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BEHAVIOUR AND DISCIPLINE 
 
1.   Principles and Vision 
 
West Park School is committed to action that will: 
 

• Provide high quality teaching and learning for all pupils. 

• Secure the right to learn and teach without disruption and provide the highest standards 
in personal care and development. 

 
Action is through procedures designed to foster an ethos of achievement, confidence and 
responsibility.  Teachers, pupils and parents should be willing and knowledgeable partners in 
a Behaviour and Discipline policy which is rational, fair, consistent and reasonable.  The 
Behaviour and Discipline policy is part of the routine of daily life in school.  Pupils need to 
know clearly what constitutes acceptable behaviour and what constitutes unacceptable 
behaviour; most of course will know this.  For those who don’t we will teach the difference, 
both formally and through induction into the culture and ethos of the school; the way we do 
things around here.  Effort and achievement will be rewarded; poor behaviour and 
disruption will be punished.  Those who persistently reject the ethos, culture and values of 
the school will not be accommodated indefinitely.  There has to be a limit to the amount of 
time we can spend on any one individual to get them to behave well.  We will attempt to 
modify behaviour through education and a humane approach but we will also sanction to 
show all pupils and parents the school’s response to those who reject its values.  We will 
have regard for those whose poor behaviour is a kind of special need, but unless we are 
prepared to act the policy for Behaviour and Discipline is unworkable. 
 

GOOD DISCIPLINE ALWAYS BEGINS WITH SELF-DISCIPLINE 
 
This is the standard we should ultimately encourage.  However, pupils who are unable to 
control their own behaviour and meet minimum requirements acceptable to others, will be 
sanctioned in an appropriate manner.  Early identification of those whose behaviour is a 
Special Educational Need is important.  It is at this point that the SENCO (Special Educational 
Needs Co-ordinator) should be consulted by tutors and Heads of Year, subject staff and 
pastoral staff. 
 
It is the duty of every class teacher to be responsible for discipline in their own classroom 
using the ‘Consequences’ system to support their relationship with the class (refer to page 
16).   
 
What pupils, parents and staff should know: 
 
All the following information will be formally taught as part of Tutor Time.  Tutors will ensure that 
pupils understand and are very familiar with the appropriate protocols.  Parents, staff and pupils will 
have access to a copy of the Behaviour and Discipline Policy. 
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• The School Code 
 
As a community we: 
 

1. Develop lively minds 

2. Acquire knowledge, values and skills 

3. Appreciate human achievement 

4. Behave courteously 

5. Value ourselves and show respect to others 
 

• School Expectations 
 
Our expectations are few and simple: 
 
WE MUST: 
 

1. All behave sensibly and be considerate to each other and understand our anti-
bullying policy. 

 
2. Treat the school buildings and other people’s property with care and respect. 

 
3. Work hard and complete homework. 

 
4. Wear school uniform. 

 
WE MUST NOT: 
 

1. Drop litter. 
 
2. Bully. 

 
3. Smoke, Vape, drink alcohol or bring drugs of any kind into school. 

 
4. Leave the school grounds without permission. 

 
5. Bring any dangerous items into school (matches, lighters, knives). 

 
6. Take anything that does not belong to us. 
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• The School Vision 
 

‘A caring school where we put pupils and their achievement first’ 
 

 
 

SHARED VISION 
 

The school we wish to be with the support of  
family and the wider community 

 
Pupils, parents and staff striving to: 

 

• enjoy the challenge and achievement of 
learning 

• develop the strengths of the individual 

• experience academic, social and personal 
success 

• develop consideration and co-operation 

• create a stimulating and supportive 
environment 

 

 

THE ETHOS 

This is set by what we value 

THE CULTURE 

What we do to promote what we value 

 
 

ACHIEVEMENT 

 

• Use data and information to improve 
performance. 

• Have high expectations to improve. 

• Celebrate achievement. 
 

 
 

CONFIDENCE 

 

• Value and support pupils and staff. 

• Enthuse about our work and value what 
we do. 

• Provide opportunities to be involved. 
 

 
 
 

RESPONSIBILITY 

 

• Insist on behaviour that supports 
learning. 

• Encourage independent learning and 
self-evaluation. 

• Actively involve parents in supporting 
learning. 

• Have a belief in self-improvement 
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2.   Teaching strategies and classroom management 
 

READY FOR LEARNING AT WEST PARK 
      

Problems are normal where children are learning and testing the boundaries of acceptable 
behaviour.  We judge our success not by the absence of problems but by the way we deal 
with them.  The following advice and guidance are for teachers (and cover supervisors as 
appropriate). 
 
Base your overall strategy for the management of classroom discipline on the following: 
 
1. Encourage pride in the school by your persistent actions and attitudes: 
 

• leave desks in place and the board clean after lessons; 
• clear graffiti immediately from desks;  
• do not allow graffiti of any kind on books or folders; 
• remove/repair all damage, if you cannot, inform the Site Manager; 
• enforce the ban on chewing gum; 
• keep displays fresh and attractive; 
• keep your desk, shelves and cupboards tidy; 
• laptops stored safely and re-charging. 
 

2. Relationships are vital.  Take the initiative: 
 

• enjoy relating to pupils; 
• greet and be greeted; 
• speak and be spoken to; 
• smile and relate; 
• set high standards of speech, manner and dress for yourself and pupils. 

 
3. Do all you can to avoid: 
 

• confrontation ………………………. it can quickly escalate minor problems; 
• humiliation …………………………. it breeds resentment; 
• shouting ……………………………… it diminishes you; 
• over-reacting ………………………. the problems will grow; 
• blanket punishments …………… the innocent will resent them; 
• over-punishment ………………… never punish what you can’t prove; 
• sarcasm ………………………………. it damages you! 

 

4. And do all you can to: 
 

• use humour ………………………… it builds bridges; 
• keep calm …………………………… it reduces tension; 
• listen …………………………………..  it earns respect; 
• be positive and build relationships; 
• carry out any sanctions you have to make; 
• judge only when certain; 
• use ‘Consequences’ sparingly. 
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Classroom Expectations at West Park 

 
Create and sustain a positive, supportive and secure environment.  Well prepared, 
stimulating lessons generate good behaviour and earn respect.  When children are bored 
they will become disruptive and they have no respect for teachers they consider to have 
weak discipline.   
 
1. You should: 
 

• arrive before the class and begin on-time; 

• be prepared for the lesson; 

• be strict and consistent; use ‘Consequences’ and ‘On Call’ exactly as described; 

• keep everyone occupied and interested; 

• know every pupil’s name and something about them; 

• mark work promptly and constructively; 

• set appropriate homework regularly to schedule; 

• encourage creative dialogue – confidence in discussion is important; 

• keep an attractive, clean and tidy room; 

• use first names, never nicknames which are derogatory; 

• insist that everyone has their own equipment.  Do not allow borrowing; 

• praise strengths; don’t dwell on weaknesses; 

• give and receive respect; 

• establish discipline clearly and effectively at the start of the lesson; then state the 
objectives of the lesson; 

• spend time establishing a routine with each class so that pupils know your 
expectations; 

• be aware of all pupils with special needs; 

• complete class monitoring report and individual reports; 

• give at least 3 credits each lesson. 
 
2.  Pupils should: 
 

• enter rooms sensibly and go straight to their workplace (teach pupils specific 
practical routines that put you in control; possibly standing behind chairs in silence 
or sitting in silence);   

• take off and put away any outdoor wear (not on desks); 

• take out books, pens and equipment, (torn or graffiti damaged books and folders 
must be replaced at the pupil’s expense); 

• put bags away (not on desks); 

• remain silent during the register (except when their name is called). 
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3.   You should make the following clear: 

 
• you dictate the seating arrangements; 

• when you talk to the whole class pupils remain silent; 

• if the class is asked a question, pupils should not call out (unless asked for quick 
ideas). Putting a hand up is the acceptable way of offering an answer; 

• if a pupil arrives late without justifiable cause they must expect to make up the 
time; 

• eating and chewing are not allowed; 

• personal players, telephones or other distractions should not be used in class;  

• pupils must not leave their seat without permission. 
 
4.  You should have an established routine for orderly dismissal: 

 
• summarise briefly what has been achieved in the lesson and confirm homework; 

• the clock is a signal for you;  

• pupils should not begin to pack away or put on outdoor wear until told to do so; 

• when told, pupils stand and push in or put up chairs; pick up litter; 

• pupils move to the exit when you say. 
 
Finally, and most importantly: 
 
Work hard to establish good relationships with pupils.  They will appreciate being treated 
with fairness, dignity and a sense of humour.  Most will respond positively. 
 
However: 
 
There is no excuse for rudeness, disrespect or insolence towards teachers.  Any reasonable 
request from a teacher should be carried out at once and without argument.  Pupils with 
specific learning, emotional, behavioural or medical needs should be treated with care, 
understanding and tolerance.  Nevertheless, when the efficient education of others is in 
jeopardy or there are health and safety concerns sanctions will be applied. 
 
For all pupils, breaking basic rules will be treated as a serious matter with recourse to 
Consequences, On Call, the Control Centre and other strategies up to and including 
permanent exclusion. 
 
 
 
 
 
 
 
 



  

 9 

Ask yourself the following questions: 
 

• Plan:   
 

Do I have an overall strategy for the management of classroom behaviour?  Do I have a 
clear plan of how I will respond to appropriate and inappropriate behaviour?   
Have I taught this plan to my pupils?  Does my classroom plan fit into the schools’ overall 
discipline policy and practice? 

 

• Rules:   
 

Do I have clearly defined classroom rules?  Have I taught these rules to my pupils?  Do all 
pupils know exactly what is required of them throughout the lesson and when they are 
in my department area?   

 

• Reinforcement:   
 

Do I provide positive reinforcement to pupils when they follow the classroom rules?   Do 
my pupils know what positive reinforcement they can expect?  Have I developed a 
positive vocabulary? 

 

• Consequences:   
 

Do I consistently use behaviour correction prompts and Consequences when pupils do 
not follow the rules?  Have I developed a restorative vocabulary to use in lessons?  Do 
pupils know what the consequences will be if they choose to misbehave?  Do I apply 
‘Consequences’ and ‘On Call’ consistently and fairly? 

 

• Teaching Style:   
 

Is my classroom management strategy merged with my routine teaching of curriculum?  
Do I teach my behaviour expectations as I would other areas of curriculum?  Do I 
regularly rehearse behavioural expectations with pupils?  Do I try to create a positive 
focus by highlighting good behaviour and minimising negative attention? 

 

• Giving directions:   
 

Do I give clear activity directions to pupils when I need them to move into various 
learning activities?  Have I taught the specific behaviour expectations for all the major 
learning activities that pupils engage in within my lessons? 

 

• Positive support:   
 

Do I positively recognise pupils who follow my directions first time? 
 

• Setting limits:   
 

Do I consistently provide disciplinary consequences for those who do not follow my 
directions? 
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3.   REWARDS AND SANCTIONS 

 
Most pupils who disrupt their own learning and the learning of others choose to behave 
irresponsibly.  Teachers, parents and pupils must understand this and together use 
appropriate rewards and sanctions so that responsible behaviour becomes a deliberate 
choice.  Poor behaviour satisfies some kind of need in pupils who misbehave.  We work hard 
with individual pupils to establish what these needs are and help the pupil to meet them in 
constructive ways.  The shared ethos and values of the school promote an atmosphere of 
trust where everyone is treated fairly and where no one should feel fear, failure or 
hopelessness.  Our aim is to help all pupils to become independent learners, to take control 
of their own lives.  When pupils understand that they are the only person whose behaviour 
they can control, they understand that behaving badly is their own choice.  It is therefore 
very important that everyone is clear and consistent about the rewards and sanctions used 
in the school.  In this way a pupil will be given continual feedback on choosing the right 
behaviour. 
 
Pupils, parents and teachers should see the following sanctions as fair and applied in 
accordance with school policy, not added to arbitrarily or made into some kind of ongoing 
criticism.  It is equally important that the rewards are seen as approval and encouragement 
from the whole school community.  We must continually ask ourselves how we can help 
pupils to choose to behave well.  These rewards and sanctions, properly and consistently 
applied, will help pupils to make the right choice, not only for their own sake but for the sake 
of others. 
 
(i)  REWARDS   
 
Rewards enable the school to celebrate achievement and recognise that 
most pupils show positive attitudes to school most of the time.  We should actively promote 
an achievement culture at every opportunity. 
 

What will happen if I choose work hard and contribute 
to school life? (guidance for pupils) 

 
 

If You: The following will happen: 

Do all you can to support the 
school’s ethos and culture. 

We will listen with care to your views and opinions and 
ensure that they are taken into consideration when shaping 
school policy.  You will be asked to represent the school on 
whole school occasions.  You will be clearly demonstrating 
that West Park is your school. 

Work hard and produce the 
best you are capable of. 

You will gain e-praise points for yourself and your form.  
School will support you in your efforts and give you 
encouragement and opportunity to improve on your 
previous best.  The higher your expectations of yourself the 
higher your expectations of school will be.  We will do all we 
can to produce the best we are capable of and live up to 
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your expectations. 

Make friends and build good 
relationships with other 
pupils. 

You will be happy, enjoy your time in school and do well if 
you are fortunate you will make some friends for life. 

Build good relationships with 
other pupils. 

You will be valued as a mature member of the school 
community.  As you move into life beyond school you will 
find that you are confident and able to communicate ideas 
and opinions. 

Play for school sports teams.  
Join the Duke of Edinburgh 
Award Scheme. 

You will really enjoy yourself.  As a member of a team you 
will gain important social skills and make valuable 
contributions to the success of the whole school.  You will 
take pride in the success and teamwork of your team.  You 
will have the honour of representing your school and playing 
your sport to a high level. 

Wear proper school dress. As well as looking smart and ready for work you will be 
supporting the school’s ethos and culture.  You will set the 
tone around school and be focussed on learning rather than 
comparing yourself with others and wasting time deciding 
what to wear.  You will be showing that you can take a pride 
in your appearance and are able to project a positive image 
of the school.  You will gain a strong sense of belonging. 

Take part in dramatic and 
musical productions. 

You will enjoy yourself enormously!  Only those who have 
been a part of such events can tell you how it really affects 
you; there are so many opportunities to achieve, try new 
things and discover skills you didn’t know you had. 

Assist teaching and other 
staff in administrative and 
some supervisory duties. 

In Year 10 and 11 you may be recommended for a post of 
responsibility. In other years you would receive praise and 
encouragement and it is a way to develop relationships and 
take responsibility.  References relate to these attributes and 
are written about in Form Tutor Reports. 

Show that you care about 
the environment of the 
school by being intolerant of 
those who graffiti, drop litter 
and cause other damage. 

You will truly understand that this is your school and that its 
success depends upon you.  You really do get the kind of 
school you want! 

Keep your parents informed 
about what you do in school. 

It might not always seem so but parents ask questions about 
school because they care about you and want you to be 
happy in school and do well.  Be patient and take time to talk 
about school with them.  Take the initiative.  It avoids 
arguments and will be worth it in the end! 
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Care for and support fellow 
pupils by not being afraid to 
expose bullies. 

School will be a happier and safer place and we will be able 
to get on with what we do best; teachers teaching and pupils 
learning. 

Behave in such a way that 
you and other pupils can 
learn and teachers can teach. 

Standards of achievement for everyone will rise and the 
whole school will continue to improve. 

Represent the school in any 
way. 

There are many forms of credits, certificates, awards and 
recognition when you do this.  You will also receive 
acknowledgement in the form of thanks and a quiet word; 
we know that some pupils are a little shy about public 
applause.  Most importantly it will give you a sense of 
personal pride and achievement. 

 
E-praise points 
 

The E-praise system operates for pupils in all years.  An E-praise point is awarded by a 
teacher for hard work, caring/kindness, achievement, resilience and good attendance. E-
praise points are accumulated for individual pupils and House competitions. They are 
recorded on-line via the E-praise platform. In the shop section of E-praise pupils can trade 
their points for rewards like sports t-shirts, water bottles, art sets, gift cards or gifts of time.  
 
An end of year reward trip will be organised for the pupils across the school who have the 
highest E-praise points.  
 
Form groups with the highest E-praise points can earn reward breakfast mornings. 
 
The schools’ House system also has an e-praise points competition.  
 

Governors’ Awards 
 

Pupils are nominated by staff to receive a ‘Governors Award’ via June interim assessment 
data.  Outstanding attendance, behaviour and effort are all recognised. Pupils receive a 
certificate signed by the Chair of Governors at a special afternoon celebration.  Boy and Girl 
‘Pupil of the Year’ awards are also presented.  
 

Achievement Awards Evening 
 

Subject awards are given for outstanding achievement and progress at all age levels and in 
all subjects. This whole school Celebration Evening is held annually at Pride Park. 
 
Attendance Awards 
 

Those pupils with 100% attendance for the year receive a certificate of merit at the 
Governor’s Awards ceremony. Form attendance is monitored weekly and celebrated on the 
screens. The Forms with the best attendance and punctuality records are awarded the 
weekly ‘attendance and punctuality’ trophy in assemblies. 
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Assemblies 
 

All pupils attend a formal assembly each week and there are often special assemblies.  These 
are excellent opportunities to celebrate the success of teams and individuals. House 
assemblies celebrate individual and team successes within the vertical house system.  
 
West Park ‘Park Life’/West Park TV 
 
Academic, sporting, cultural and charity achievements of all kinds are reported termly in 
Park Life and weekly on the screens.  It is an excellent opportunity to record, celebrate and 
publicise success. 
 
Formal letter of congratulation 
 
To mark outstanding academic, sporting or cultural performance or achievement the Head 
will write a formal letter of congratulation to the pupil.  Pupils will be invited to receive the 
letter and talk about their achievements over a cup of tea.   
 
Trilathon 
 
Termly Prize Draw for 5 winners in each year group related to the number of Consequences, 
98% attendance and targets being met in lessons. 
 
Senior Pupils – Posts of Responsibility 

  
1.    House Captains.   In Year 10 pupils are invited to apply for this position which 

involves supporting the Head of House and liaising with younger pupils. 
 
2.   Year 10 and 11 pupils are trained up to be ‘buddies’ supporting vulnerable Year 7 

pupils when they arrive at West Park. 
 
3.   Year 10 pupils assist as ‘Prefects’ in the induction programme. 
 
4.      Sports Leaders – provide activities/competitions for local primary schools.    
 
5.  Year 11 peer readers. 

 
(ii) Sanctions 
 
Sanctions are necessary to show all pupils and parents the school’s response to those who 
reject its values. 
 

What will happen if I choose to misbehave? (Guidance for pupils) 
 
The following are examples and not intended to cover every eventuality.  Please be very 
clear that any misbehaviour will be a serious matter for the teacher who is with you at the 
time.  Sanctions get even more serious when referred to the Department Head or Year Head.  
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It is in your interest to respect your teacher and work hard at achieving a good relationship.  
Avoid getting yourself on a spiral of punishments. 
 
 

If You: Your teacher will: 

Forget your 
homework/ other 
materials 

Warn you and give you a Teacher Detention or if necessary a 
Subject Detention.  These detentions are always work related.  If 
you persistently miss homework it could lead to Head of Year 
Homework Report.  The Head of Year will probably contact your 
parents.   

Swear at a teacher 

(Pupil to staff verbal) 

This is very serious and will result in immediate exclusion from the 
lesson via a C3 On Call.  A period in the Control Centre would be 
very likely.    

Swear at a pupil 

(Pupil to pupil verbal) 

This is also serious.  In class it is often interpreted as swearing in 
the presence of a teacher and will result in C2 and possibly a C3.  

Misbehave at 
lunchtime and prevent 
Midday Supervisors 
from doing their job 

You will eat your lunch alone and not be allowed to associate with 
friends for a period of time.  If poor behaviour persists your 
parents will have to cater for you at home and you will only be 
allowed back on site at the beginning of afternoon school. 

Steal (including food 
from the canteen) 

 

You will be made to repay the cost.  We often involve the police.  
Parents will certainly be involved.  You would almost certainly 
serve time in the Control Centre.   

Fight (Pupil to pupil 
physical) 

If it is a serious attack or bullying it could well result in police 
action as well as Control Centre or permanent exclusion.  A School 
Detention would be automatic. 

Disrupt a lesson with 
inappropriate 
behaviour 

This is very serious.  You will be warned then action taken against 
you.  C1 or C2 at first then moving through C3 then time in the 
Control Centre permanent exclusion or alternative provision for a 
persistent offender. 

Bully 

 

This is very serious and will always be treated as such.  Parents will 
certainly be involved and we contact the police in some cases.  For 
a period of time you will lose break and lunchtimes and any free 
association with other pupils. There will be time in the Control 
Centre, Permanent Exclusion or alternative provision for persistent 
bullies.  You will be given the support and opportunity to change.  
A School Detention would be automatic. 
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Fail to attend a 
Teacher Detention 
(given because of poor 
work or missed work). 

You will be placed in isolation at break and lunch for one day and 
have to attend the detention when it is re-arranged.   

Refuse to work or carry 
out an instruction.  Are 
rude or argumentative. 

The usual sanctions will take effect beginning with C1, C2, C3, 
Control Centre up to exclusion if necessary. 

Damage school or 
other pupils’ property 

You will be required to pay compensation.  You will also be 
punished with detentions or other sanctions.  Parents will be 
informed. 

Talk out of turn 

 

You will be warned with a C1 or C2, if it is persistent you may be 
removed to another class or the Control Centre until you can act in 
a reasonable manner. 

Wear incorrect uniform 

 

You will be given the chance to put it right and the school will have 
regard for your circumstance.  Appropriate uniform will be 
provided by the school. If a pupil refuses to wear this sanction will 
be applied.  

Misbehave on a school 
journey 

You may be barred from all subsequent trips including end of year 
activities off site. 

Truant Parents are always informed and you will be punished by making 
up the time missed (during Training Days when all other pupils are 
at home).  You will be placed on attendance report.  Repeat 
truancy will result in Head’s, or Chair of Governors Disciplinary 
meeting. 

Arrive late 

 

You will be warned and marked late.  If you are late to a lesson you 
may be required to make up the time.  If you are persistently late 
you will be placed on report and parents contacted.  If there is no 
improvement the use of punishments such as Pastoral Detention 
and loss of breaks will begin.  Three late marks in a half-term will 
result in an hour detention with the Pastoral team. 

Smoke or Vape 

 

‘With immediate effect anyone caught in possession of smoking/ 
vaping paraphernalia or seen either smoking or vaping or stood 
near a smoker/vaper, either in school or in the vicinity of school, 
before, during or after school, will be placed on break and 
lunchtime isolation for five days and be placed in a 3pm to 5pm 
educational detention to learn about the dangers of smoking or 
vaping. The strongest sanction for the persistent offender:  
permanent exclusion.  I will not tolerate repeat offenders.  Vaping 
equipment will be confiscated and placed in the school safe until 
the pupil leaves school. Smoking paraphernalia will be disposed of.  

 



  

 16 

Bring alcohol or 
drugs into school 

Your parents will be informed, police will almost certainly be involved 
and you may face exclusion from school. You may be referred to an 
outside agency.  

Spit/drop 
litter/graffiti 

You will be asked to clean it up and you will also be punished with 
School Detention. 

Chew gum 

 

You will be asked to remove it and if you are a persistent offender 
you will be punished with the usual sanctions. In class it is likely that 
your teacher will give you a C2 or C3 if you persist. 

Get out of your seat 
and walk about the 
class without 
permission 

You will be asked to return to your seat.  If you object you will be 
given a C1 or C2 by the teacher.  If you persist in refusing to comply 
with a reasonable request you will receive a C3 On Call which will lead 
to more serious punishment. 

Receive a C3 for 
disrupting learning 

You will be placed in the Control Centre until 4.00 p.m. the same day. 
A restorative conversation with the issuing member of staff will be 
compulsory.  

Misuse of 
technology in 
school. 

Confiscation of the device and a temporary ban from the schools’ 
network. Parental involvement and possible police involvement. The 
Head would be informed of all such incidents. (Appendix 11). 

Mobile phones 
should be off and 
away in pupils’ bags 
at all times on 
school premises. If 
pupils are seen 
using their mobile 
phone on school 
premises they will 
receive a phone 
strike. 

1st Strike – The pupils’ phone will be confiscated until the end of the 
school day and a warning letter sent home. 

2nd Strike - The pupils’ phone will be handed into the CC in the 
morning and collected at the end of the day, this regime will remain 
in place until the following Monday. The pupil will also be placed in 
Pastoral Detention.  

3rd strike – The pupils’ phone will be handed into the CC in the 
morning and collected at the end of the day until the end of term. 
There will be a parental meeting and the pupil will be placed into a 3-
5pm detention. 

 
Consequences System 
 
The ‘Consequences’ and ‘On Call’ system is intended to be supportive and is not in any way 
judgemental.  It is meant to support you in effectively challenging poor behaviour in your 
classroom.  If it is used properly it should enable you to feel confident in teaching and 
reinforce to pupils the message that any poor behaviour will be dealt with promptly, 
thoroughly and in the same way by every teacher.  The same standards, the same responses 
and the same actions will apply lesson after lesson.  As a school we need to rehearse the 
same positive language and the same restorative scripts to use in all settings.  All of us 
modelling the same responses and practices.   
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By doing this we can focus on the harm to relationships (and thus the harmonious 
atmosphere so necessary for effective teaching and learning) that results from breaches of 
the rules. 
 
It is of paramount importance that we are consistent in our dealing with pupils; keep strictly 
to this procedure when dealing with poor behaviour in your lesson.  C1, C2 and C3 will be 
powerful and consistent sanctions for you because pupils will be subject to this regime only, 
lesson after lesson throughout the day.  These words will be the everyday language they 
hear.  Most will quickly learn that they must choose the behaviour you expect or they will be 
caught out by the ‘consequences’ of not doing so; those who don’t choose to behave well 
will be taken through the behaviour modification stages up to and including permanent 
exclusion or alternative provision.  We must consistently shift responsibility to the rule 
breaker so that they choose not to jeopardise the good relationships which make school at 
least tolerable and at best enjoyable. 
Procedure 
 
1. The ‘Consequences’ and ‘On-call’ system should be used when a pupil’s behaviour is 

such that it has been interfering with the learning of others and the pupil has not 
responded to the usual behaviour correction prompts from you (‘come on now’, 
‘settle down’, ‘that will do’, ‘David stop the chat’, ‘Emma move to the end seat 
please’ and so on).  A central feature of the School’s Behaviour and Discipline Policy 
is that unless a pupil has a special educational or medical need, behaviour is a matter 
of choice.  Pupils need to know that choices result in consequences and the 
consequence of choosing poor behaviour rather than responding to your expectation 
of good order is to involve them in a range of counselling, support and sanctions up 
to and including permanent exclusion or alternative provision. 

 
Once you take the decision to embark on ‘Consequences’ with a pupil who is 
misbehaving in your lesson they should be in no doubt that a serious process is 
starting.  Accordingly, your warnings should be delivered exactly as follows.  It is 
important that you do not shout or show loss of temper.  Look directly at the pupil 
and insist they look at you. They must understand that their choice of behaviour has a 
consequence. Gain and retain eye contact as you say slowly, clearly, calmly and 
forcefully: 

 
Consequence C1 (do not say this!).    
 
‘This is your first warning, (pause to let that sink in) C1.  I will not tolerate behaviour which limits 
learning.  Stop it right now’.   

 
Change your usual manner and tone to one which emphasises the seriousness of what is 
about to happen but do not convey anger.  It may help you to keep track and also reinforce 
the system to the class, if you write the pupil’s name on the board with C1 alongside it. 
 
Consequence C2 If the behaviour persists or reappears at some time in the 

lesson, say, again in the same slow, clear, calm, forceful 
manner. 
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‘This is your second warning, (pause to let that sink in) C2.  You are moving closer to ‘On Call’.  
(You also give the pupil an amber C2 Task) at this point (Appendix 3).  You will have already 
made clear to the class how this works. (Appendix 2) 
 

Consequence C3 If the behaviour persists or reappears at some time in the 
lesson, say, again in the same slow, clear, calm, forceful 
manner. 

 
‘Are you going to do as I say right now and for the rest of the lesson, or do I have to send for On 
Call?’. 

 
The warning of C1, C2 and the ‘get out’ provided before you say ‘C3’ would not be 
offered to a serious incident.  In the case of a serious incident request On Call 
immediately, Priority 1 (emergency) C3. 

 
2.  In a case of non-compliance to your last words ‘Are you going to ........ etc’ you will 

simply say ‘C3’ and immediately complete a form (Appendix 5) (and press the alert 
button on Class Monitor) to indicate where On Call is needed, indicating the 
seriousness of the incident by rating it 2 (serious) or 3 (less serious).  (This enables 
the senior member of staff On Call to prioritise in the event of two simultaneous 
calls).  Allow absolutely no back pedalling from the pupil; once you have said ‘C3’ you 
must follow it through and send for ‘On Call’.  

 
3.  You should then send the form to Jackie Walker with a reliable pupil and On Call will 

be enacted. 
 
4.   A pupil who has not responded to your C1, C2 and final C3 should not be sent out of 

the classroom to ‘wait’ for On Call.  If there is a clear health and safety issue which 
means that the pupil cannot remain in the room, summon the assistance of a 
colleague from an adjacent classroom.  For a priority 1, On Call will arrive in seconds. 

 
5.    When the class teacher calls for the member of staff On Call they are effectively 

handing over the situation.  On Call will take the lead in deciding how the situation 
should be resolved.  The teacher requesting On Call will be directly involved in the 
outcome by ensuring that there is a structured, restorative conversation before the 
next lesson.  The pupil who received the C3 will be escorted to the Control Centre 
and spend the rest of the school day there until 4pm. Parents will be notified by 
reception and a council meeting will be arranged.  (Appendix 4) 

 
The teacher issuing the C3 must make every effort to speak with the pupil concerned 
before the next lesson.  This should be a counselling opportunity using the shared 
positive language of a restorative approach so that the pupil is given the opportunity 
and responsibility to resolve the situation.  The teacher might seek assistance and 
support for this from the form tutor, their Head of Department or a member of the 
Pastoral Team who can provide a ‘script’ and ‘prompts’ framework for this.   
 
Department Heads, Year Heads and Form Tutors will be alert to patterns of individual 
pupil behaviour and teacher responses; they will have strategies in place to provide 
active support for both pupil and teacher and arrange for further sanctions as 
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necessary, up to and including permanent exclusion or alternative provision.  Parents 
will be involved at an early stage. 

 
6.  Details of the reason for the C3 should be written briefly on the back of the C3. 
 
7.   The following are all courses of action that may be taken by the member of staff On 

Call: 
 

• Refer to Head for consideration of a day or more in the Control Centre 
(serious incidents). 
 

• Withdraw pupil from rest of the lesson or lessons for that day into the Head’s or 
Pastoral Team’s supervision. 

 

• Allow pupil back into lesson and issue him/her with a report for the rest of the 
day to be presented to On Call at 3.00 p.m. 

 

• Allow pupil back into lesson and issue him/her with a report for the rest of that 
lesson.  Pupil must present this to On Call before going to next lesson. 

 

• Allow pupil back into lesson and issue him/her with a report for the rest of that 
week.  The report will be to the On Call member of staff. 

 

• Deprive the pupil of his/her lunchtimes or break times for a certain period of 
time. 

 

• Give the pupil(s) a warning – either privately outside the classroom or in the 
classroom to include others if it is felt that they too need ‘calming down’.   

 

• If a problem class has been identified On Call may decide to visit the class at the 
beginning of the next lesson to make sure that all of the pupils in the class are 
settled and ready to work.  On Call may decide to stay with the class for part of 
the lesson. 

 
On Call will always confirm with the pupil that the incident will be recorded on 
their school file, that parents will be informed of the incident by letter or 
telephone and an after-school detention will follow.   

 
8.   The conversation with the teacher before the next lesson is a crucial element in the 

Consequences and On Call process in that it gives a structured opportunity for the 
pupil to find a way back to meet the expectation of good behaviour.    

 
Because of this no other detentions, other than through this process, should be 
given to pupils for behavioural reasons by individual teachers or departments.     

 
Failure to complete the C2 Blue Sheet Task on time triggers 5 days of detention 3.00 
p.m. to 4.00 p.m.     
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9.         Pupils must be aware of consistency across the school in the application of sanctions.  

Centralising punishment detentions gives Year Heads another step in the process and 
one which is clearly recorded and controlled.  These detentions will be run to a 
precise regime, seating arrangements, total silence and so on with the strict 
application of ‘Consequences’.  Pupils will be collected from class at 2.50 p.m. and 
escorted to the detention room.  Detentions to re-do poorly completed work, or to 
complete homework or coursework are dealt with in the Homework Policy 
sanctions.  Teachers will still be able to detain pupils to ‘have a word’ at break, lunch 
or after school for a maximum of ten minutes.   

 
10. Responsibility for behaviour in departments will still be there in the way a teacher 

uses ‘Consequences’ and in the way the department supports colleagues in the use 
of ‘Consequences’.  This will also engage the Department Head more closely with 
colleagues in exploring effective teaching, learning and behaviour management 
strategies rather than simply ‘dealing with’ the poor behaviour of the pupil(s). 

 
11.  Form Tutors should regularly (probably daily for the first few weeks of term then 

weekly thereafter) make the process and progression of Consequences (C1, C2, Blue 
Sheet Task, C3, entry on their school record detention, apology, further sanctions and 
reports, isolation and ultimately Control Centre then permanent exclusion), absolutely 
clear to pupils in their form.   

 
It will also be worth mentioning, again systematically, that a series of Reports 
concerning attitude and behaviour will be issued by Pastoral Staff or Senior Staff to 
pupils who are repeat bullies, disrupters of teaching and learning, those who will not 
act on instructions first time or those who impose themselves physically on others.   

 
These reports also contribute to our understanding of a pupil’s special needs or 
medical condition as it is highly likely that a pupil who persistently chooses to 
misbehave will have elements of one or both. It is appropriate to note at this point 
that a special need or medical condition will not prevent the decision to exclude 
permanently or make alternative provision if the Head feels that the school has done 
everything possible to support the pupil.   

 
At the same time you will of course recognise the need for the regular, positive, high 
profile recognition and celebration of achievement, of individual pupils, teams, 
groups and the whole school.  The focus for this is the annual October Awards 
Evening at Pride Park and end of Year Governors’ Awards. 

 
Reports (Appendix 6) 
  
A series of Reports concerning attitude and behaviour are issued by Pastoral Staff or Senior 
Staff to pupils who are repeat bullies, disrupters of teaching and learning, those who will not 
act on instructions first time or those who impose themselves physically on others.   Help 
pupils identify their problems and concentrate lesson by lesson on improving that aspect of 
school life. 
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Reports will be used to inform meetings with parents, Governors’ Disciplinary meetings for 
consideration of Training Centre placement and ultimately permanent exclusion or 
alternative provision for a pupil who persistently rejects the culture of the school.  These 
reports will also contribute to our understanding of a pupil’s special needs or medical 
condition as it is highly likely that a pupil who persistently chooses to misbehave will have 
one or both.  
 
1. Yellow – Monitoring Report   

Criteria tick box on the cover.  Staff can also comment on these criteria and note any 
C1s, C2s and C3s.  Sanctions in place for lost, forgotten or poor reports.   
 
Used to: 

 

• Ascertain nature of pupil problem, frequency of problem – lessons of most 
occurrences. 

• Check attendance +/or punctuality – uniform, relationships, effort and homework. 

• Pupil behaviour after spell in Control Centre. 

• Involve parents. 
 

Used by: Form Staff, Year Heads, Leadership Group 
 
2. Green – Target Report   

Targets for improvement in particular behaviours. 
 

• Up to 4 targets – all scored. 

• Sanctions in place for lost, forgotten or poor reports. 

• Rewards for good reports. 

• Maximum 4 weeks. 

• Involve parents. 
 

 Used by: Year Heads and Assistant Year Heads only. 
 
 
 
3. Orange – Target Report  

Issued to pupils of serious concerns after Yellow/Green reports have not recorded 
improvement.  Stepping stone to Control Centre or Governors’ Disciplinary, Special 
Needs Referrals. 

 

• Up to 4 targets – all scored – with sanctions and rewards in place – maximum 4 
weeks.   

• Involve parents 
 

Used by: Deputy Head Pastoral Team only 
 
4.  Blue – One Day Reports  

• C3 ‘On Call’ pupils to monitor rest of lesson or rest of day 

• Pupils who have lost or forgotten yellow/green/orange reports. 
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• Teachers can simply acknowledge attendance or compliance with a signature or 
make a comment/ C1s, C2s, C3s recorded.  Not to be used on a continuous basis  

 
Used by: Form Staff, Year Heads, Leadership Group. 

 
Pastoral Detention 
 
Pastoral detentions are set for a one hour run by the Heads of Year on a Monday evening.  
Pupils may be placed in this for poor punctuality, bullying, poor reports, or rudeness to staff.  
Pupils are set lines, times tables and apology letters to complete at this detention. 
 
The Control Centre 
 
 
1. Pupils who consistently reject the ‘Consequences’ regime or show other persistent 

patterns of aberrant behaviour, will quickly come to the attention of Form Tutors, 
Year Heads, Department Heads and other Senior Staff.  These are pupils we need to 
move through the stages of behaviour modification to get them to value the 
relationships they are in.   
The Pastoral Team will already have a good idea who these ‘at risk’ pupils are and 
there are systems in place to track their behaviour across the curriculum and over 
time. 

 
A good evidence base for moving them onto our last stage of behaviour modification, 
the Control Centre, will have been gathered and parents would have been involved 
at an early stage.  Typically, a persistently disruptive pupil will already have received 
extensive counselling, monitoring and support from the Pastoral Team, Senior Staff 
and external behaviour modifications professionals.  Sanctions, in the form of 
detentions and withdrawal of certain privileges will have been applied.  Parents will 
have been involved with the Pastoral Team in tracking their child’s behaviour from an 
early stage through the use of reports and consultation meetings. 

 
If all of the above has been tried with little or no success senior colleagues will 
discuss the pupil's placement in the centre.  This is a big step and should under no 
circumstances come as a surprise to the child or parent.  A pupil who arrives at this 
point has placed little value on the important relationships they have to take 
responsibility for.  If a pupil does not make progress in the Centre, clearly 
demonstrating by their attitude that they want to be a West Park pupil, it is highly 
likely that they will be permanently excluded.  The regime is designed to give some 
edge to the meaning of ‘last chance’. 

 
Additionally, colleagues will also discuss the placement in the Centre of a pupil who 
would not normally come within the radar of behaviour modification but has been 
involved in a ‘one-off’ act of such poor behaviour or attitude e.g. swearing at a 
member of staff, striking another pupil, that a short, sharp shock of the school’s 
disapproval is required and a day in the Centre might be appropriate.  An ‘at risk’ 
pupil swearing at staff or striking another pupil will inevitably lead to a lengthy period 
in the Centre as it will be part of a pattern of poor behaviour.   
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Their days in the Centre will constitute their very real ‘last chance’ to conform to 
expectations.  The chance of redemption will not be an open-ended offer; as the 
Behaviour and Discipline Policy states (page 1): ‘Any pupil who persistently rejects 
the ethos and culture of the school will not be accommodated indefinitely’.  Such an 
act may also, of course, lead directly to permanent exclusion if the perpetrator has 
already served time in the Centre to no effect.  The Head also reserves the right to 
summarily permanently exclude or place on alternative provision for extreme acts 
from any pupil. 

 
2.  Pupils placed in the Centre have shown themselves to be temporarily unworthy of 

the usual privileges available to a fully accepted West Park pupil which invariably 
rests upon quality relationships, being ‘in the fold’, freedom of association with 
friends, the regard of teachers and fellow pupils, a sense of fun in learning, being a 
member of school teams and clubs, being an achieving pupil in an achieving school.  
They will be ‘trained’ by their time in the centre to appreciate such privileges once 
they are returned to normal school.  They will be reminded of what these privileges 
are by their absence from the Centre. 

 
3.  The whole point of a pupil’s time in the centre is training and not punishment.  We 

want these pupils to become normal productive members of the school community.  
The experience is designed to modify behaviour by confronting the pupil with the 
consequences of their actions.  A very important aspect will be the restorative justice 
of guided and supported discussion with the teacher(s) and pupils whose classes 
have been disrupted or with individuals who have been attacked, bullied, abused or 
have been in any other way a victim of the pupil. 

 
4. The guiding principle for the pupil is ‘this is how things will be for you when you 

behave badly and disadvantage others’.  Pupils will also be clear that normality can 
be resumed once they consistently comply with expectations. 

 
5. There will be no upper limit on the number of days a pupil might be assigned to the 

Centre at any one time.   
Similarly, there will be no limit in the number of occasions of assignment though 
clearly a pupil who is showing resistance to this strategy is pretty well using up all we 
can do for them and a Fresh Start, Fresh start+ or permanent exclusion would be the 
only step then available. 

 
6.  The Centre has very simple, very strict, non-negotiable rules which must be 

scrupulously observed by pupils.  The day will be 8.30 a.m. to 4.00 p.m. and there will 
be no contact with other pupils. There will be close supervision and accompanied 
toilet breaks at set intervals.  Work will be sent from subject staff to the Control 
Centre. 

 
Head’s Disciplinary Interview 
 
If there are continuing causes for concern following ‘Consequences’ and ‘Control Centre’. 
Parents will be invited into school to discuss the situation at a Head’s Disciplinary Interview.  
Following the interview, the Head will closely monitor the pupil. The next step would 
normally be Governor’s Disciplinary Interview.  This is a very serious disciplinary measure. 
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Chair of Governors Disciplinary Interview 
 
This is a disciplinary measure at the highest level and is a step taken before consideration of 
permanent exclusion (unless the offence requires immediate exclusion).  The Head will invite 
pupil and parents before the Chair of Governors to issue what is in effect the final warning. 
 
Exclusions 
 
At West Park School we follow the prevailing guidance from the Department for Education 
on all issues relating to exclusion, including permanent exclusions. 
 
The Head Teacher, or a Deputy Head Teacher in his absence, will decide whether to exclude 
a pupil for a fixed term or permanently, considering all the circumstances, the evidence 
available and the need to balance the interests of the pupil against those of the whole 
school community.  In line with Department for Education guidance, permanent exclusion is 
an appropriate response to a serious breach, or persistent breaches of the school’s 
Behaviour Policy (including conduct off the School site) and where allowing the student to 
remain in school would seriously harm the education or wellbeing of others in the school.  
The school will permanently exclude pupils for both persistent breaches of the school 
behaviour policy and for serious (one off) breaches of the Behaviour Policy. 
 
The School does not have a tariff of exclusion length for different misdemeanours and 
acknowledge that there are certain serious one-off incidents for which permanent exclusion 
may be appropriate. 
 
Examples of serious breaches for which permanent exclusion may be a reasonable response 
to a first offence include: 
 

• Serious actual or threatened violence against another student or a member of 
staff. 

• Sexual abuse or assault. 

• Possession and or supply of illegal highs/alcohol/illegal drugs. 

• Carrying/supplying an offensive weapon. 

• Arson. 

• Behaviour which poses a significant risk to the young person’s own safety. 

• Examination malpractice in a public examination. 

• Malicious or unfounded allegation against a member of staff.  

• Behaviour whilst travelling to and from School (or whilst away from the School) 
that brings the School into disrepute/or is harmful to the public.   

• Bullying/ hate crime behaviour. 
 
The list above is in no way intended to be exhaustive nor to limit the Head Teacher’s 
authority to make reasonable decisions regarding permanent exclusions. 
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We are committed to reducing exclusions as the least long-term effective strategy we have.  
Exclusion will be used if all other strategies have been tried.  Exclusions are the most serious 
sanctions available to the school.  There are three levels of suspensions/exclusions: 
 
• Suspension, usually between 1 and 5 days; 
• Suspension of up to 45 days in a school year; 
• Permanent. 
 
Suspension 
 
The short suspension may be used either in cases of serious misbehaviour (violence to other 
pupils, abuse to a member of staff) or persistent poor behaviour which doesn’t respond to 
any other sanction.  The short exclusion, used in the case of a fight or complete loss of 
temper, can be a constructive period.  Suspension is a serious sanction and should have a 
salutary effect on other pupils as well as the offender.  The decision to suspend can only be 
taken by the Head (or Deputy in his absence).   No pupil will be sent home during the day 
unless parents have been contacted and agree.  A formal letter setting out reasons, length of 
suspension, arrangements for re-admission and the right to appeal will quickly follow.  
Copies of letters are sent to the LA.  Work will be sent to complete during the suspension 
period.  Returning to school after a suspension is an opportunity for a pupil to make a fresh 
start but not to work their way through levels of sanctions again.  If suspension was for 
persistent poor behaviour then there has to be a change in that behaviour in the future.   
A report with targets will normally accompany re-admission.  suspensions for violence, 
bullying or verbal abuse will result in longer or permanent exclusion if repeated. 
 
Permanent 
 
Permanent exclusions are very disruptive of a child’s education.  West Park has in place 
recognised methods to deal with difficult children.  However, there are some pupils whose 
behaviour continues to be totally inappropriate.  We have to recognise that schools work for 
most pupils most of the time but not everyone all of the time.  It is right not to tolerate 
serious misbehaviour that prevents others from working. The procedures regarding 
permanent exclusion are available on a request from the school. 
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4.   BULLYING (we understand bullying behaviours to include hate crimes) 

 
1. When a concern is brought to you listen to the pupil (or parent) seriously and 

sensitively; record on an ‘Incident Sheet’(Appendix 8) and send to Head of Year or 
pastoral office.  

 

2. Collect dated and signed statements from witnesses. 
 

3. Provide immediate reassurance for victim’s (parent’s) concerns about safety.  Provide 
practical advice and actions.  Let the Year Head know that you have started to 
investigate.  Contact victim’s parents and inform them of your intended actions and 
reassure that action is being taken. 

 

4. Use your judgement to assess the seriousness of the allegation or alleged incident.  
Consult Year Team colleagues and SIMS for advice on previous incidents. 

 
5. Interview bully to establish their story/veracity of accusation. 
 
 If, in your judgement, there has been bullying: 
 

• Inform the Year Head of your intended actions 

• Contact both sets of parents and inform of your intended actions, emphasise that 
you will keep them informed 

• Explain to the bully how the bullying behaviour has caused upset 

• Counsel, warn, contract 

• Be clear about gradation of sanctions; counselling; verbal warning; loss of social 
time; reconciliation meeting; letter of apology; pastoral detention; time in the 
training centre; exclusion; involvement of the police. 
 

6. Interview victim 
 

• Counsel to give strategies (“it has been sorted”, no gossip etc) 

• Reassure parents 

• Monitor regularly, through meetings with pupil and/or the keeping of an incident 
diary. 

 
Initially all bullying, racism, homophobic or hate crime allegations are recorded as Sims 
“reports”; Pupil to pupil verbal or pupil to pupil physical. 
 
Following investigation (all reports are investigated) a “report” may be elevated by the 
investigating colleague to “recorded incident” depending on factors such as seriousness, 
context, repeated involvement or age. The investigating colleague will also take and record 
appropriate action in either case. 
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5.   HOMEWORK 
 
This revision assumes that all homework set is of a suitable level and length. 
 
Sanctions  
 
School operates a system of compulsory completion of homework.  
 
1. Homework that is unfinished/poorly done/not handed in, will result in a 1 hour 

Teacher Detention at the teacher’s convenience as a punishment and a learning 
opportunity (e.g. homework could be completed in supported and controlled 
conditions).   

 
Avoidance of Subject Detention through truancy = 1 hour Pastoral Detention + 
original 1 hour Subject Detention.  Keep pastoral office informed and they will 
arrange Pastoral Detention, subject head to re-arrange Subject Detention.   

 
3.  Pupils who are genuinely unable to attend any of their detentions (absence, verified 

appointments) should be set a rearranged date. 
 
4.  Absconding from detention will result in loss of break and lunch the next day and the 

original detention re-arranging. 
 
5.   Pastoral office will arrange pick-ups and enter all data to SIMS.  Keep them informed.  

Good communication from subject staff to Year Head is essential.  Pupils showing 
problems across the curriculum will be seen by the Year Head who will involve 
parents and sort out strategies to support the pupil. This may involve a homework 
report or an agreed time on “P6”. 

 
Period 6 
 
For pupils experiencing regular difficulties with homework who are collected at 3.00 p.m. to 
have extra tuition with their subject teachers, where they can catch up with missed work. 
 

6.   USE OF REASONABLE FORCE 
 
Section 550A of the Education Act 1996 clarifies the powers of teachers to use reasonable 
force to prevent pupils committing a crime; causing injury or damage; or causing disruption.  
It does not authorise the use of corporal punishment in any circumstances. 
 
Parents, pupils and staff must be clear about what is acceptable and what is not regarding 
the use of force to control or restrain pupils. 
 
Section 550A 
 
The section allows teachers, and other persons who are authorised by the Head teacher to 
have control or charge of pupils, to use such force as is reasonable to prevent a pupil from 
doing, or continuing to do, any of the following: 
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• Committing a criminal offence (including behaving in a way that would be an offence if 
the pupil were not under the age of criminal responsibility); 

• Injuring themselves or others; 

• Causing damage to property (including the pupil’s own property); 

• Engaging in any behaviour prejudicial to maintaining good order and discipline at the 
school or among any of its pupils, whether that behaviour occurs in a classroom during a 
teaching session or elsewhere. 

 
The provision applies when a teacher, or other authorised person, is on the school premises, 
and when he or she has lawful control or charge of the pupils concerned elsewhere e.g. on a 
field trip or other authorised out of school activity. 
 
Authorised Staff 
 
The Act allows all teachers at a school to use reasonable force to control or restrain pupils, it 
also allows other people to do so, in the same way as teachers, provided they have been 
authorised by the Head to have control or charge of pupils.  These might include classroom 
assistants, care workers, midday supervisors, specialist support assistants, education welfare 
officers, escorts, caretakers, or voluntary helpers including people accompanying pupils on 
visits, exchanges or holidays organised by the school. 
 
The Head will identify people, other than teachers, authorised to have control or charge of 
pupils and therefore be able to use force if necessary.  Authorisation may be on a permanent 
or long term basis because of the nature of the person’s job, or short term for a specific 
event such as a school trip.  The Head will explicitly inform the people concerned, and 
ensure that they are aware of and properly understand what the authorisation entails.  They 
should keep an up-to-date list of authorised people and ensure the teachers know who they 
are. 
 
Types of Incidents 
 
There are a wide variety of situations in which reasonable force might be appropriate, or 
necessary, to control or restrain a pupil.  They will fall into three broad categories: 
 
a. where action is necessary in self-defence or because there is an imminent risk of 

injury; 
b. where there is a developing risk of injury, or significant damage to property; 
c. Where a pupil is behaving in a way that is compromising good order and discipline. 
 
Examples of situations that fall within one of the first two categories are: 

• A pupil attacks a member of staff, or another pupil; 

• Pupils are fighting; 

• A pupil is engaged in, or is on the verge of committing, deliberate damage or vandalism to 
property; 

• A pupil is causing, or at risk of causing, injury or damage by accident, by rough play, or by 
misuse of dangerous materials or objects; 
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• A pupil is running in a corridor or on a stairway in a way in which he or she might have or 
cause an accident likely to injure him or herself or others; 

• A pupil absconds from a class or tries to leave school (N.B. this will only apply if a pupil 
could be at risk if not kept in the classroom or at school). 

 
Examples of situations that fall into the third category are: 

• A pupil persistently refuses to obey an order to leave a classroom; 

• A pupil is behaving in a way that is seriously disrupting a lesson. 
 

Reasonable Force 
 
There is no legal definition of ‘reasonable force’.  So it is not possible to set out 
comprehensively when it is reasonable to use force, or the degree of force that may 
reasonably be used.  It will always depend on all the circumstances of the case. 
 
There are two relevant considerations: 
 

• The use of force can be regarded as reasonable only if the circumstances of the particular 
incident warrant it.  The use of any degree of force is unlawful if the particular 
circumstances do not warrant the use of physical force.  Therefore, physical force could 
not be justified to prevent a pupil from committing a trivial misdemeanour, or in a 
situation that clearly could be resolved without force. 

 

• The degree of force employed must be in proportion to the circumstances of the incident 
and the seriousness of the behaviour or the consequences it is intended to prevent.  Any 
force used should always be the minimum needed to achieve the desired effect. 

 
Whether it is reasonable to use force, and the degree of force that could reasonably be 
employed, might also depend on the age, understanding, and sex of the pupil. 
 
Practical Considerations 
 
Before intervening physically, staff should, wherever practicable, tell the pupil who is 
misbehaving to stop, and what will happen if he or she does not.   
 
The teacher should continue attempting to communicate with the pupil throughout the 
incident, and should make it clear that physical; contact or restraint will stop as soon as it 
ceases to be necessary.   
 
A calm and measured approach to a situation is needed and teachers should never give the 
impression that they have lost their temper, or are acting out of anger or frustration, or to 
punish the pupil. 
Sometimes a teacher should not intervene in an incident without help (unless it is an 
emergency).  For example, when dealing with an older pupil, or a physically large pupil, or 
more than one pupil, or if the teacher believes he or she may be at risk of injury.  In those 
circumstances the teacher should remove other pupils who might be at risk, and summon 
assistance from a colleague or colleagues.  The teacher should inform the pupil(s) that he or 
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she has sent for help.  Until assistance arrives the teacher should continue to attempt to 
defuse the situation orally, and try to prevent the incident from escalating. 
 
Application of Force 
 
Physical intervention can take several forms.  It might involve staff: 

• Physically interposing between pupils; 

• Blocking a pupil’s path; 

• Holding; 

• Pushing; 

• Pulling; 

• Leading a pupil by the hand or arm; 

• Shepherding a pupil away by placing a hand in the centre of the back; or 

• (In extreme circumstances) using more restrictive holds. 
 
In exceptional circumstances, where there is an immediate risk of injury, a member of staff 
may need to take any necessary action that is consistent with the concept of ‘reasonable 
force’: for example, to prevent a young pupil running off a pavement onto a busy road, or to 
prevent a pupil hitting someone, or throwing something. 
 
In other circumstances staff should not act in a way that might reasonably be expected to 
cause injury, for example by: 
 

• Holding a pupil around the neck, or by the collar, or in any other way that might 
restrict the pupil’s ability to breathe; 

• Slapping, punching or kicking a pupil; 

• Twisting or forcing limbs against a joint; 

• Tripping up a pupil; 

• Holding or pulling a pupil by the hair or ear; 

• Holding a pupil face down on the ground. 
 
Staff should always avoid touching or holding a pupil in a way that might be considered 
indecent. 
 
Where the risk is not so urgent the teacher should consider carefully whether, and if so 
when, physical intervention is right.  Colleagues should always try to deal with a situation 
through other strategies before using force.   
 
All teachers need developed strategies and techniques for dealing with difficult pupils and 
situations which they should use to defuse and calm a situation.  In a non-urgent situation 
force should only be used when other methods have failed. 
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That consideration is particularly appropriate in situations where the aim is to maintain good 
order and discipline, and there is no direct risk to people or property.  As the key issue is 
establishing good order, any action which could exacerbate the situation needs to be 
avoided.  The possible consequences of intervening physically, including the risk of 
increasing the disruption or actually provoking an attack, need to be carefully evaluated. 
 
The age and level of understanding of the pupil is also very relevant in those circumstances.  
Physical intervention to enforce compliance with staff instructions is likely to be increasingly 
inappropriate with older pupils.  It should never be used as a substitute for good behavioural 
management. 
 
Recording Incidents 
 
It is important that there is a detailed, contemporaneous, written report for any occasion 
where force is used.  It may help prevent any misunderstanding or misrepresentation of the 
incident, and it will be helpful should there be a complaint. 
 
Immediately following any such incident, the member of staff concerned should tell the 
Head or a senior member of staff and provide a written report as soon as possible 
afterwards.  That should include: 

• The name(s) of the pupil(s) involved, and when and where the incident took place; 

• The names of any other staff or pupils who witnessed the incident; 

• The reason that force was necessary (e.g. to prevent injury to the pupil, another pupil or 
member of staff); 

• How the incident began and progressed, including details of the pupil’s behaviour, what 
was said by each of the parties, the steps taken to defuse or calm the situation, the 
degree of force used, how that was applied, and for how long; 

• The pupil’s response, and the outcome of the incident; 

• Details of any injury suffered by the pupil, another pupil, or a member of staff and of any 
damage to property. 

 
Staff should seek advice from a senior colleague and a representative of their professional 
association when compiling a report.  They should also keep a copy of the report. 
 
Incidents involving the use of force can cause the parents of the pupil involved great 
concern.  The Head will advise parents of an incident involving their child, and give them an 
opportunity to discuss it. 

 
Comments from the Head 
 
Colleagues will acknowledge that this is an area of ‘Behaviour and Discipline’ that is fraught 
with difficulty.  Physical force is not in keeping with the values and ethos of the school.   
The policy detailed above will help you to make informed decisions about the use of force.  
However, if you are in any doubt whether your actions would be deemed appropriate, be 
very cautious.  ‘Put your hands in your pockets, take two steps back and mentally count to 
ten’ is still good advice (emergencies notwithstanding).   
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I am duty bound to investigate any complaint from a parent or child about the use of 
physical force to discipline a pupil and it is never straightforward.  The investigation is often 
stressful and the fallout can damage all concerned including the reputation of the school.  I 
can’t stress the point too strongly – don’t raise your hands to a child unless the 
circumstances are extreme.  I will vigorously support a teacher’s right to discipline pupils 
within the policies of the school – don’t make it difficult for me to do so by stepping outside 
them. 
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Heads of Department, Heads of Year, Assistant Heads of Year  C2 

 

Know your role; know the role of those you manage; make sure they know their role; make it work 
 
  
 
 
 
 
 
 
 
 
 

Teacher gives the 
pupil a 

C2 amber 
sheet for 

completion. 
Explains what 

to do and when to 
hand in and 

records the C2 on 
SIMS 

After using all 
usual 

behaviour 
prompts 

including C1 a 
teacher 

issues a C2.  

Pupil completes 
and hands the C2 to the 

issuing 
teacher by  

11:05am the next day and the 
restorative conversation is 

completed successfully 

Subject teacher 
records ‘C2 completed’ 
on the amber C2 sheet. 

Subject teachers regularly 
discuss frequent C1, C2, C3 
pupils with HoD who will 
do three things: 
 
1. Note patterns and raise 

concerns about 
individual pupils with 
appropriate Year Head. 

2. Discuss teaching, 
learning and behaviour 
strategies with 
individual teachers. 

3. Consult Assistant Head 
Or Head of behaviour  
regarding persistent 
problems. 

Pupil does not complete the 
sheet, it is late, it is poorly 

completed, or the restorative 
conversation with the issuing 

member staff is not 

acceptable. 

Subject teacher 
records ‘C2 incompleted’ 

on the amber C2 sheet. 

Head of Behaviour and Reception organise 
for the pupil to complete 2x1 hour 

detentions at the earliest convenience.  
Parents informed by text message and 

recorded on SIMS. 

Teacher forwards the completed C2 task 
sheet to the department outbox.  

 

 Each accumulation of 3 x C2s in a term 
triggers a day in the Control Centre until 

4.00 p.m.  Parents informed by text message 
and recorded on SIMS. 

Head of Behaviour sends out regular 
statistics for HOY and form tutors to speak 

to pupils and track behaviour issues.  
 

Year Head acts with individual pupils 
showing repeat patterns; on report to Head 
of Year is likely.   Discussion with SLT will 

result in further action if necessary.  Parents 

(and possibly other agencies) will be alerted 
and involved early.   

 

Appendix 1 
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Heads of Department, Heads of Year, Assistant Heads of Year   C3 
 

Know your role; know the role of those you manage; make sure they know their role; make it work 
 

 
  
 
 
 
 
 
 
 

Teacher completes On Call slip 
and asks responsible pupil to 

take it to Head’s PA. 
Teacher does not send 

problem pupil. 

After using all usual 
behaviour prompts 
including C1 and C2 

(except in extreme 
circumstances we must 

go through these two 

steps first) teacher 
issues C3. 

On Call arrives and takes 
action (possible actions are listed 

on separate document). 

Teacher records C1, C2 and C3 in their 
Consequence records in their Mark 

book and follows School procedure for 
gathering and using this data.  of 

‘Consequences’ emerge. 
 

If there is a pattern emerging Head of 
Year, will certainly contact parents 

and counsel the pupil.  The Year Head 
would probably use a Green 

Behaviour Report at this point. They 
will consult with SLT over other 

possible actions such as isolation in 
the Control Centre.   

In the Control Centre the pupil is 
issued the green restorative C3 slip. 
This should be taken to the issuing 

teacher the next day for a restorative 
conversation.  Incomplete C3s will 

result in 2 period 6 detentions in the 
Control Centre.  

C3 form is passed to Head of Behaviour 
for a data tracking.  

C3 is processed at Reception 
where 

SIMS is updated and parents are 
informed that pupil is in the 

Control Centre for remainder of 
the day until 4.00 p.m. 

APPENDIX 2 Appendix 3 
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Briefly explain reason for issuing the C3 overleaf:….. 
 
 

 

West Park School 
 

Request Slip for ‘On Call’ after you have used Consequences 1, 2 and 3 

(In an emergency go direct to ‘On Call’) 
 
 
Teacher : ......................................................  Room : …...…..    Lesson :    1      2      3      4      5 

 
Subject : ........................................................                   Scale of Urgency/Seriousness  

 
Date : .............................................................              1        2            3  
 
Day :     Mon      Tues      Wed      Thurs      Fri  emergency        very serious         serious   

        

Problem Pupil : ............................................................................Year and Form : ..................... 

DO NOT send the problem pupil out of your room unless there is a risk to health and safety 

Send this slip with a responsible pupil to Jackie Walker 

Appendix 4 
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Procedure Guidelines for a child experiencing Bullying 

 
 

1. Child feels bullied 
 

2. Child finds suitable adult in school 
 

• Head      - Mr McGregor 

• Head of Year/Assistant Head of Year      

• Form Tutor 

• Deputy Heads     - Mr Sanderson 
Mr Allsop 

• Designated Safeguarding Lead   - Mrs Sheffield 

• Deputy Safeguarding Lead/Attendance  - Miss Greenwood   

• Pastoral Assistant      - Mrs Stringer    

• Assistant Head     - Ms Clamp 
Ms Mangan 
Mrs Hawkins 
Mr Flynn 

 
3. Child explains the issue and completes an incident sheet 

 
4. Adult refers to Bullying Team (Miss Greenwood,  Mr Sanderson, Head of Year) who 

investigate (interview witnesses) 
 

5. Bullying is identified and warned or punished accordingly, relating to level/nature of 
bullying and previous record 

 
6. Child monitors the situation – may keep bullying diary but returns to Bullying Team if 

the bullying continues 
 

7. Procedure repeats from No 5 but punishments may escalate involving parents, warnings 
of pre exclusion or reconciliation meetings 

 
 
 

 

 
 
 
 
 
 

Appendix 6 
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Incident Record Sheet 
 

West Park 
               ‘A caring school where we put pupils and their achievement first’ 

 

Pupil Statement Form 
 

Name: ……………………………………………..………………………………. Form: ……………………………………. 

 

Date: …………………………………………….. Mon / Tue/ Wed/ Thu/ Fri / Weekend  (circle one) 

 

I understand that I must give a true account of the incident that took place.  I understand the 
difference between the truth and a lie. 

 

Yes I understand      No I do not understand 

 

Name of Witness/Staff involved  Location 

  Classroom  

  Courtyard  

  Field  

  Way to School  

  Way Home  

  Other (please state)  

 

 

 

 

 

 

 

Continue overleaf…………. 
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