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St Mary’s R.C. Primary School, Lowestoft 

Behaviour for Learning Policy and Anti-bullying Policy 

Policy Status: Statutory  Reviewed By: Local Governing Body 
This Policy was agreed in: November 2019 It will be reviewed in: November 2020 
 
Our Mission Statement 
As God’s family we nurture and inspire our children by broadening their horizons as they learn. 
Through rich and varied experiences, we enable them to be a loving, caring, influence 
on our world.  
 
If you need this document in large print, audio, Braille, alternative format or in a different language 
please contact the School Office on 01502 565 384 and we will do our best to help. 
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1. Rationale 
1.1 Our Mission Statement 
At St. Mary’s Roman Catholic Primary School the staff, governors and parents/carers consider the 
encouragement of good behaviour an important part of the philosophy of the school.  Set within the ethos of 
the Catholic Church and the principles it upholds, it is reflected in the mission statement of our school: 
 
As God’s family we nurture and inspire our children by broadening their horizons as they learn. Through rich and 
varied experiences, we enable them to be a loving, caring, influence 
on our world.  
 
1.2 Aims and Objectives 
It is a primary aim of our school that every member of the school community feels valued and respected and 
that each person is treated fairly and well.  We are a caring community, whose values are built on mutual trust 
and respect for all. 
 
Our aims are: 

● To promote an environment in which everyone feels happy, safe and secure. 

● To allow everyone to work together in an effective and considerate way. 

● To define acceptable standards of behaviour 

● To ensure consistency of response to both positive and negative behaviour. 

● To promote self-esteem, self-discipline and positive relationships 

● To ensure that the school’s expectations and strategies are widely known and understood. 

● To encourage the involvement of both home and school in the implementation of this policy. 

 
Positive discipline is a whole school approach to the management of behaviour.  School rules, rewards and 
consequences are on display in all classrooms and other teaching areas. Behaviour is explained in terms of 
making the right choice for a positive consequence.  Pupils should see the procedure as fair because it is 
consistent, and consequences are known to them in advance of them choosing to break a rule.  
 
1.3 Partnership with Parent(s)/Carer(s) 
We believe that partnership with parents is essential. Based on good relationships and effective communication, 
it will contribute to the success of pupils in the school. Our relationship with parents/carers is based on the 
below key principles, which form a contract between parent and school upon acceptance of a place for their 
child at this school.  
 
At St Mary’s our parents:   

● are involved at an early stage when a pupil's behaviour causes concern   

● attend parents’ evenings and functions   

● attend meetings to discuss their child as requested   

● check and update their child’s reading log and KS2 Hwk Diary 
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● support the school in achieving a minimum of 95% attendance rate for their child   

● support and abide by all policies and procedures in place upon enrolment of their child and as amended 

from time to time 

 
At St Mary’s our staff support parents in the following ways: 

● parental letters, emails or telephone calls are dealt with promptly   

● Meetings are arranged quickly and appropriate information made available   

● parental requests for reports on work and/or behaviour are dealt with efficiently   

● records are kept of all home-school communication  

  
1.4 Equal Opportunities 
Our school believes that every child has the right to an education free from discrimination, prejudice and 
bullying of all types; that all members of the school community, parents, staff, governors, pupils and visitors, 
should be treated with respect and not subject to discrimination, prejudice or stereotyping, and that schools are 
a safe place for all children and adults in the school community.  We achieve equality of opportunity by ensuring 
that the behaviour policy is implemented fairly and consistently for all pupils in line with the Equality Act 2010 
and Suffolk LA guidance on Prejudice Related Incidents.  We monitor outcomes of sanctions to ensure that it 
does not disadvantage any individuals or groups within our school.   This behaviour policy is in accordance with 
the school’s legal duties under the Equality Act 2010, in respect of safeguarding and in respect of pupils with 
special educational needs and disabilities (SEND) and in accordance with section 91 of the Education and 
Inspections Act 2006, which states that the penalty must be reasonable in all the circumstances and that 
account must be taken of the pupil’s age, any special educational needs or disability they may have, and any 
religious requirements affecting them. 
 
1.5 Safeguarding 
St Mary’s RC School is committed to promoting and safeguarding the welfare of children.  As a school 
community we have a duty of care to safeguard every child, and this includes safeguarding children from the 
negative effects of another child’s misbehaviour.  Please refer to the Safeguarding and Child Protection Policy 
for more information. 
 
 
 
2. School Rules 
Love                Be kind and help others in anyway I can.  
Respect          Show respect, courtesy and consideration to everyone.  
Forgiveness   Be quick to forgive wrongs. Be the first to say sorry. 
Courage          Always do the right thing. Put others first.  
Peace              Be calm and quiet, even when I feel upset.  
Hope               Never give up.  Keep trying to get better.  
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3. Creating an Environment for Positive Behaviour 
3.1 Physical Environment 
The school’s environment plays a vital part in setting high expectations and ensuring pupils from all social, 
cultural and religious backgrounds feel valued.  This includes: 

● School/classrooms being kept tidy and free from clutter 
● Displaying resources that set out the school’s expectations for behaviour, the values we seek to reward 

and the attitudes to learning we wish to develop. 
● Ensuring high quality displays of pupils’ work across all ability ranges to promote high expectations 
● Careful consideration of where individuals sit and who they sit next to 
● High quality teaching resources, visually stimulating and adequate in quantity 

 
3.2 Teaching Positive Behaviour 
‘We teach who we are’ Parker Palmer.  The best way to teach positive behaviour is through being positive role 
models and through praising pupils who display the expected behaviour.  All adults should consider the way that 
they speak, dress and behave in every possible situation.  This directly impacts on the self-esteem, confidence 
and motivation that pupils have and in turn their positive behaviour towards others. 
 
During all lessons and particularly RE and PSHE, pupils are explicitly taught how to become good members of 
the community based on the school’s Mission Statement, British Values, CARING Code of Conduct and Reward 
System.  They also learn how to empathise with others, manage their emotions, problem solve, deal with 
conflict and manage anger.  In Circle Time sessions, teachers support pupils to raise self-esteem, boost 
confidence, deal with friendship issues, and issues such as bullying and racism. 
 
School assemblies are used to explicitly teach values and further enhance and sustain a sense of community and 
a positive ethos. 
 
Throughout the whole curriculum, pupils are taught to collaborate, listen and respect each other's opinions. 
 
 
3.3 Top Tips for Promoting Good Behaviour 
Before:  
1. Set out our expectations  
2. Model the behaviour and language you expect  
 
During:  
3. Give pupils choices, rather than box them into a corner  
4. Avoid the public arena by being prepared to defer issues  
5. Think – de-escalation  
 
After:  
6. Create a restorative opportunity to enable the pupil and staff to have a fresh start  
7. Record serious and/or persistent events using an Incident Form and give copies to the Headteacher and 
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parent. 
 
Many issues can be quickly resolved by a discrete gesture or quiet word with pupil concerned ("What are you 
doing?  What should you be doing?").  Most incidents can be resolved with in-class strategies before having to 
rely on school system.  If the situation is not resolved, stick clearly to the school behaviour procedure. 
 
3.4 Rewarding and Celebrating Positive Behaviour 
The school praises pupils for good learning and good behaviour at every opportunity.  We want pupils to 
recognise that the rewards that come from the praise they get from both staff and family gives them confidence 
and makes them feel proud of themselves. 
 
Staff should strive to ensure that the giving of rewards is genuine, balanced, fair and equitable.  We praise and 
reward children for good behaviour in a variety of ways: 

● Verbal praise 
● Immediate recognition of success (Stickers, Stamps, House Points, move up the Behaviour Circles) 
● Sharing good work in class, with other members of staff and the Headteacher 
● Certificates to be awarded on Friday’s merit assembly, which make explicit why the child has been given 

the award. 
 
The school acknowledges all the efforts and achievements of children, both in and out of school.  Children are 
encouraged to share their medals, trophies, awards and certificates that they have gained out of the school in 
the Merit Assembly. 
 
3.5 House Points 
Each pupil in the school is a member of a House.  A child can obtain House Points for good effort and working 
hard.   
 
4. School Behaviour Procedures 
4.1 Class Behaviour Circles 
All children’s names start on circle 1 every day                                                                                                            
If school rules are not followed?  
1st time    -      Name stays on circle 1          Verbal warning 
2nd time   -     Name moved to Circle 2        Verbal warning 
3rd time   -      Name moved to Circle 3        Verbal warning 
4th time   -      Name moved to Circle 4       Time out in classroom  
5th time   -      Name moved to Circle 5       Time out in year above    (Year 6 time out in YR) 
6th time   -      Name moved to Circle 6       Missed play (Incident record started) 
7th time   -      Name moved to Circle 7       Missed play (another incident recorded) 
(Children talking in Assembly will have their name moved to circle 4 and have time out in the classroom.) 
 
Child’s names will be moved back to circle 1 as soon as they display good behaviour. 
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Incident are only recorded if a child persistently misbehaves within one day and their name is moved all the way 
down to circle 6 and below        Circle 6 - Incident record started 
 
1st  Missed play is not recorded as an incident  Allow time for child to reconsider actions.   
2nd Missed play is recorded as an incident  Note sent to parents.   
3rd  Missed play is recorded as an incident  Note sent to parents requesting a meeting with the class teacher.  
4th  Recorded incident Missed plays not deterring inappropriate behaviour. Part or full day Internal Isolation.   

                                        Parental meeting with Senior Leader.                                           
5th Recorded incident  Part or full day Internal Isolation not deterring inappropriate behaviour.  1 day or more 

Fixed        
                                        term Exclusion.  Meeting with Senior Leader.  Behaviour Support plan. 

6th Recorded incident  1 day or more Fixed term Exclusion not deterring inappropriate behaviour - Fixed Term 
Exclusion - up to 5 days.  Staff guidance sheet/risk assessment/ outside agencies support. 
7th Recorded incident  Fixed Term Exclusion - up to 5 days not deterring inappropriate behaviour. 
                                          Governors Disciplinary Committee consider: Longer Fixed Term Exclusion. 
8th Recorded incident  Governors Disciplinary Committee consider managed move to another school or   

                                        Permanent Exclusion.  
(All children have a fresh start each half term. A new incident record sheet is started.) 
 

4.2 Lunchtimes 
Lunch time Rules are the same as the School Rules 

Lunch Time Routines 

1. When asked to do so, children will line up in the correct order, in front of an adult and be lead to their 
lunch places, in the hall. 

2. If a child needs to leave their seat, they will wait with their hand up, until an adult gives them 
permission.  

3. When children have tidied their lunch table and disposed of any items dropped under their table, they 
will ask an adult if they can leave the table. 

4. KS2 children, finishing their lunch quickly, may ask adults if they can help clean tables and chairs.  
 
Inappropriate Behaviour at Lunchtime 
-MDS will give a child time out for inappropriate behaviour.  
-If a child does not behave appropriately during time out, the class teacher will be informed.  
-The teacher will move child’s name to circle 4 or lower and take appropriate action. 
 
5. Anti- bullying 
Our definition of bullying 
Bullying involves dominance of one pupil by another, or a group of others, is often premeditated and usually 
forms a pattern of behaviour.  Bullying is therefore: 

 Deliberately hurtful 
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 Repeated, often over a period of time 
 Difficult for victims to defend themselves against it  

 

Bullying can take many forms but the main types are: 

 Physical - hitting, kicking, taking another’s belongings 
 Verbal - name calling, insulting, making offensive remarks 
 Cyber-bullying -the use of electronic communication to bully a person, typically by sending messages of 

an intimidating or threatening nature. 
 Indirect - spreading nasty stories about someone, exclusion from social groups, being made the subject 

of malicious rumours 
 
Some forms of bullying are attacks not only on the individual, but also on the group to which he or she may 
belong. Within school we pay particular attention to: 

 Racial harassment and racist bullying 
 Sexual bullying & sexting 
 The use of homophobic language 
 Bullying of pupils who have special educational needs or disabilities 

 
5.1 Creating an anti-bullying climate in the school 

Our curriculum will be used to: 
 Raise awareness about bullying and our anti-bullying policy 
  Increase understanding for victims and help build an anti-bullying ethos, and 
  To teach pupils how constructively to manage relationships with others 
  Circle time, assemblies, role play and stories will be used to show what pupils can do to prevent 

bullying, and to create an anti-bullying climate in school. 
 We will use assemblies to reinforce our message that bullying will not be tolerated. 

  
When bullying occurs, we will contact the parents of the pupils involved at an early stage. We will keep records 
of incidents that we become aware of and how we responded to them.  We will follow up after incidents to 
check that the bullying has not started again. We will do this within two weeks, and again within the following 
term. 
 
5.2 Responding to Incidents when they occur 

Pupils who have been bullied should report this to the member of staff on duty if on the playground, or their 
class teacher or teaching assistant. 

 Pupils who see others being bullied should report this to their class teacher. 
 Members of staff who receive reports that a pupil has been bullied should report this to the Head of 

School. 
 Reports of bullying will be logged by the Class Teacher and Head of School. 
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All reports will be taken seriously and will be followed up by the Head of School or member of the SLT.  We will 
provide support to pupils who are bullied. 

 They will be reassured that they do not deserve to be bullied and this is not their fault 
 We will assure them that is was right to report the incident 
 We will encourage them to talk about how they feel 
 We will try to ascertain the extent of the problem 
 We will engage them in making choices about how the matter may be resolved 
 We will try to ensure they feel safe 
 We will discuss strategies for being safe and staying safe 
 We will ask them to report any further incidents to us immediately 
 We will affirm that bullying can be stopped and that our school will persist with intervention 

until it does 
 We will interview the pupil (or pupils) involved in the bullying separately 
 We will listen to their version of events 

  
Our school Council offers a forum in which concerns about bullying can be discussed. 

We will provide guidance to all our pupils to explain what they should do if they are being bullied, or if they see 
another pupil being bullied. 

We will provide regular training for teachers and non-teaching staff (including midday supervisors) on 
spotting the signs of bullying and how to respond. 

We recognise that there may be times when parents feel that we have not dealt well with an incident of 
bullying – and we ask that this be brought to the notice of the Head of School. 
 
Our Responsibilities 
Everyone within the school is expected to act in a respectful and supportive way towards one another, adhere 
to, and promote the objectives of this policy. 
 
Pupils are expected to: 

 Report all incidents of bullying 
 Report suspected incidents of bullying, that victims may be afraid to report 
 Support each other and to seek help to ensure that everyone feels safe, and nobody feels excluded 

or afraid in school 
 

Parents can help by 
 Supporting our anti-bullying policy and procedures 
 Discussing with their child’s teacher any concerns that their child may be experiencing 

bullying, or involved in some way 
 Helping to establish an anti-bullying culture outside of school 
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Bullying Outside the School Premises 

We know that bullying can occur outside the school gates and on journeys to and from school. The bullying can 
be by pupils from our own school, by pupils from other schools or by people who are not at school at all. Where 
a pupil or parent tells us of bullying off the school premises we will: 

 Talk to pupils about how to avoid or handle bullying outside school talk to the Head of School of another 
school whose pupils are bullying Talk to the Transport Company about bullying on buses 

 Talk to the Police 
 
 
6. Responding to an Incident 
6.1 Behaviour Incidents (not Safeguarding) 
If a serious incident occurs, such as a child physically hurt another child, choosing not to learn or using 
inappropriate language, a relevant member of staff (including midday supervisors if during lunchtime) must 
complete an incident form (found in staff room).  The class teacher must keep a copy, a copy must be given to 
the Headteacher and a copy sent home.  The incident will then be followed up by the class teacher and/or 
senior teacher and an appropriate sanction put in place. 
 
If the incident is against a protected group in school such as Homophobic, Sexist, Gender reassignment,  
Disablist, Racist, Religion & Belief or Pregnancy and Maternity these are reported to the LA using a Prejudice 
Incidents form. 
 
 
6.2 Medical Incidents 
If a serious incident occurs, such as a child physically hurt another child, choosing not to learn or using 
inappropriate language, a relevant member of staff must complete an incident form (found in staff room).  The 
class teacher must keep a copy, a copy must be given to the Headteacher and a copy sent home. 
 
6.3 Restorative Approach 
After a child has had Time Out, staff will discuss what went wrong with them.  Staff will actively listen to the 
pupil’s perspective and make explicit the school’s expectations.  Staff will show forgiveness, as this is 
fundamental to our Mission Statement. The next lesson is a fresh start.   
 
When a pupil has physically and/or verbally abused another pupil, a restorative meeting will take place to 
enable them to resolve the situation and to understand what happened from each other’s perspective.  This 
approach will also be used when a pupil has disrupted the learning of their peers in order for them to 
understand the negative impact of their actions.  
 
6.4  Physically Restraining Pupils 
In exceptional situations, it is necessary to physically restrain a pupil as a last resort. This means that pupils 
should only be restrained when restraining them cannot be avoided and restraining them is necessary because 
of your duty to care to the pupil or others.  Key trained staff should be requested by the School Office.   
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Non trained staff should not physically intervene, unless they deem it an emergency situation to prevent 
physical injury to pupils or staff, whilst waiting for a trained member of staff to attend. You can only ethically 
justify denying the pupil’s right to freedom of movement if the circumstances are exceptional and restraining 
them is the only practical way you can secure their welfare or the welfare of others.   
 
There will be pupils who because of increased levels of risk require individual risk assessments and Behaviour 
Support Plans. The intention of such documentation is to protect the safety and interests of both pupils and 
staff. It is the duty of the individual member of staff to be fully aware of the contents of any such risk 
assessment or Behaviour Support Plan and any amendments.  
 
During physical intervention the following protocols should be followed at all times. These include: 

● Monitoring the health of the pupil 
● Minimising as far as possible any pain or discomfort 
● Avoiding pressure on or across joints 
● Constantly reviewing the need for the physical intervention to continue and the nature of that physical 

Intervention 
 
It is important to end the physical intervention as soon as possible, based on experience and knowledge of the 
pupil. 
The safest approach to take involves gradually through dialogue and ongoing assessment allowing the pupil to 
regain control. It is essential at this time to avoid any recrimination or blame and to communicate in a calm and 
controlled way. 
 
After any serious incident involving physical intervention the following procedures must be followed: 

● The Headteacher or Deputy Headteacher are informed as soon as possible after the event 
● An incident report is completed prior to the member of staff involved leaving the school site 
● Parents/carers are informed as soon as possible 
● Any other agencies are informed in line with school policy 

 
An individual risk assessment should be created with the family to advise staff on appropriate interventions to 
put in place.  If a risk assessment is already in place for the child, a review of the plan should be completed with 
the family. 
 
 
6.5 Behaviour Online and on the School’s IT Network  
If a complaint is made about a pupil’s behaviour online and/or on our network, either during or out of school 
hours, the incident will be investigated by appropriate staff.  If the incident has a safeguarding element to it a 
Safeguarding Officer will lead the investigation.  For incidents using the network, the pupil will receive an 
appropriate sanction and attend a meeting with the Headteacher and their parent/carer to resign the 
Acceptable Use Policy.  For an online incident outside of school, the families of the pupils concerned will be 
written or spoken to.  They will be given advice on how to deal with the situation, web addresses for more 
information and how to report incidents to the police if appropriate.   Please refer to the Computing and 



 

 

 

 

 

12 

 

Acceptable Use Policy for more information. 
 
6.6 Prejudice Related Incidents 
A prejudiced-related incident is any incident which is perceived by the victim, or any other person, to be 
prejudiced towards an individual, due to one or more of the protected characteristics of age, disability, faith, 
gender identity/reassignment, marriage and civil partnership status, pregnancy and maternity status, race, sex 
or sexual orientation.  This may or may not be directed at an individual. They may or may not be carried out 
with the intention to harm or cause offence. 
 
St Mary’s follows the guidance and procedures set out by Suffolk LA for Prejudice Related Incidents to respond 
when an incident occurs and take steps to prevent those incidents from reoccurring or escalating.  It offers 
schools a systematic method for recognising, recording, responding to and reporting Prejudice-Related Incidents 
which will help identify patterns, develop good practice and act as evidence where needed if challenged.  All 
allegations of prejudice-related incidents should be taken seriously and investigated thoroughly.  All prejudice-
related incidents must be recorded and held on file in the school.  Parents/carers and victims should be 
informed during an investigation and advised of any action that is taken. Incidents should be monitored by the 
Headteacher and Governors. 
 
6.7 Zero Tolerance Behaviours 
Serious misconduct 
 -Aggressive or violent physical behaviour 
 -Verbal abuse or threats  
 -Deliberately ignoring or disregarding an adult 
 -Leaving the school premises without permission  
 -Bullying    
 -Vandalism  
 -Swearing  
 -Discrimination 
Serious misconduct will be treated in the same way as a 4th recorded incident - A meeting with parents and 
internal inclusion for half or full day. (Stage 1 - potential signs of leading to permanent exclusion) 

 
Gross misconduct 
-Deliberate and serious aggressive or violent behaviour 
-Deliberate and serious damage to property 
-Continuous disruptive, dangerous behaviour-refusing to follow adults’ instructions. Unable to calm down.   
 
Gross misconduct will treated in the same way as a 5th recorded incident - Meeting with parents, Fixed Term 
Exclusion of up to 5 days. Staff guidance sheet/risk assessment agreed. (Stage 2 - potential signs of leading to 
permanent exclusion) 
 
All zero tolerance behaviour will be logged on an ‘ Incident Form’ and given to a senior leader,  the parent/carer 
and a copy will be kept with the recorded incidents. 
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6.8 Pupils with Additional Behavioural Needs 
It needs to be acknowledged that for a few pupils the sanctions and rewards of the school will be insufficient to 
ensure the well-being of the pupil and other pupils in the class.  Children who are on the Special Educational 
Needs (SEND) register for social, emotional and mental health (SEMH) needs (and sometimes with associated 
behavioural needs) will have their own individual programmes in place.  These children will have personal 
Behaviour Support Plans, developed in consultation with the SENCo, teacher, the child and the parents.  
Reasonable adjustments will be made to meet their needs.  
 
 
6.9 Extra-Curricular Clubs 
At St Mary’s we offer a range of extra-curricular clubs to all pupils.  Clubs are run by school staff, parent helpers 
and/or coaches.  Pupils attending extra-curricular clubs are expected to listen to and respect the adult that runs 
the club and follow any rules that may apply to the club. 
 
Any pupil who is persistently disruptive, impolite or not able to follow the instructions given by the adult in 
charge, may need to forfeit their place in the club. 
6.10 Screening, Searching and Confiscation 
The school complies with the Screening, Searching and Confiscation Advice for Headteachers, Staff and 
Governing 
Bodies, DfE Document (2014).  Key points of the document: 

● School staff can search a pupil for any item banned under the school rules 
● Head teachers and staff authorised by them have a statutory power to search pupils or their 

possessions, without consent, where they suspect the pupil has certain prohibited items.  
● The items that can be searched for under this power are knives or weapons, alcohol, illegal drugs, stolen 

items, tobacco and cigarette papers, fireworks, pornographic images or any article that has been or is 
likely to be used to commit an offence, cause personal injury or damage to property. 

● School staff can seize any banned or prohibited item found as a result of a search or which they consider 
harmful or detrimental to school discipline. 

● Weapons and knives and extreme or child pornography must always be handed over to the police, 
otherwise it is for the teacher to decide if and when to return a confiscated item. 

● A pupil refusing to co-operate with such a search raises the same kind of issues as where a pupil refuses 
to stop any other unacceptable behaviour when instructed by a member of staff – in such 
circumstances, schools can apply an appropriate disciplinary penalty. 

● The member of staff conducting the search must be the same gender as the pupil being searched. 
Another 

● member of staff must be present and when possible, they should be the same gender as the pupil being 
● searched. 

 
St Mary’s rules on screening, searching and confiscation 

● The school defines banned items as anything that is illegal and/or could harm someone or damage 
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property. 
● When possible, the pupil should be searched without other pupils being present. 
● When possible, the search should be undertaken by a Senior Leader or a member of the Safeguarding 

Team. 
● Items confiscated within the school must be taken straight away to the School Office by a member of 

staff 
● to be stored securely. 
● Pupils taken to be searched must take with them all their belongings including bags and clothing. Pupils’ 
● lockers should be included in the search. 
● If an illegal item is confiscated, the pupil’s mobile phone also needs to be confiscated. The pupil should 
● have no contact with peers or people outside school as these could be involved in a subsequent criminal 
● investigation. 
● If the decision is made to involve the police, they will then lead the investigation. This includes a 

decision about 
● contacting parents, which should not happen before the police arrive.  
● If on a school trip, the search should be undertaken by the trip leader when possible, or be delegated to 

an 
● appropriate member of school staff. Any confiscated items must be given to the trip leader to store 

securely. 
● The pupil’s parent/carer should be contacted to inform them why their child has been searched 
● For further information on incidents involving illegal drugs, refer to the school’s Drugs Education and 

Substance Misuse Policy. 
 
6.11 Process for children leaving the classroom without permission 
If a child chooses to leave a classroom without permission, they should be told (if possible) that this choice will 
lead to their family being informed straight away and they will receive a missed play detention. 

● If the child leaves the room, ring the Office and request they contact the family. 
● Inform the member of SLT in charge 
● If possible, keep the child in your line of sight, but do not feel that you need to chase the child. 
● If after 10 mins the child continues to refuse to come back to class, update the Office. 
● If the family are not already coming in, ask the Office to make the request. 
● Once the child is back inform the Office, so they can update the family. 
● The Office will not open the school gate at 3:15 if there is a child not accounted for. 
● If a child manages to go off site, the School Office are to be informed and they will ring 101 to inform 

the Police 
● An appropriate sanction will be decided by the member of SLT in charge. 

 
7. Behaviour for Learning Stages 
These are brought into use when a pattern of behaviour develops that causes concern for the learning of the 
pupil or their peers. The aims of the stages are to inform the pupil about the continued consequence of their 
behaviour, to set targets to enable them to improve and how their progress will be monitored.  
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Where a pupil’s behaviour shows potential signs of leading to permanent exclusion, a Senior Leader initiates a 
Behaviour Support Plan, which involves parent/carer and other agencies as a way of trying to secure the pupil’s 
place in school.   If there is a particular concern that staff need to be aware of, such as one requiring a Risk 
Assessment or particular strategies, a Staff Guidance and information sheet will be completed. 
 
 
 
 
Behaviour for Learning Stages 

Stage Support  

One Missed plays not deterring inappropriate behaviour. Part or full day internal isolation given.   Parental 
meeting with Senior Leader.     

Two Part or full day internal isolation not deterring inappropriate behaviour.  1 day or more Fixed term 
Exclusion.  Meeting with Senior Leader.  External advice/support - Behaviour Support plan started.  
Reintegration meeting with Senior Leader. 

Three 1 day or more Fixed term Exclusion not deterring inappropriate behaviour. Up to 5 days fixed term 
exclusion. Further external advice/support - Behaviour Support plan reviewed. Reintegration meeting with 
Senior Leader. 

Four Up to 5 days Fixed Term Exclusion not deterring inappropriate behaviour.  Further external advice/support  
- Behaviour Support plan reviewed. Governors Disciplinary Committee consider Longer Fixed Term 
Exclusion 

Five Longer fixed term exclusion not deterring inappropriate behaviour.  Governors Disciplinary Committee 
consider managed move to another school or Permanent Exclusion.                                           

 
8. Higher Level Sanctions 
8.1 Internal Isolation 
Two types of internal isolation are used:  

● Withdrawal of a pupil from normal timetable in an emergency, following a serious incident or while a 
situation is being investigated. Supervision is provided by appropriate staff.  

● Remove - an organised sanction used after serious problems. This is a step away from formal exclusion 
from school. Pupils are timetabled to work away from their class for a full or part day. Appropriate work 
is set.  The staff in charge of internal exclusion must ensure the health and safety of pupils and any 
requirements in relation to safeguarding and pupil welfare. They should ensure that pupils are kept in 
inclusion  no longer than is necessary and that their time spent there is used as constructively as 
possible. They should also allow pupils time to eat or use the toilet.  

 
8.2 Fixed Term Exclusion  



 

 

 

 

 

16 

 

fixed-term and internal exclusions, will be evaluate for effectiveness, including the rates, patterns and reasons 
for exclusion and whether any pupils are repeatedly excluded. For managing future behaviour, the school has a 
strategy for reintegrating a pupil who returns to school following a fixed-term exclusion. The school will 
recognise and act to address any patterns that exist, because disruptive behaviour or sudden changes in 
behaviour can be an indication of unmet needs or a change in another aspect of a young person’s life. The 
behaviour of pupils outside school can be considered as grounds for exclusion in accordance with the school’s 
published behaviour policy.   
 
There are two types of fixed term exclusion from school:   

● Up to 5 days – Work is provided by the school 
●  6+ days – The school has a duty to arrange suitable full-time educational provision from the 6th day (or 

from the first day for a Looked After Child).  
 
Witness statements are taken by the pupil(s) involved and any staff who witnessed the event.  Once it has been 
ascertained what took place the evidence is presented to the Head or Deputy.  When establishing the facts in 
relation to an exclusion decision the head teacher must apply the civil standard of proof, i.e. ‘on the balance of 
probabilities’ it is more likely than not that a fact is true, rather than the criminal standard of ‘beyond 
reasonable doubt’.  The Headteacher and governing body must take account of their statutory duties in relation 
to special educational needs (SEN) when administering the exclusion process. This includes having regard to the 
SEN Code of Practice.  The Headteacher or their designated representative decides how many days the Fixed 
Term Exclusion will be.  The family are contacted by phone and/or in person before the exclusion and a letter is 
sent home setting out the reason for the exclusion.   
 
Fixed Term Exclusions Limits  
There is a limit of 45 days Fixed Term Exclusions within an academic year when aggregated per pupil.  The 
school will arrange suitable full time educational provision from the 6th day (or from the first day for a Looked 
After Child).   If a pupil is excluded for more than 15 days in a term or misses a public exam as part of the 
exclusion, it must be reviewed by a Governors Panel.  In exceptional cases, usually where further evidence has 
come to light, a fixed period exclusion may be extended or converted to a permanent exclusion.   
 
Reintegration meeting  
At the reintegration meeting the pupil demonstrates that they understand what they did wrong.  Any causal 
factors for the pupil’s behaviour should be identified by relevant staff and the family.  Relevant targets to enable 
the pupil to get back on track are identified and ways to review them are agreed.  Appropriate additional 
interventions such as a Behaviour Support Plan are also put in place if required.  Multi-agency assessments that 
go beyond the pupil’s educational needs will also be considered. Schools have the power to direct a pupil off-
site for education to improve his or her behaviour. A pupil can also transfer to another school as part of a 
‘managed move’ where this occurs with the consent of the parties involved, including the parents.   
 
8.3 Permanent Exclusion  
In line with the DfE guidance on exclusion from maintained schools, academies and pupil referral units (2012),           
permanent exclusions will only be used as a last resort, in response to a serious breach or persistent breaches of 
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the school's behaviour policy, and when allowing the pupil to remain in school would seriously harm the 
education or welfare of the pupil or others in the school.  
However, there may be exceptional circumstances in which a pupil is permanently excluded for a one off 
offence (such as serious actual or threatened violence; supplying an illegal drug; carrying an offensive weapon).  
 
The decision to exclude a pupil permanently always balances the needs of the individual against the greater 
good of the school community.  It should only be taken where the basic facts have been clearly established on 
the balance of probabilities.  A complete record of all exclusions is maintained by the Headteacher and is 
regularly reviewed with relevant staff and by the governors.  
 
Once a permanent exclusion has been decided by the Headteacher or their designated representative, the 
family, Children’s Services Attendance and Inclusion Team must be informed, governors informed and panel 
arranged to take place within 15 school days.  The Local Authority arrange suitable full-time education for the 
pupil to begin no later than the sixth day of the exclusion.  For a LAC pupil arrange alternative provision from the 
first day following the exclusion.  
 
Where a school has concerns about the behaviour, or risk of exclusion, of a child with additional needs, a pupil 
with a statement of SEN or a looked after child it should, in partnership with others (including the Local 
Authority as necessary), consider what additional support or alternative placement may be required. This 
should involve assessing the suitability of provision for a pupil’s SEN. Where a pupil has an Educational Health 
Care Plan (EHCP), schools should consider requesting an early annual review, or interim / emergency review.   
 
Excluded pupils are enabled and encouraged to participate at all stages of the exclusion process, taking into 
account their age and understanding.  
 
9. Further Sources of Information 
9.1 Other Relevant Policies 

● Teaching and Learning Policy 
● Safeguarding Policy 
● Anti-Bullying Policy 
● SEN Policy 
● Uniform Policy 
● Attendance Policy 
● Computing and Acceptable Use Policy 

 
9.2 Links to Additional Information 

● Behaviour and Discipline in Schools 2016   
● Statutory Guidance on Exclusions   
● Governors Handbook    
● The Department’s advice on the Equality Act 2010    
● Use of Reasonable Force – advice for headteachers, staff and governing bodies    
● Screening, Searching and Confiscation – advice for headteachers, staff and governing bodies    

https://www.gov.uk/government/publications/behaviour-and-discipline-in-schools
https://www.gov.uk/topic/schools-colleges-childrens-services/school-behaviour-attendance
https://www.gov.uk/government/publications/governors-handbook
https://www.gov.uk/government/publications/equality-act-2010-advice-for-schools
https://www.gov.uk/government/publications/use-of-reasonable-force-in-schools
https://www.gov.uk/government/publications/searching-screening-and-confiscation
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● Dealing with Allegations of abuse against teachers and other staff   
● Dealing with Prejudice Related Incidents (Suffolk LA) 
● SEN Code of Practice 2014   
● checklist on the basics of classroom management   
● Keeping Children Safe in Education     

 

 

 

 

 

 

 

 

 

 

 

Appendix 1: Values Award certificates 

https://www.gov.uk/government/publications/dealing-with-allegations-of-abuse
http://www.suffolklearning.co.uk/leadership-staff-development/inclusion-equalities/prejudice-related-incidents
https://www.gov.uk/government/publications/send-code-of-practice-0-to-25
https://www.gov.uk/government/publications/good-behaviour-in-schools-checklist-for-teachers
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
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Heart of Love Award  
 
 

      
   
Awarded to:                                                                        Class: 
 
Date: 
 
 

For being kind and helpful  
to others   

 
 
  …………………………………………………………………………………………………………… 
 
  ………………………………………………………………………………………………………….. 
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Heart of  
Respect Award  

 
 

      
   
Awarded to:                                                                        Class: 
 
Date: 
 
 

For showing respect, courtesy and consideration to others 
 
  …………………………………………………………………………………………………………… 
 
  ………………………………………………………………………………………………………….. 
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Heart of Forgiveness Award  
 
 

      
   
Awarded to:                                                                        Class: 
 
Date: 
 

For being quick  
to forgive wrongs   

and the first to say sorry 
 
 
  …………………………………………………………………………………………………………… 
 
  ………………………………………………………………………………………………………….. 
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Heart of Courage Award  
 
 

      
   
Awarded to:                                                                        Class: 
 
Date: 
 
 

Always trying to do the right thing and put others first  
 
  …………………………………………………………………………………………………………… 
 
  ………………………………………………………………………………………………………….. 

 

Heart of  
Peace Award  
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Awarded to:                                                                        Class: 
 
Date: 
 
 

For trying to be calm and quiet, even when you felt upset 
 

 
  …………………………………………………………………………………………………………… 
 
  ………………………………………………………………………………………………………….. 

 

 

Heart of Hope Award  
 
 

      
   
Awarded to:                                                                        Class: 
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Date: 
 
 

For not giving up and kept  
trying to get better 

 
  …………………………………………………………………………………………………………… 
 
  ………………………………………………………………………………………………………….. 

 
 
Appendix 2:  

 

                             ST MARY’S INCIDENT FORM (Not for safeguarding) 

 
 
 

Name of Child(ren) and Year  

Name of Adult Witness  Date & Time  
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Nature of Incident (p.t.o. if required):  
 

 

Action Taken:  
 

 
 

Recorded by  Date  

 
Appendix 3:  

“Put It Right Form”  
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What I did wrong: 

 

 

 

 

 

 

What were the consequences of my actions? 

 

 

 

 

 

 

What I will do next time: 

 

 

 

 

 

 

What I will do to put it right: 
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Appendix 4 
 

      St Mary’s Internal Isolation Form  
 
Two types of internal isolation are used:  
 
Withdrawal of a pupil from normal timetable in an emergency, following a serious incident or while a situation 
is being investigated. Supervision is provided by appropriate staff.  
 
Remove - an organised sanction used after serious problems. This is a step away from formal exclusion from 
school. Pupils are timetabled to work away from their class. eg full or part day. Appropriate work is set.  The 
staff in charge of internal isolation must ensure the health and safety of pupils and any requirements in relation 
to safeguarding and pupil welfare. They should ensure that pupils are kept in internal isolation no longer than is 
necessary and that their time spent there is used as constructively as possible.  
They should also allow pupils time to eat or use the toilet.  

                  

Pupil Name  Class  

Reason for internal isolation 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Type/Length of 
internal 
isolation 

 Start date  

 
 

Parents signature: Pupil signature: 
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Class teacher signature: Head of School signature: 

 
 

                       
 
Appendix 5:       St Mary’s Exclusion and Reintegration Form 
 

Pupil Name  Class  

Reason for exclusion 

 

Type of exclusion  

Number of days  Start date  

 
Reintegration Meeting 

Targets 

 

How targets are to be monitored and reviewed 
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Additional comments/information 

 

 

Pupil signature  Date  

Parent/Carer signature  Date  

Staff signature  Date  

 
Appendix 6:  

St Mary’s Behaviour Support Plan 
 

Child’s Name: Date of Plan: Date of Review: 

 
Behaviour for learning stages 
Where a pupil’s behaviour shows potential signs of leading to permanent exclusion, a Senior Leader initiates a 
Behaviour Support Plan, which involves parent/carer and other agencies as a way of trying to secure the pupil’s 
place in school.    

Stage Support  

One Missed plays not deterring inappropriate behaviour. Part or full day Inclusion given.   Parental meeting with 
Senior Leader.     

Two Part or full day Inclusion not deterring inappropriate behaviour.  1 day or more Fixed term Exclusion.  
Meeting with Senior Leader.  External advice/support - Behaviour Support plan started.  
Reintegration meeting with Senior Leader. 

Three 1 day or more Fixed term Exclusion not deterring inappropriate behaviour. Up to 5 days fixed term 
exclusion. Further external advice/support - Behaviour Support plan reviewed. Reintegration meeting with 
Senior Leader. 

Four Up to 5 days Fixed Term Exclusion not deterring inappropriate behaviour.  Further external advice/support  
- Behaviour Support plan reviewed. Governors Disciplinary Committee consider Longer Fixed Term 
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Exclusion 

Five Longer fixed term exclusion not deterring inappropriate behaviour.  Governors Disciplinary Committee 
consider managed move to another school or Permanent Exclusion.                                           

 

Behaviour support plan meeting 
minutes 

Date of meeting: Date of next meeting: 

What triggered behaviour Actions as a result of triggers Responses 

 
 
 
 
 
 

  

 

My Strengths: 
 
 
 

My Weaknesses: 

 

Good choices I will make: 
 
 
 
 

Ways adults in school will help me: Ways my family will help me: 

 

Parent/Carer Signature: 
 

Member of staff signature: 

 
 
 
Appendix 7: Behaviour Circles 

CIRCLES BEHAVIOUR ACTIONS 
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Circle of Joy 

Outstanding effort 
 
Leading and helping others to 
learn. 

I did not give up.   
I kept trying. 
I will get a reward certificate. 

 
Wonderful behaviour 

Wonderful behaviour  
 
Listening and following 
instructions. 
 
Learning from mistakes. 

I will feel proud of what I can do. 
I will have good friends. 
I will receive merits. 

 
2nd Verbal Warning  

Not following instructions and 
breaking school rules. 
 
 

An adult will explain how I can move back 
to circle 1. 

 
3rd Verbal Warning 

Continuing to not follow 
instructions and breaking school 
rules. 
 
 

I must follow instructions and get back to 
circle 1. 
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Time out in classroom 

Persisting in not following 
instructions and breaking school 
rules. 

Time out will give me time to refocus 
and follow instructions. 

 
Time out in another classroom 

Still persisting in not following 
instructions and breaking school 
rules. 

Last chance to refocus and follow 
instructions, before I have a missed play 
detention. 

 
Missed play &  

incident record started 

Still persisting in not following 
instructions and breaking school 
rules 

I will miss some of my play time. If I get 
another missed play a letter will be sent 
home. 

 
Missed play,  

incident record, letter home 

Still persisting in not following 
instructions and breaking school 
rules 

I will have 2 missed play detentions 
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Missed play,  
incident record, letter home 
Parental meeting with teacher 

Still persisting in not following 
instructions and breaking school 
rules 

This is my last missed play detention. My 
parents will meet with my teacher.  
I must change my behaviour. 
 

 
 

 
 

 
Date:                              
 
Dear Parent / Carer                                              Inappropriate behaviour 
 
This letter is to inform you that your child received a ‘Missed Play’ detention today for the following reason(s). 

Persistently disrupting the 

lesson 

 Refusing to follow instructions  Disrespectful to adults 

 

 

Inappropriate language 

 

 Preventing other pupils from 

learning 

 Physically hurting others  

Other 

 

 

The first time a child has a missed play detention, is usually enough, to rectify behaviour problems, therefore 
parents are not informed. 

 This is the second time that your child has had a Missed Play detention this half term.  Please discuss with your 
child about their behaviour. 

 This is the third time that your child  has had a Missed Play detention this half term.  Please arrange a time to 
have a short meeting with your child’s teacher to discuss your child’s behaviour and agree how they can improve. 

 This is the fourth time this half term your child’s behaviour has caused concern.  Unfortunately the Missed Play 



 

 

 

 

 

37 

 

sanction is not proving to be a deterrent, therefore we will need to put an inclusion (working away from the 
classroom) in place. Please contact the School Office to make an appointment to see a Senior Leader, to discuss 
how we can deal with any further incidents of inappropriate behaviour.  

 Any further incidents of inappropriate behaviour this half term will unfortunately, result in increasingly more 
serious consequences. 

 
Yours Sincerely - Mrs. I. Cooper  
 
-----------------------------------------------------------------------------------------------------------------------------------------------------
----------- 
 
To  :  Class teacher           From: parent of ………………………...…………………………………………………. Year……………... 
 
 
I confirm, I received the inappropriate behaviour letter dated…………………………………….…………………… 
. 
Signed Parent/carer……………………………………………………………………………………………………………………...…………………… 
 
 
 
Date:                              
 
Dear Parents / Carers                                              Serious Misconduct 
 
This letter is to inform you that your child displayed ‘Serious Misconduct’ today for the reason(s) shown below. 

 
The sanction for serious misconduct is ‘Internal isolation’ for half or full day and an urgent parent meeting with 
a senior leader.  All zero tolerance behaviour is logged on an ‘ Incident Form’ and given to a senior leader and 
parent/carer.  

Aggressive or violent physical 
behaviour 

 Verbal abuse or threats  Deliberately ignoring or 
disregarding an adult 
 

 

Leaving the school premises 
without permission 

 Bullying  Vandalism  

Swearing 
 

 Discrimination    

Other 

 

 

Definition of Bullying: Deliberately hurtful behaviour, usually repeated over a period of time, where it is difficult 
for those bullied to defend themselves 
 



 

 

 

 

 

38 

 

Please contact the School Office urgently, to make an appointment to see a Senior Leader, to discuss how we 
can avoid any further serious incidents. This behaviour may be a potential sign, that a pupils misconduct, may 
possibly lead to a fixed term/permanent exclusion if restorative action is not agreed.  
 
 
Yours Sincerely - Mrs. I. Cooper- Head of School  
 
-----------------------------------------------------------------------------------------------------------------------------------------------------
----------- 
 
 
To  :  Class teacher           From: parent of ………………………...…………………………………………………. Year……………….…... 
 
 
I confirm, I received the serious misconduct letter and I have made an appointment to speak to a Senior Leader. 
 
Signed 
parent/carer……………………………………………………………………………………………………………………………………………………….  
 
 
 
 
Date:                              
 
Dear Parent / Carer                                              Gross Misconduct 
 
This letter is to inform you that your child displayed ‘Gross Misconduct’ today for the reason(s) shown below. 
 
Gross misconduct will require an urgent parent meeting with a Senior Leader to discuss the sanction for dealing 
with this behaviour -  Fixed Term Exclusion of up to 5 days. Staff guidance sheet/risk assessment/Outside agency 
support.  
(Gross misconduct is treated as Stage 2 - potential signs of leading to permanent exclusion) 
 
All zero tolerance behaviour will be logged on an ‘ Incident Form’ and given to a senior leader,  the parent/carer 
and a copy will be kept with the Fixed term exclusion incidents. 
 

Deliberate and serious 
aggressive or violent behaviour 

 Deliberate and serious damage 
to property 

 Continuous disruptive, 
dangerous behaviour-refusing to 
follow adults’ instructions. 
Unable to calm down.  
 

 

Other  
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Please contact the School Office urgently, to make an appointment to see a Senior Leader, to discuss how we 
can avoid any further serious incidents and agree a restorative action plan .  
 
 
Yours Sincerely - Mrs. I. Cooper- Head of School  
 
-----------------------------------------------------------------------------------------------------------------------------------------------------
----------- 
 
To  :  Class teacher           From: parent of ………………………...……………………………………………………. Year……………... 
 
 
I confirm, I received the ‘Gross Misconduct’ letter and I have made an appointment to speak to a Senior Leader. 
 
Signed 
parent/carer……………………………………………………………………………………………………………………………………………………….  
 
 
 
 

 
 


