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ABOUT Catch22 include School - Norfolk
Catch22 include helps vulnerable young people with challenging behaviours to realise their
full potential.
With over 20 years’ experience of delivering services to children and young people who have
experienced difficulties in mainstream schools and whose education has irretrievably broken
down. We support learners to achieve academic and vocational targets and progress into
education, training and employment. This approach delivers significant long-term benefits to
learners, parents and carers, communities and local authorities.
ABOUT Catch22 schools
Catch22 is a national charity which runs schools and Academies for young people who are
out of school for a variety of reasons or in need of specialist education opportunities. The
CATCH22 include school Norfolk aims to enable students to spend up to 25 hours each week
in education. This may be at the school premises or at a college, on work experience or at
other locations. The educational programme will follow the Catch22 curriculum which includes
Maths, English, and ICT, citizenship, personal, health and social education. Other optional
subjects are taught where the student has a particular interest and there may also be
opportunities for work experience in an area of choice. All students participate in regular
tutorials with Catch22 include staff in order to encourage their personal development and to
ensure the best outcome when they reach school leaving age. There is a strong nurture and
vocational focus to promote self-esteem and encourage positive futures within the world of
work.
Catch22 includes' ethos ensures our school is:
 Young person-centred
 Needs led and differentiated – where Individual Learning Programmes will be
implemented as appropriate
 Holistic
 Flexible and adaptable
 Built on a positive and productive engagement between young people and programme
staff
 Able to incorporate an inter-agency approach to ensure we offer the best support for
students who may display barriers to learning
Our aspirations for all students:
 to be the best they can be
 to have ambition and show resilience and determination to reach their goals
 to enjoy achieving and to be rewarded for effort
 to actively engage in their learning with the staff and to feel part of the community
 to receive quality, inspirational teaching
 to develop into confident, happy and healthy young people
Our over-arching aims:
 To provide for the full range of abilities by offering individual learning plans
 To deliver positive outcomes and progressions through the application of a skills for
life programme
 To identify and overcome the barriers to learning by focusing on personal and social
development
 To enable students to enjoy learning and progress in a positive way
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Catch22 include Norfolk’s’ Mission Statement
“Catch22 include provides young people aged 13– 16 with alternative education in order for
them to progress and succeed in sustained education and employment.
We do this through high quality teaching and learning based on effective relationships that
enable the achievement of life skills and meaningful qualifications.”
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ADMISSIONS
Our schools admissions policies and procedures work to ensure that your son/daughter is
familiar with the staff and the provision prior to attending. Your child will be referred to Catch22
include school through a referral from either the local authority the Short Stay School for
Norfolk or another local school direct to the Head of region or Head teacher.
Once the referral has been accepted a member of Catch22 include school staff will undertake
a home visit to introduce themselves, the provision and to answer any questions you might
have. It is at this point that you will be asked to read and sign the parental contract as we very
much believe we are working in partnership with you to support your son/daughter. On starting
with us we will implement an ongoing assessment, plan and review cycle which ensures that
your child’s learning, social, behavioural and emotional needs are met. We will assign a key
worker to be your first point of contact and liaise with you and any other agencies who are
involved with your child in order to ensure we have and communicate all the necessary
information to make starting at the Catch22 include school as smooth as possible.
If there are any other questions you have please contact us as soon as possible on the phone
number at the front of this handbook.
ENGLISH AS AN ADDITIONAL LANGUAGE
Catch22 include schools values the contribution which all children make through bringing
their culture and language to enrich our environment.
Catch22 include recognises the entitlement of all students to access certain areas of learning,
and thereby to acquire the knowledge, the understanding, the skills and the attitudes that are
necessary not only for their self-fulfilment, but also for their development as responsible
citizens. We seek to honour this entitlement through the education that we provide in our
school.
To this end Catch22 include strives to provide effective classroom support for all students
and to monitor and assess progress regularly to ensure that they have the opportunity to
achieve their full potential. We liaise with feeder schools in order to fully understand and
assess individual needs. If necessary we will also undertake our own baseline assessment to
see what support is required to help a child access the curriculum. This enables us to provide
the necessary support, whether through resource, 1:1 sessions, accessing translation
services etc.
Where staff have concerns that language differences may be affecting a student’s progress,
this will be discussed with parents, management and funders in order to arrive at a reasonable
solution.

ATTENDANCE
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By law, all children of compulsory school age (5 to 16) must receive a full-time education.
Along with this is the legal responsibility for making sure that children attend regularly. If they
do not, parents will be contacted by Catch22 include and may even be contacted by the Local
Authority via the Educational Welfare Officer.
Schools are open for 195 days per year, leaving 170 other days for leisure time. Catch22
Include, in line with Government legislation, has the discretion to authorise up to a maximum
of ten days’ absence. Parents must note that authorisation is not automatic. We are now
instructed to question all requests, making it clear that permission can only be given if there
are strong reasons to support the request.
Leave of absence is not an entitlement and must be applied for in each case. Such leave will
only be granted if the student’s education is unlikely to suffer. As parents you need to be aware
that you may be breaking the law if your children take leave without permission. Guidance
states that schools may agree “holiday leave” in two exceptional circumstances, such as:
1. For service personnel and other employees who are prevented from taking holidays
outside term-time if the holiday will have minimal disruption to the pupil’s education.
2. When a family need to spend time together to support each other during or after a crisis
(or a CLOSE family wedding).
Holidays which are taken for the following reasons are generally not authorised:
 Availability of cheap flights.
 Availability of the desired accommodation.
 Poor weather experienced in school holiday periods.
 Overlap with beginning or end of term.
To ensure the maximum possible attendance and punctuality of every student we will:
 Inform parents immediately of any unauthorised absence.
 Work in close partnership with the Education Welfare Service, Police and Police
Community Support Officers and Youth Offending Teams.
 Recognise the external factors which impact on student attendance, and work in
partnership with parents and the Education Welfare Officers to address difficulties.
We hope that you will support our efforts to improve the achievement and learning of your
child by:
 Ensuring that Catch22 include is notified of any absence by telephone.
 Informing Catch22 include immediately if your child is unwell or unable to attend for
any reason.
 Encouraging your child to arrive on time and prepared for learning.
If you have any concerns regarding your child’s current attendance and are aware of
circumstances that may be impacting on their attendance, please contact the Project Manager
as soon as possible.

At the core of our work is the belief that everyone has the right to access
a mainstream education which allows them to maximise their life chances

BEHAVIOUR
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1. Introduction
All individuals involved in Catch22 include are expected to treat each other with respect,
courtesy and consideration at all times. Acceptable behaviour is essential to sustain the
environment necessary for effective teaching and learning.
2. General Expectations
This section highlights the general expectations of students, parents and Catch22 include.
Expectations of Catch22 include:










Daily sessions covering English, Maths, ICT and a range of other subject areas.
A programme that will include leisure and sports activities, group work, community and
project activities.
Continual support and encouragement.
Learning in small groups or one-to-one.
Regular one to one supervision with staff providing an opportunity to talk through your
progress and any other areas of personal concern.
Zero tolerance of bullying.
Non-attendance and/or poor/ disruptive behaviour will be viewed as unacceptable and
will be dealt with using our disciplinary procedures. (see below)
A positive approach to finding an unpaid work placement suited to your needs and
preferences will be made.
Support in the provision of appropriate clothing and equipment to enable you to engage
in your work experience effectively.

Expectations of Students:












Attend all days regularly and punctually. Inform your Curriculum and Learning Lead in
advance if there is a reason why you cannot attend.
Be pleasant to people and do the best that you can.
Participate in all group or individual sessions and activities.
Complete all work as agreed with Project staff.
Be co-operative with staff and other students.
Ask for help if you do not understand.
Stick to the rules of the project, college and placement.
Keep to the timings of the breaks.
Always obey safety instructions and any security and other regulations.
Wear suitable clothing, jewellery (single stud earrings) and shoes.
To regularly attend your work placement for a minimum of four weeks before the
possibility of an alternative will be considered.

Expectations of Parents:






Support for your son/daughter or the young person in your care whilst they are a
student on this course .
Support for the Curriculum and Learning Lead.
To ensure that your son/daughter or the young person in your care attends all aspects
of the course.
To ensure that your son/daughter or the young person in your care arrive at college or
work experience on time.
To inform the Curriculum and Learning Lead if your son/daughter or the young person
in your care can not arrive at the college or work experience in time.
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To avoid making dental or other appointments during the course hours. If this is not
possible to inform the Curriculum and Learning Lead as soon as possible.
To keep the Curriculum and Learning Lead fully informed of all matters that might affect
your son/daughter’s progress whilst on course.

3. Disciplinary Procedure for Students
As a rule disciplinary procedures will only be used as a last resort, when talking has failed.
The following apply to work experience and college days as well as at the school premises.
1. Formal Written Warning/ short term exclusion
This will be used for not following that which you have agreed in the contract, e.g. nonattendance. When the warning is given, targets for improvement will be set and a review fixed.
2. Final Written Warning/ fixed exclusion
If there is no improvement when the review takes place, or if the offence is exceptionally
serious, a final warning will be issued, making it clear that any reoccurrence of this behaviour
will lead to withdrawal of contract.
3. Withdrawal of Contract/ permanent exclusion
If there is no improvement when the review takes place, or if the offence is exceptionally
serious, then your contract will be withdrawn and you will no longer be entitled to attend the
full programme.
Additional Warnings
At no time should you have more than two warnings in operation. Warnings are designed to
help you bring about the required change in performance. If more than two are in operation at
one time, then things have gone seriously wrong and the “offence” will lead to a withdrawal of
your contract.

When is a warning spent?
Warnings will usually be spent once six weeks have passed without a reoccurrence of the
offending behaviour. Once a warning has been spent it will be removed from your file.
Grounds for Instant Withdrawal of Contract
There may be rare occasions when a contract has to be terminated immediately. Any such
decisions will be made with the Head Teacher.
Offensive Weapons
If any offensive weapon is found (this will include any illegal knife found) Catch22 include will
immediately notify the police who may then choose to question the student. Police will also be
involved in circumstances where carrying out a search by staff may pose a threat to their
health and safety or the health and safety of other staff or students.

Drugs and Alcohol
Catch22 include school takes its responsibilities to ensure a safe and secure environment for
all students very seriously and therefore takes a strict line in relation to all offences relating to
drugs and alcohol. Students believed to be attending our school under the influence of drugs
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or alcohol, or possessing drugs or alcohol on school premises, or supplying drugs or alcohol,
or misusing other substances including prescription drugs, will be subject to disciplinary
procedures which may involve the police.
Students, staff and parents have a duty to inform staff if they suspect that drugs or alcohol are
present or are being used on the course. Students and parents must realise that only limited
confidentiality can be offered in discussions relating to the usage of substances which could
be regarded as injurious to health or illegal.
Bullying
Bullying is contrary to the ethos of our school. Such behaviour is antisocial, unpleasant and
potentially damaging to any student's academic progress and to their emotional and physical
wellbeing. Staff will respond to complaints of bullying and harassment promptly and effectively
and investigate and monitor individual incidents.
Bullying is the use of persistent emotional, physical, racist, sexual, homophobic, verbal abuse
or cyber-bullying directed against an individual or group by another individual or group, which
intentionally or unintentionally causes the victim upset, intimidation, hurt, pain and distress.
Some bullying behaviours can be tormenting, pushing, kicking or any use of violence, racial
taunts, graffiti, gestures, sexually abusive comments, name-calling, sarcasm, spreading
rumours, or bullying via e-mail, text, or online. The list is not exhaustive but gives a flavour of
the many manifestations of bullying.
Catch22 include school Norfolk is committed through our PSHE curriculum, Personal
Tutorials, and Policy and Procedures to ensure that all students know what bullying is, feel
able as witnesses or victims to report bullying, and have confidence that such reports will be
taken seriously and investigated in line with procedures. Parents who have concerns about
bullying will be listened to, and their concerns taken seriously and investigated in line with
procedures.
Harassment
Harassment can take many forms and can be directed at an individual or group of individuals.
It is not the intention of the perpetrator, but the deed itself and the impact on the recipient,
which constitutes harassment. Individuals can be subject to harassment on a wide variety of
grounds including: race, ethnic origin or nationality, sexual orientation, personal convictions,
status, disabilities, age, or willingness to challenge harassment. Harassment can range from
extreme forms such as violence and bullying, to less obvious actions like ignoring someone.
As a result the recipient can be subject to fear, stress and anxiety.
The school will invoke the same procedure as for bullying when dealing with incidents of
suspected harassment.
Understanding the behaviour policy
Students are regularly reminded of the behaviour policy so that they have a very clear
understanding of the expectations of Catch22 include and the circumstances in which
sanctions, including the disciplinary procedures, will be invoked.
If your child needs to be removed from school during the school day due to their behaviour it
is parent/carers responsibility to provide transport.
SOCIAL, MORAL, SPIRITUAL AND CULTURE DEVELOPMENT
We aim to enable pupils to develop their self-knowledge, self-esteem and self-confidence in
all aspects of school life. This is central to all that we do. Within our PSHEE Curriculum and
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through reflecting on personal, local, national and global events we support children to
distinguish right from wrong and to respect the civil and criminal law. This includes
encouraging pupils to accept responsibility for their behaviour, show initiative, and understand
how they can contribute positively to the lives of those living and working in Norfolk and to
society more widely.
By following an annual calendar of culture we assist pupils to acquire an appreciation and
respect of their own and other cultures, in a way that promotes tolerance and harmony
between different cultural traditions. We encourage pupils to respect the fundamental British
values of democracy, the rule of law, individual liberty and mutual respect, and tolerance of
those with different faiths and beliefs. Through our PSHE Curriculum and themed topics such
as ‘People Who Help’ we provide pupils with a broad general knowledge of public institutions
and services in England.
Partisan political views are not promoted in the teaching of any subject in the school. Where
political issues are raised with pupils, we offer a balanced presentation of opposing views to
pupils. This relates to provision while in attendance at the school, while taking part in extracurricular activities which we provide or organise, and in the promotion at the school (including
through the distribution of promotional material) of extra-curricular activities.
SPECIAL EDUCATIONAL NEEDS
Our school supports any student who enters the course with an existing Statement of
Educational Special Needs, by differentiating their activities and lessons to meet their needs
and by holding Statement Review meetings as appropriate. We will maintain a register of
those both with an SEN Statement and those whose previous education provision has
identified as having Special Educational Needs. All our students have an Individual Education
Plan (IEP) outlining the difficulties experienced by the individual and setting specific learning
related targets.
The school encourages all its students to participate fully in all aspects of the timetable and to
take part in decisions about their education and learning. Our staff work with other
organisations to ensure that the best possible education is offered to each student.
CHILD PROTECTION POLICY
The school has agreed a Safeguarding and Child Protection Policy, full copies of which are
available on request.
The policy aims to support the development of young people in ways that will foster security,
confidence and resilience. It aims to provide an environment in which young people feel safe
and secure, valued and respected and also feel confident and know how to approach adults
if they are in difficulties. The policy aims to raise the awareness of all staff about the need to
safeguard children and it emphasises their responsibility for identifying and reporting possible
cases of abuse. Catch22 include school has in place a systematic means of monitoring
children known or thought to be at risk of harm and this involves engaging with other agencies
responsible for safeguarding.
There is a minimum of two designated member of the staff team who hold a responsibility for
child protection. All members of staff receive regular, updated training. Our selection and safer
recruitment policy involves checks on staff suitability including enhanced DBS checks.
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Catch22 include school will produce an annual report regarding the effectiveness of our
safeguarding policy. This is available as part of our national network evaluation programme
and will be available upon request.

HEALTH & SAFETY
The school has a comprehensive Health & Safety policy which covers all aspects of safety
within the learning environment. This policy is to ensure we do all we can, ‘so far as is
reasonable and practicable’ to prevent personal injury, property damage and to protect
everyone from any foreseeable hazards. If you would like to view this policy please ask the
Curriculum and Learning Lead.

MEDICINES
Arrangements for administration of medicine to students:
When a parent requests that staff should administer or supervise the administration of a
medicine prescribed by a doctor they are required to provide the following:
 A letter.
 Medication must be provided in the container prescribed by the doctor fully labelled to
indicate the name of the patient, dose and frequency of administration and the name,
address and telephone number of the doctor who prescribed it.
 Controlled Drugs should always be handed to staff by a parent/carer and not sent with
students.
 For students whose statements of special educational need require on-going
administration of medication this should be discussed with the Project Manager and
appropriate paperwork completed.
 All medication must be handed to staff for safe storage.
Non-Prescription medicines:
Many such medicines (e.g. cough mixture, homeopathic treatments) may not need to be given
in school hours. If your son/daughter is given a dose just before they come to school, then it
will normally be possible to wait until they go home before the next dose is administered.
Students sometimes ask for pain-killers (analgesics), including aspirin and paracetamol. Staff
are not allowed to administer non-prescribed medication to students.
If a student suffers regularly from acute pain, such as migraine, parents should authorise the
supply of appropriate pain killers for their son/daughter’s use, with written instructions about
when the medication should be taken. A member of the first aid staff is required to supervise
the student taking the medication and notify the parents in writing on the day and the time the
painkillers were taken.

QUALIFICATIONS AND ACHIEVEMENTS
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Progression Diploma
Certificates in English
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Certificates in Maths
Edexcel
GCSE in English
GCSE in Maths
Entry Level Certificate in Science
City and Guilds
Functional Skills in English, Maths and ICT
Asdan
PSHEE Short course Award
Sports and Fitness Short course Award
Geography Short Course
Beliefs & Values Short Course
Citizenship Short Course

VOCATIONAL LEARNING
This opportunity is offered to all students whether starting in Year 9, 10 or 11 with a view to
inspire career aspirations and achievement.
This would typically involve one or two days release from school to take account of course
content and student needs. The majority of students following this programme go on to Post
16 or Further Education courses with Colleges or providers or into Apprenticeships and the
world of work.
We have excellent relationships with the local Colleges and Providers and our students have
enjoyed and been very successful in gaining qualifications which enable them to progress
and prepare for further education or work.
A selection of the courses that students have engaged in:
Hospitality & Catering, Nail Art, Hair & Beauty, Travel & Tourism, Retail, Sport & Healthy
Living, Horse Care & Riding, Horticulture, Engineering, Mechanics, Public Services, Childcare,
Painting & Decorating, Construction, Carpentry, Bricklaying, Motorcycle & Moped Repair &
Maintenance, Arts & Craft etc.
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Students are supported and encouraged to succeed with their chosen courses and receive
guidance along with C.V building.
Further to this Work Experience placements are arranged if the student is considered ready
for the challenge.

Our Work Related Learning Offer:
Year 9

Team Building and Taster Courses with providers

Year 10

Day release to providers

Year 11

Day release to providers and Work Experience Opportunities.

HOMEWORK
There is no set regular homework but should you wish your child to be set such work, please
discuss this with the Curriculum and Learning Lead or Head teacher.

STUDENT REPORTS
Three reports will be issued at termly intervals over the course of the academic year.
The report will describe the student’s achievements and will outline targets to be achieved in
the next term for each key area of the curriculum. The report will also provide a general
comment on the student’s behaviour, attitude and include any progress made.

OPEN DAYS / PARENTS’ EVENINGS
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There will be one OPEN DAY each year when parents will be invited to meet with the course
staff and discuss their child’s progress and targets. This will be supplemented with an evening
opportunity to visit.

LOST PROPERTY
Please inform staff as soon as possible if you believe your child has lost anything whilst at
school.

LUNCHTIME and BREAKTIME ARRANGEMENTS
Students should bring a packed lunch and eat this at the appropriate time. If you believe you
are entitled to a local authority free school meal, please contact the Curriculum Learning Lead
as soon as possible.
You will have the opportunity to discuss break arrangements during the initial home visit or by
contacting the school staff at any time during your child’s participation on the course.
SEX EDUCATION
It is the policy of the school that sex education is delivered as part of the integrated and
ongoing Personal, Social and Health Education programme.

The syllabus will cover the following:









Relationships love and care.
The responsibilities of parenthood.
Focus equally on the sex and relationship educational needs of boys and girls.
Teach the young people about taking on the responsibility and consequences of one’s
actions in relation to sexual activity.
Provide young people with information about different types of contraception, safe sex
and how they can access local sources of further advice and treatment.
Provide young people with a clear understanding of the arguments for delaying sexual
activity and resisting pressure.
Link sex and relationship education with issues of peer pressure and other risk-taking
behaviour, such as drugs, smoking and alcohol.
Ensure that young people understand how the law applies to sexual relationships.

Consideration will be given to confidentiality and family life and the Project Manager, who has
responsibility of ensuring the delivery of this programme; will be able to discuss any concerns
you may have.
Principles underlying the delivery of this programme include: decision making, listening to and
respecting the views of others, expressing own views and beliefs, challenging stereotypes and
fostering self-esteem.
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Section 241 of the Education Act 1993 gives parents the right to withdraw their children from
some parts of the sex education programme. The parental right of withdrawal may be
exercised by either parent, or by a person who has a responsibility for, or care of, the student.
Should parents wish to exercise this right of withdrawal, they should contact the Curriculum
and Learning Lead so that alternative arrangements can be made.
STAFF
Our staff have a range of professional and work related qualifications to support young
people who access our projects.
All staff access a range of training including: Child Protection in Education, Safeguarding
Officer, Equality & Diversity, include Core Training programme, Behaviour Management,
Understanding Autism.
STUDENT WELFARE
We apply the principle of respect for oneself and others within a safe environment, both
emotionally and physically. We are committed to providing a safe climate free from bullying
and harassment for all. All students are encouraged to talk to any staff member, especially
one with which they have built a good relationship, about any concerns or problems they may
have. Our staff may act as advocate on behalf of the young person where appropriate.
Parents are reminded that if they have any concerns about any aspects of their son/daughter’s
education, they should discuss them with staff. Depending upon the severity or confidentiality
of the issue, parents might speak to the Curriculum and Learning Lead, Project Worker, or
where especially important, to the Head Teacher.
It is important that the school is kept informed of specific health conditions and/or the need for
regular medication. There can be times when the process of adolescence is worrying and
painful for students, parents and families. Support is available in the community and
information about such organisations can be obtained from project staff. Naturally, we will do
all we can to help in such circumstances.

PROJECT CLOSURE
(a) There may be occasions, usually because of severe weather conditions, when it is
necessary to close the project. When this happens, parents and students should telephone
the Curriculum and Learning Lead to confirm closure. It is usual for the project staff to contact
parents as soon as a decision for closure is made.
(b) Sometimes it is necessary to close the project early, again usually because of a sudden
deterioration in the prevailing weather or sudden staff sickness. Parents will be notified as
soon as possible of this decision.

TIMETABLE
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The school day usually consists of six periods. A maximum of 25 hours learning is
on offer per week.
Registration
Period 1
Period 2
Break
Period 3

09.30 –09.40
09.40 –10.30
10.30 –11.20
10 minutes
11.30 – 12.20

Lunch 30 minutes
Period 4
Period 5
Break
Period 6

12.50 – 13.40
13.40 – 14.30
10 minutes
14.40 –15.30

Please note timings may be subject to localised changes
TRANSPORT
If your child is entitled to Local Authority Transport this will be provided to and from school at
the start and end of the school day.

TRIPS AND VISITS
Our school fully committed to the benefits of learning beyond and away from its premises.
Your child may be involved in a number of activities which take place off site. These activities
are valuable and support the wider aims of the educational programme. We require parental
consent for students to take part in these activities and some ventures require that specific
entry criteria are met.
Students are informed of trips and visits in most cases by the Curriculum Learning Lead or via
a letter sent to the student’s home. The letter will outline the purpose of the visit, the type of
activity, the level of staffing, the cost if any, and emergency telephone contacts.
Before a visit we will also complete activity plans and risk assessments for the visit.
For local visits to places with minimal risk, parents are asked to sign a consent form for
participation in these activities when their child starts at school as part of the Contract. For
other visits parents will be asked to sign a letter which consents to their son/daughter taking
part. As part of the parents’ consent they will be fully informed of the activities and
arrangements for the visit. Parents will also be asked to provide information regarding their
child’s medical condition and any medication that should be administered during this time.
Catch22 include school applies the Behaviour Policy on all trips and visits. Students may be
withdrawn prior to and during a visit should their conduct breach the codes laid down by the
policy.
A copy of the full Trips and Visits Policy is available on request
UNIFORM
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Our school does not have a school uniform. However, on request of students Hoodies and
T-shirts can be ordered on request. Parents will be charged for these at cost.

COMPLAINTS PROCEDURE
Catch22 include school Norfolk has a Comments, Compliments & Complaints Procedure.
This procedure exists to ensure that young people and their parents/carers are able to offer
comments on the services they have received and can make complaints where these services
have fallen short of the standards they are entitled to expect.
In the unlikely event of a complaint arising parents and students are encouraged to talk to the
key worker or project, either by phone or in person, or write a letter, and they will try to put
things right as quickly as possible. If you’re not happy that your complaint has been dealt with
properly or if you do not want to speak to the Project Manager about your complaint, you
should contact the Head Teacher, via the contact details in this Handbook. Complaints should
be acknowledged within 2 working days of receipt and you should have a written reply within
10 working days. If you’re not happy with the Head Teacher’s response, contact the Senior
Manager. Within two weeks of this a panel will meet to hear your complaint, which will consist
of an Include Senior Manager, a representative of the organisation funding the placement at
Include, and someone independent whom all parties agree on. You can also ask someone
independent to act on your behalf at the panel hearing. The panel will present its findings and
make recommendations in a written report within a week of the hearing and this will be made
available to all parties involved.
You will be given a leaflet about the complaints procedure during the initial home visit and a
copy of the full policy is available on request.

Registered complaints received
during 2015/16 academic year
There was 1 registered complaints
received by Include in Norfolk during the
academic year 2015/2016

CONTACTING INCLUDE
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The Curriculum and Learning Lead provides parents with a mobile phone number (see page
22) for use during the day. If you wish to contact the local office for any other query or for
contacting the Head Teacher please phone 01603 401515. Any messages left on the answer
phone will be dealt with as soon as possible. The address for this office and for all
correspondence:
Catch22 include school Norfolk
1st floor, 29 Woodcock Road
Norwich
NORFOLK
NR3 3UA
Catch22 include school Norfolk is part of Catch22 Charity Limited, 27 Pear Tree Street,
London EC1V 3AG

EMERGENCY PROCEDURES
If any emergency occurs during the day, please telephone the Curriculum Learning Lead. If
you cannot reach the Curriculum and Learning Lead please phone any member of Include
staff if you have a number available, or the administration office on 01603 401515.
We intend to keep an accurate list of home addresses and telephone numbers, as well as
daytime emergency contacts. If there are any changes, please let us know immediately.

RANGE OF THE ACTIVITIES ENJOYED BY STUDENTS
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Go Go
Dragons

Crate Stacking
Segway’s

IInter agency support enriches
the curriculum

PPlastering
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At the BBC

Surfing at
Cromer
Boxing

Alite Course
Football in the Park
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Go Karting
King’s Lynn Students
support Spitfire Trail

CONTACT NUMBERS
Title

Name

Head Teacher

Philip Hinchliffe

SENCO

Tania Colley

Administration

Clare Stimpson

Norwich Year
9
Norwich Year
10

Jonny O’Brien

Norwich Year
11

Jonny O’Brien

Yazmin Abigail

Great
Gemma Lee
Yarmouth Year
9,10 & 11

King’s Lynn
Year 9

Carrie Read

Address

Telephone
Number

Email Address

First Floor, The
Surgery, 29
Woodcock Road,
Norwich NR3 3UA
First Floor, The
Surgery, 29
Woodcock Road,
Norwich NR3 3UA
First Floor, The
Surgery, 29
Woodcock Road,
Norwich NR3 3UA

01603 401515
/ 07825
537312

Philip.Hinchliffe@catch22.org.uk

07734 022434

Tania.Colley@catch-22.org.uk

01603 401515

Clare.Stimpson@include.org.uk

43 Crome Road,
Norwich NR3 4RG
Units 3 & 4 The Oaks,
Trowse NR14 8RS

01603 446061
/07825 567329
01603
631021/07825
356592
01603 482779
/07825 567329

Jonnie.O’Brien@include.org.uk

Recreation Ground
Road, Sprowston NR7
8EW
St James Health and
Resource Centre,
Queens Road, Great
Yarmouth NR30 3DG

47A Bergen Way,
North Lynn Industrial
Estate, King’s Lynn
PE30 2JG
22

Yasmin.Abigail@include.org.uk

Jonnie.O’Brien@include.org.uk

01493 335790
/07825 630886

Gemma.Lee@include.org.uk

01553 760069
/ 07825
630631

Carrie.Read@include.org.uk

King’s Lynn
Year 10 & 11

Carrie Read

Units 1 & 2 Office
Suite, Hamburg Way,
North Lynn Industrial
Estate, King’s Lynn
PE30 2ND

Catch22 registered charity no. 1124127
include registered charity no. 80333
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01553 770056
/ 07825
630631

Carrie.Read@include.org.uk

