety covers the Internet but it also covers mobile phones and other electronic
communications technologies. We know that some adults and young people will use
these technologies to harm children. The harm might range from sending hurtful or
abusive texts and emails, to enticing children to engage in sexually harmful
conversations or actions online, webcam filming, photography or face-to-face
meetings.
Educating all members of the school community on the risks and responsibilities of
online safety is part of our ‘duty of care’ towards children and young people.
It is important that there is a balance between controlling access to the Internet and
technology and allowing freedom to explore and use these tools to their full potential.
This policy aims to be an aid in regulating ICT activity in school and provide a good
understanding of appropriate ICT use that members of the school community can use
as a reference for their online conduct outside of school hours. Online safety is a
whole-school issue and responsibility.
Cyber-bullying by pupils will be treated as seriously as any other type of bullying and
will be managed through our anti-bullying procedures.
If you have a concern about online safety in school and/or have witnessed an incident
in school this should be reported to the Headteacher asap.
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Principal and SLT
The Senior Management with Board members at Arcadia are responsible for the
approval of the online safety policy and for evaluating its effectiveness by reviewing esafety incidents and monitoring reports. Online safety falls within the remit of the
Director on the Board responsible for Safeguarding. This will include:
•
•
•

ensure an online safety policy is in place, reviewed every two years and is
available to all stakeholders;
ensure there is someone in school that has received up to date raining in Esafety to a higher level than other members of staff.
ensure that procedures for the safe use of ICT and the Internet are in place and
adhered to;

The Headtecher is responsible for ensuring the safety (including online safety) of
members of the school community, though the day-to-day responsibility for online
safety will be delegated to an E-safety Coordinator.
Once an E-safety Coordinator is in place he will support the development of
•
•
•
•

e-safety meetings.
an education programme aimed at students, staff and parents to raise
awareness of online safety.
Ensure the school ICT system is reviewed regularly with regard to security and
that virus protection is installed and updated regularly.
Receives reports of e-safety incidents and creates a log of incidents to inform
future online safety developments.

Making use of ICT and the Internet in school
The Internet is used in school to raise educational standards, to promote pupil
achievement, to support the professional work of staff and to enhance the school’s
management functions.
Technology is advancing rapidly and is now a huge part of everyday life, education
and business. We want to equip our students with all the necessary ICT skills that they
will need in order to enable them to progress confidently into a professional working
environment when they leave school.
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School Email Accounts and Appropriate Use
Staff should be aware of the following when using email in school:
Staff should only use official school provided email accounts to communicate with
pupils, parents or carers. Personal email accounts should not be used to contact any
of these people.
Emails sent from school accounts should be professionally and carefully written. Staff
are representing the School at all times and should take this into account when
entering into any email communications.
Pupils will be educated through the ICT curriculum to identify spam, phishing and virus
emails and attachments that could cause harm to the school network or their personal
account or wellbeing.
Published Content and the School Website
The school website is a highly effective tool for communicating the school’s mission,
vision, ethos and practice to the wider community. It is also a valuable resource for
parents, students and staff for keeping up-to-date with school news and events,
celebrating whole-school achievements and personal achievements, and promoting
school projects.
The website is in the public domain and can be viewed by anybody online. Any
information published on the website will be carefully considered in terms of safety for
the school community, copyrights and privacy policies. No personal information on
staff or pupils will be published, and details for contacting the school will be for the
school office only.
Policy and Guidance on Safe Use of Children’s Photographs and Work
Colour photographs and pupils work bring our school to life, showcase our students’
talents, and add interest to school publications both online and in print. The School
acknowledges the importance of having safety precautions in place to prevent the
misuse of such material.
Images of pupils and staff will not be displayed in public, either in print or online,
without consent. On admission to the School, and as part of the Terms & Conditions
of admission, parents/carers give consent for images of their child to be used for
information and promotional purposes. The School does this to prevent repeatedly
asking parents for consent over the school year, which is time-consuming for both
parents and the school.
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The terms of use of photographs never change and so consenting to the use of
photographs of your child at the time of admission for the duration of their time at the
school does not affect what you are consenting to.
Those who do not wish images of their child to be used for information or promotional
purposes have the option of withdrawing their consent by doing so in writing to the
Office.
Social Networking, Social Media and Personal Publishing
Personal publishing tools include blogs, wikis, social networking sites, bulletin boards,
chat rooms and instant messaging programmes. These online forums are the more
obvious sources of inappropriate and harmful behaviour and where pupils are most
vulnerable to being contacted by a dangerous person. It is important that we educate
pupils so that they can make their own informed decisions and take responsibility for
their online conduct. Pupils are not allowed to access social media sites in school.
There are various restrictions on the use of these sites in school that apply to both
students and staff.
Social media sites have many benefits for both personal use and professional learning.
However, both staff and students should be aware of how they present themselves
online. Students are taught through the Computing curriculum about the information
and the difficulty of taking it down completely once it is out in such a public place. The
School follows general rules on the use of social media and social networking sites in
school.
Pupils are educated on the dangers of social networking sites and how to use them in
safe and productive ways. They are all made fully aware of the school’s code of
conduct regarding the use of ICT and technologies and behaviour online.
Any sites that are to be used in class will be risk-assessed by the teacher prior to the
lesson to ensure that the site is age-appropriate and safe for use.
Safe and professional behaviour of staff online will be discussed at staff induction.
School Facebook Page.
The school Facebook page is used as a quick and efficient method to communicate
to parents and friends of school daily learning events and other significant news. The
page is set at the highest privacy settings and administered by one person in school,
the Director.
Parents can ask that their children do not appear on the page if required and children
are not named individually.
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Mobile Phones and Personal Devices
While mobile phones and personal communication devices are commonplace in
today’s society, their use and the responsibility for using them should not be taken
lightly. Some issues surrounding the possession of these devices are that they:
•
•
•
•
•

Can make pupils and staff more vulnerable to cyberbullying
Can be used to access inappropriate internet material
Can be a distraction in the classroom
Are valuable items that could be stolen, damaged or lost
Can have integrated cameras, which can lead to child protection, bullying and
data protection issues.

The School takes certain measures to ensure that mobile phones are used responsibly
in school.
These are outlined below.
•

•
•
•

If parents have given permission for their child to bring a phone to school then
the student must ‘surrender’ their phone at the beginning of the day. These are
currently collected by the class teacher/ homeroom teacher and locked away in
a secure cabinet provided in each classroom.
It would only be for educational reasons or emergency – under the direction of
a member of staff that the phone can be used throughout the school day.
At the end of the day the cabinet is unlocked by and adult and phones returned
to the students.
The student SHOULD NOT use the phone on school premises – waiting until
they are off site before turning it back on.

Policy reviewed: February 2021
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Student Welfare and Pastoral Support Policy
Purpose
Arcadia Academy is dedicated to serving our students’ needs, both academic and pastorally
supporting them to become mature and well-adjusted young adults, who will be confident and
equipped
to
make
a
positive
contribution
to
society.
Definition
Pastoral Care is a set of systems and programmes in schools which attempt to meet the
totality of needs of its pupils (social, spiritual, mental, emotional, physical) so that every pupil
has the opportunity in a safe environment to reach his/her potential in every area of his/her
life and is equipped with the skills to cope with the outside world. Arcadia already has some
of these in place but is also committed to developing further curricula and systems to support
the students in the future.
Aims
• To develop and sustain a caring and happy learning environment which promotes respect
and co-operation within the school community and where children are socially at ease and
educationally thriving.
• To make all staff aware of children’s needs i.e. to notice unhappy, preoccupied, irritable,
depressed children and to investigate unobtrusively.
• To foster relationships between school, parents. And any appropriate outside agencies
At Arcadia, we :
•
•

seek to develop and sustain a caring and happy learning environment which promotes
respect and co-operation within the school community and where our children and
young people are socially and educationally thriving.
foster positive relationships between school and home – to create a partnership of
learning and care.

NB. In development - suitable and appropriate curricula for PSHE / Sex Education/
Healthy Relationships over the coming months and years.
Pastoral care at Arcadia
As a small school, we are well placed to foster strong, positive relationships with our students.
Each year group has a Homeroom Teacher (secondary) or Class Teacher (primary).
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The first point of contact for students or parents should be the relevant class/homeroom
teacher, as they typically handle day to day matters and give advice where needed or
requested.
The next point of contact is the headteacher or Ms Galina in the office. The school also
employs a part-time psychologist to provide advice and support at times of difficulty.
Parents
The School will support parents by communicating to them about their child’s progress and
development. We will also assist parents by informing them of how best they can help their
child academically. Class Dojo is used in Primary classes to communicate with parents on a
regular basis.
Google Classroom and direct emails are also an effective use of communication with parents.
They are always welcome to make an appointment to see any teacher.
If parents are experiencing family problems the school can offer support through assisting
the children come to terms with those difficulties.
If necessary, the school will ask the school psychologist to speak to parents who seek
assistance.
Class / Subject Teachers
Individual teachers have regular contact with the students and deal with simple issues as
they arise. They will normally be the first to be approached by pupils. Relevant information
and issues that require further attention will be passed to the class/homeroom teacher. All
teachers at Arcadia seek to create a positive learning environment in the classroom
In Secondary, there is a system of merits and demerits for encouraging positive behaviours
and attitudes in the students.
In Primary, there is a supportive ethos about promoting pastoral care and support. All
teachers work together to care and maintain the pastoral welfare of all students. Certificates
are awarded each week in assembly to highlight outstanding academic and attitudinal
achievements.

Lješevići bb, Kotor | +382 32 662 662 | office@arcadiaeducation.me | www.arcadiaeducation.me

Associated policies:
•
•
•

Behaviour Policy
Health and Safety Policy
Equality and Inclusion Policy

Policy reviewed: February 2021
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Safer Recruitment Policy

The purpose of this policy is to describe how Arcadia Academy safely and rigorously
recruits employees of the highest calibre, in accordance with employment legislation,
best practice and within available resources. Arcadia Academy prides itself on the high
quality of staff in its employment and to maintain this high standard it is essential that
Arcadia Academy has an effective recruitment and selection process in place. Good
selection procedures result in the attraction and appointment of the person best
qualified and suited to the job. Arcadia Academy provides equality of opportunity to all
candidates in an effort to select from the widest choice of candidates and minimise
any skill shortages at Arcadia Academy.
This policy applies to all those who are applying for jobs within Arcadia Academy and
all
persons
involved
in
the
recruitment
and
selection
process.
Arcadia Academy implements a number of stages in the recruitment and selection
process to achieve the aim of recruiting the most suitable candidate for the role.
Job description and person specification
Arcadia Academy will draft a job description and person specification for each role,
which will be used during the selection process.
The job description will describe the overall responsibilities of the role and the key
tasks involved in doing the job. Each job description will state that Arcadia Academy
reserves the right to request an employee to be flexible in his or her duties when the
business need requires it.
The person specification will identify the personal attributes that the job holder must
possess in order to be capable of performing the job to a high standard. The person
specification will include the qualifications necessary for the job, skills, personal
attributes and experience. Arcadia Academy aims to measure experience through the
quality of the experience gained and not the quantity of experience in years. Each
person specification will outline the criteria that are essential for the role and any
criteria that may be desirable.
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Advertising
Arcadia Academy retains the right to advertise all positions both internally and
externally. Advertisements and the selection process will not discriminate on any of
the following nine grounds: gender, marital status, family status, sexual orientation,
religion, age, disability, race, and membership of the traveller community. Arcadia
Academy finds it essential that advertisements for all vacancies are impartial and
objective. All staff on protective leave (such as maternity or parental leave) will be
informed of each vacancy. All advertisements will use a number of media in order to
allow all potential candidates to have an equal opportunity to apply for the vacancy.
Advertising refers to advertising in newspapers, on websites, noticeboards, television,
radio, in magazines, etc.
Application forms
Application forms will be freely available to any person who wishes to apply for a
vacancy. All advertisements will include instructions on the application procedure and
how interested parties may apply.
Shortlisting and assessment
During the shortlisting, all applicants will be screened to identify the candidates who
will be called for the next stage of the process. When selecting candidates to be
shortlisted, the criteria set out in the person specification will be used. Arcadia
Academy aims to ensure that all selection for shortlisting will be free from any
discrimination and that each application will be dealt with on its merits.
For certain roles, Arcadia Academy may use psychometric testing to support the
shortlisting process.
References
References will be requested from a minimum of two referees nominated by the
candidate, one of whom must be the current or most recent employer. In most cases
an Arcadia reference form will be sent to nominated referees, if possible before the
final interview. This will include sections on safeguarding (requesting referees to give
any reasons why the applicant should not be employed to work with children), health
and disciplinary records. Where necessary references will be followed up with a
telephone call (written record of call and date noted).
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Interview
Not all applicants will be called for interview. Arcadia Academy aims to ensure an
interview process that is free from discrimination. The interview panel will usually
comprise of the Headteacher, Managing Director, the Head of Curriculum, and other
relevant persons as/if necessary. A gender-balanced interview panel will be provided
where possible, but this may not always be feasible. The selection of persons who sit
on the interview panel is at the discretion of Arcadia Academy. All questions posed to
the candidates will be consistent and will relate directly to the person’s ability to do the
job.
At the end of the interview each member of the interview board will compare the
attributes of the candidates against specific criteria laid down in the job description
and personal specification. Candidates will be scored according to a recruitment matrix
that has been designed to reflect the essential and desired criteria in the person
specification. Fair and proper procedures will be followed. The reasons for nonselection will be identified.

Appointment
Successful candidates will be made a verbal offer of employment in the first instance
followed by a written letter of employment
This will be dependent upon:
● receipt of satisfactory references;
● a satisfactory ICPC check or relevant equivalent (including equivalent checks from
other countries – see below);
● a statement of medical fitness
● satisfactory identity checks (usually passport and certificates)
Arcadia Academy will also validate any necessary documentation relating to visas and
work permits, where applicable.
Once all the pre-employment assessments have been completed, a written offer of
employment will be extended to the successful candidate, with full details of his or her
conditions of employment.
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A number of safeguarding procedures will be in place before final selection takes
place – in accordance with the school’s Safeguarding and Child Protection Policy
o Proof of identity (two from three of the following): Birth certificate; Current
passport or identity card; Current photocard or driving license
o Upto date curriculum vitae;
o Two references checked with a phone call if necessary;
o Original certificates for all academic qualifications;
o DBS/ICPC equivalent check from other countries (current). The school will
accept an existing recent DBS style check it is less than one year old.
Where a DBS check is not possible staff will submit to a police check from
the country they are leaving and UK staff will apply for an an ICPC.
o DfE reference number;
o evidence to confirm QTS.
o The candidate will also be asked to account for any gaps in his/her
employment history. Arcadia may contact previous employers via
telephone if deemed desirable to confirm employment details and reasons
for leaving. Arcadia will contact previous employers, and verify references,
for candidates not employed in a school.
All checks will be completed before candidates can commence work at our school.
All new staff joining the school at the start of an academic year will undergo an
induction programme, usually during the first few days of the academic year.
This will include training by a Designated Safeguarding Lead with regard to the
School’s Child Protection and Safeguarding Policy. All staff are required to read and
sign the Child Protection and Safeguarding Policy during induction week. Staff
joining the school other than at the start of the academic year will have a similar
safeguarding induction.
Safeguarding Checks
The Board member with designated responsibility for safeguarding will conduct an
annual review of the Central Register of Appointments and sample new staff files to
ensure that they meet current regulatory standards and to ensure that all aspects of
documentary safeguarding have been satisfied.
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Staff Files
The school creates and maintains a staff file for all appointments. Each file will contain
a contents sheet: to establish inclusion of identity documents: CV, DBS/ICPC/ Police
checks, annual statement of medical fitness, letter of appointment and contract of
employment.
Record-keeping
Records of all applications, screening criteria and interview notes will be kept for a
minimum period of 12 months, before being discarded.
Feedback will be given to unsuccessful internal candidates to support them in their
future development.

Work Permits
Arcadia Academy will apply and secure work permits for all teaching staff once all of
the relevant documentation listed above is submitted and as soon as is practically
possible.

Policy reviewed: February 2021
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Uniform Policy
Principles
Our policy is that all children should wear clothing that is in keeping with a purposeful
learning ethos.
Aims
Our policy is based on the belief that a school uniform:
•
•
•
•
•
•

promotes a sense of pride in the school
engenders a feeling of belonging
is practical and distinctive
identifies the children with the school
is not distracting in class (as fashion clothing might be)
makes children feel equal to one another in terms of appearance

• reflects the sense both of community and of diversity that the school takes pride in
• is regarded as suitable, and good value for money, by most parents
Preschool needs:
• burgundy tracksuits
All other children (Year 1 – Year 9) need:
•
•
•
•

•

plain light shirts with Arcadia burgundy slipover or Arcadia jumper on top (cold
weather)
white Arcadia polo t-shirt (warm weather)
Arcadia trousers or Arcadia skirt
plain one (cold) colour socks/tights/leggings with plain dark flat sensible school
shoes (shoes are to be plain with no coloured logos; plain black trainers are
acceptable)
burgundy Arcadia book bag
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For PE all children (Reception – Year 9) need:
•
•
•
•
•

Arcadia tracksuit (cold weather)
white Arcadia T-shirt
burgundy Arcadia PE shorts or tracksuit bottoms
trainers
Arcadia gym bag

PE Kit should be worn for After School sporting clubs. All PE kits should be free from
any logo or brand name, apart from the school logo.
The school provides the uniform. Additional pieces of the school uniform can
be ordered and purchased at the school office (catalogue will be sent to
parents).

Jewellery and Headwear
On health and safety grounds, we do not allow children to wear jewellery to school,
except studs. We do not allow headwear to be worn during class time or inside school
buildings, except for religious or medical reasons.
Hair is to be clean, neat and tidy at all times.
Hair of shoulder length or longer is to be worn tied back as a health and safety measure.
No make-up or polished nails allowed.
If the child is not dressed properly the school reserves the right not to permit the
child to enter the school. Parents will be called to collect the child so they can be
changed into the uniform.
All clothing should be clearly labelled with your child’s name. This is especially
important, as uniform items look similar and can easily be confused for another child’s.
The school cannot accept responsibility for any lost items.
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Role of the Class Teachers and Support Staff
•
•

Set a good example in terms of dress.
Remember that in our respective roles we serve the local community as a set
of professionals.

• To remind children to wear school uniform. The class teacher will speak to children
who do not wear the correct uniform. If they still are not wearing the uniform they are
to be referred to the Head of School.
Role of the Head of School
•
•

•

The Head of School is to ensure that pupils comply with the uniform policy
agreed by the governing body.
The Head of School has a duty to enforce the school uniform throughout the
school community, as part of the duty within maintenance of day to day
discipline in the school.
The Head of School will speak to the parents of children who persistently do
not wear the correct uniform.

Role of the Parents/Guardians
• To ensure that their child / children adhere to the school’s uniform policy.
• Ensure that they come to school in uniform everyday unless there are
special circumstances such as non uniform days.
• To ensure that all uniform is labelled correctly and clearly.
Policy reviewed: February 2021
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Whistleblowing
Safeguarding Whistleblowing Guidance
A staff member may recognise that something is wrong but may not feel able to
express concerns because of loyalty to colleagues or a fear of harassment or
victimisation. We encourage all adults to ensure that children are their priority and
should not be unnecessarily at risk. This is known as ‘whistleblowing’.
Reasons for whistleblowing
•
•
•

Every individual has a responsibility to raise concerns about unacceptable
practice or behaviour in relation to the safety and welfare of our children.
To prevent a problem from becoming more serious.
To protect or reduce risks to other children in the school.

How to raise a concern
•
•
•
•

Concerns should be expressed as soon as possible. The earlier a
concern is expressed the sooner action can be taken.
The concern should express exactly what practice is causing concern
and why.
The person raising a concern should approach the Headteacher
immediately and in his absence, the Director.
If a concern is expressed about the Head, it should be referred to the
other directors and Mark Mcloughlin as soon as possible.

The next steps
•
•
•

The staff member specified in any whistle blowing procedure should be
given information about the nature and progress of any enquiries.
The employer has a responsibility to protect the staff member from any
harassment or victimisation including, where appropriate, keeping the
whistle blowing staff member’s identity confidential.
If an allegation is made in good faith, but is not confirmed by the
investigation, no action will be taken against the employee. However, if an
employee makes an allegation which is malicious, mischievous or
vexatious, or makes a disclosure for personal gain, such actions will be
considered as disciplinary offences and are likely to result in disciplinary
action being taken against the employee.
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Self-reporting
Occasionally a member of staff may have a personal difficulty that they know is
impinging on their professional competence. Staff have a responsibility to discuss
such a situation with the headteacher so that professional and personal support can
be offered.
Whilst such reporting will remain confidential in most instances, this cannot be
guaranteed where personal difficulties raise concerns about the welfare or safety of
children in the school.
Further advice and support It is recognised that whistle blowing can be difficult and
stressful. Advice and support will be made available to the member of staff concerned.
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