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Rationale 
 
At St Matthew's Primary School, we believe good behaviour is a necessary condition for 
effective teaching and learning to take place.  Consequently good discipline is essential to 
ensure that all children are able to benefit from the opportunities of education.  An effective 
discipline policy is one that centres on what successful behaviour looks like and seeks to lead 
children towards high self-esteem and self-discipline.  Consequently, good discipline arises from 
good relationships and from setting expectations of good behaviour. We recognise that positive 
behaviours need to be taught to all pupils so that they understand the behaviour that is 
expected and also what is prohibited. 
 
We believe that self-esteem affects all thinking and behaviour, and impacts on learning and 
performance.  We aim to provide positive everyday experiences so that our children are more 
likely to reach their full potential. 
 
We are a “Happy Centred School” where we strive to provide a supportive and secure 
environment that promotes good behaviour.  The children at St Matthew’s understand that the 
language that staff use will always refer to their behaviour and will not be directed at the child.  
We encourage children to be polite, respectful to each other and to become good citizens.  
We aim to give our children a shared sense of pride in attending St Matthew’s Primary School. 
 
A Positive Approach  
 
St Matthew’s Primary School worked together with a psychologist to become the first official 
“Happy Centred School”.  This model provides support for children to develop valuable life skills 
that promote a secure sense of happiness.  
 
Through the curriculum, including our Happy Centred School ethos, we actively promote the 
following strands: 
 

• Self-confidence 
• Achievement and Success 
• Positive Relationships 
• Support  
• Coping Skills 
• Relationships, Sex and Health Education 

 
Aims & Expectations / Principles 
 
As a school we aim for every member of the school community to feel valued and for all 
persons to be treated fairly and with respect. The school Behaviour Management Policy is 
therefore designed to support the way in which the members of the school can live and work 
together.  It aims to promote an environment where all feel calm, happy, safe and secure.   
 
We aim to:  
 

• provide a warm, happy, welcoming and secure environment 
• give our children a sense of self-respect, self-discipline and a consideration of others 
• reinforce good behaviour to help children feel good about themselves and develop 

intrinsic motivation 
• teach, explain and model the behaviour we expect to see 
• support the children in recognising that behaviours can be learnt and relationships can 

be positive and productive 
• encourage and praise greater effort in work and behaviour 
• practice a whole school approach to behaviour management, supported by our whole 

school community 
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• be consistent and fair in our approach to dealing with all behaviour 
• be aware of each child’s needs and their individual circumstances to enable us to act in 

the fairest way 
 

At St Matthew's Primary School it is expected that: 
 

• adults treat each other with respect at all times, therefore providing a positive role model 
for the children and each other, through verbal and non-verbal communication 

• all members of the school community live and work together in an environment that is 
happy, safe and secure and where effective learning can take place, is well supported 

• we create an environment where the children are nurtured, encouraged, supported and 
respected 

• staff implement routines and key habits which teach and reinforce positive behaviours 
• good behaviour is acknowledged and rewarded 
• children are aware of the school rules, which are displayed and referred to in every class  
• staff and children are supported in reporting incidents of poor behaviour, including sexual 

violence and harassment 
• we teach, through the school curriculum, values and attitudes as well as knowledge and 

skills, in order to promote responsible behaviour, self-discipline and respect for self, others 
and the world around us 

• we strive to teach children that they own their behaviour and that they have a choice 
regarding the way in which they behave.  They are taught to understand that their 
actions have a consequence 

 
The behaviour policy will be applied in a consistent, rigorous and non-discriminatory way 
and all areas of the application will be monitored regularly. 

 
 

School Rules 
 
The school’s ‘Golden Rules’ are: 
 

• We are gentle and kind 
• We listen to others 
• We are honest 
• We always do our best 
• We look after property  

 
These are displayed in pictures and texts around the school and in every class.   Discussions and 
recapping of these forms part of our transition each year.  Additionally these and our Behaviour 
Diamond are reinforced frequently in all classes and with all new arrivals. 
 
As well as the ‘Golden Rules’ every member of the school community should apply the following 
principle: 
 

• If you don’t stop any inappropriate behaviour you are condoning it 
 
Rewards and Sanctions Overview 
 
It is important that all members of the school community understands what is acceptable 
behaviour.  Equally unacceptable behaviour and the consequences must also be clearly 
stated.  From the outset we recognise that there is distinction between emotionally disturbed 
behaviour (which may be a Special Educational Need) and poor behaviour.  We also recognise 
that not all pupils with behavioural needs will have a Special Educational Need; however they 
may too be in need of reasonable adjustments. 
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At St Matthew’s pupils should learn to expect fair and consistently applied sanctions for 
inappropriate behaviour. The systems are designed to allow a consideration of children’s 
individual needs, the extent of the reward and sanction will depend on individual 
circumstances.  The emphasis of the school’s Behaviour Management Policy, is on 
RECOGNITION, REWARD and PRAISE, which should be given whenever possible for both learning 
and behaviour.   
 
Included in the policy are suggestions for behaviour management techniques (see ‘Sanctions’ 
below).  All class teachers will operate a stepped approach to sanctions, which ensure all 
children are aware of the next consequence.  Children for whom this approach is not 
appropriate will have an individual plan detailing alternative rewards and sanctions. This may 
take the form of individual behaviour reward charts; report chart; specific targets and support 
being identified on provision maps; Individual Behaviour Plans/ Pastoral Support Plans.  In these 
instances, staff will work to identify triggers and part of the individualised provision will also 
include a consideration of reasonable adjustments. These plans will include appropriate 
strategies to support the child, for example movement breaks, additional resources, adjusted 
seating plans or additional training for staff in specific needs.  This additional support is reflected 
in the policy and practice outlined in the school’s Special Education Needs & Disabilities (SEND) 
policy.   
In cases of significant behavioural, emotional or social needs, which go beyond mainstream 
expertise, the school may seek support from outside agencies.  This can include referrals to 
professionals such as the Educational Psychologist Service, CAMHS (Child and Adolescent 
Mental Health) and the Behaviour Provision which is located on St Matthew’s Primary School site.  
Any referrals would be made by the Assistant Head for Inclusion in liaison with both parents and 
school staff. 
 
Wherever appropriate, children’s best efforts will be celebrated through display, performance 
and public praise. All members of staff will recognise and celebrate appropriate behaviour at 
all times around the school through informal praise.  To facilitate this each year group will devise 
their own point based system, for example smiley faces, dojos, house points.  This is to give a 
commonality of language, enabling all staff to reward children with “a point” to reinforce 
consistency of expectation. 
 
In addition to the year group points, rewards may involve:  
 

• Verbal praise and smiling at children 
• Using signs such as thumbs up 
• Verbal praise to parents about their children 
• Stickers and stamps 
• Certificates 
• Sending good work to other staff members for reward or praise 
• Special privileges (e.g., free time) 
• Class wide rewards 
• Celebration certificates 
• Display to showcase good effort 
•  ‘Ask me what I did’ stickers – staff must ensure that when asked the child can say what 

they have been rewarded for 
 

To recognise consistent good behaviour, good manners, particular helpfulness and acts of 
kindness, the children will receive year group recognition when they reach certain levels of 
reward points in the half termly points assembly.  These assemblies will follow a specified 
structure and through the atmosphere created encourage a sense of pride and a shared aim 
of striving for good behaviour.  Children will receive a certificate and small prize for each 30 
points received. 
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Golden Time/ Decision Time 
 
‘Golden Time/ Decision Time’ has been included in each class’ weekly curriculum as part of our 
school positive Behaviour Management Policy. It is our expectation that all children will behave 
well and this choice time offers a weekly reward for this. 
 
In planning, the activities are designed so that there is a greater emphasis on behaving 
positively and providing shared fun times.  The aim is to include children in a social time that 
promotes positive behaviour and offers some release time.  Children do not lose this time for 
making poor behaviour choices.   
 
 
Sanctions  
 
Despite positive reinforcement as a means to encouraging good behaviour at St Matthew's 
Primary School, it may be necessary to employ a number of sanctions to maintain a safe, calm 
and positive learning environment for all. Boundaries are essential in order to promote children’s 
sense of justice.  We recognise that response to behavious is vital for various purposes including: 

-  Deterrence for a specific pupil or as a general deterrent 
- Protection of pupils and staff 
- Improvement by supporting pupils to understand behaviour expectations 

 
As with matters relating to reward, consistency is vital and should be appropriate to each 
individual situation.  This policy is designed to empower both teaching and support staff in our 
mutual desire to create a just, secure and happy learning environment.  When dealing with all 
forms of inappropriate behaviour, teachers should follow these three over-riding rules:  
 

• Be calm – children should be dealt with calmly and firmly referring to what the action is 
and why the action is being taken.  The focus will always be on de-escalation  

• Logical consequences – A logical consequence is a sanction that should “fit” the 
offence. It generally has two steps. The first step is to stop the misbehaviour. The second 
step is to provide an action that recalls children to the rules, reinstates the limits, and 
teaches alternative behaviours. 

• Fresh Start – although persistent or serious misbehaviour needs recording, every child must 
feel that every day is a fresh start.   
 

It is imperative that any sanction is applied fairly and the consequences fully explained.  All 
behaviour requiring a sanction should be recorded to enable careful monitoring of individuals.  
 
Most problems are dealt with on the spot, with the child being reminded about expectations 
and the agreed code of conduct.  We will always explain why the behaviour is unacceptable 
and give the child an opportunity to respond and be listened to. 
 
If the class/school rules are broken the following sanctions may be taken (sanctions will be 
differentiated to the needs of the children): 
 

• Children will be given a verbal warning by the class teacher, teaching assistant or 
midday supervisor. 

• Children will be offered a clear choice to help them take responsibility for their behaviour.  
The adult will state what the child has done and what will happen if they continue with 
that behaviour choice.  The child will then be asked whether they are going to make a 
positive choice for their behaviour. 

• If the behaviour continues the child is told that as they have made a poor choice this 
now results in a sanction of time out/being moved away from other children within the 
classroom.  Children are not to be removed to the corridor unless under adult supervision. 
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• If rule breaking continues, teachers may send their pupils to another class accompanied 
by a member of staff.  Children should take work with them that they are able to 
complete independently and the teacher that they are sent to must not allow the child 
to join in with any other activity.  Children should be made to complete any missed work 
during their next break.  Such removals will be limited to a maximum of one lesson before 
the child is returned to their usual class. 

• If there continues to be frequent examples of poor behaviour it is the teacher’s 
responsibility to alert their Team Leaders and Link SLT members to this.  At this point a 
strategy meeting may be arranged to offer clear procedures and support for the child’s 
specific circumstance.  Following this discussion it may also be decided for the class 
teacher to meet with the child’s parents/carers to share strategies and inform parents of 
ways to support their child and the next steps.  A date for a review meeting will be 
agreed with an appropriate timescale.   

• In extreme cases of inappropriate behaviour children may be referred directly to SLT.  This 
can include any unsafe behaviours or behaviours which poses a risk to the child or 
another member of our school community, for example violence or harmful sexual 
behaviours. 
 

 
*Please see Appendix 1 for a visual representation of this 
 
For any behaviour that have required removal to another class or to a member of the 
Leadership Team, the incident must be logged on CPOMS or on an Incident Log (Appendix 2) if 
a staff member does not have access to CPOMS.  Following any of these sanctions it is 
expected that children would have a “fix-up” conversation with a familiar adult.  This would 
involve a discussion of what went wrong, the impact of their behaviour and next steps. 
 
In very rare situations, it may be necessary for adults in school to physically intervene through the 
use of ‘reasonable force’ (please see Appendix 5 Use of Reasonable Force).   Reasonable force 
may be deemed appropriate to prevent pupils from hurting themselves or others, from 
damaging property, or from causing disorder. Reasonable force can be used by any adult who 
has a duty of care towards children, which includes all adults within the school setting. The 
decision on whether or not to physically intervene is down to the professional judgement of the 
staff member concerned and should consider the safety of the child and others and will 
depend on the individual circumstances. Adults will physically intervene for no longer than is 
necessary to restore safety.  It should only be used when necessary, with the best interests of the 
child in mind and be reasonable and proportionate to the behaviour displayed by the pupil. If 
physical intervention is required, the advice set out in the DfE ‘Use of Reasonable Force’ 
document is followed (see Appendix 5). 
 
Extremely poor behaviour must be reported to SLT immediately.  At St Matthew's Primary School 
there are certain behaviours that are not tolerated at all.  These include violence towards adults 
or children; sexual violence; sexual harassment; threatening behaviour; discrimination including 
racism; gang or terrorist activities and deliberate vandalism.   In such instance the behaviour will 
be logged, and a phone call may be made to the parents and a meeting may be arranged.  
For continued unacceptable behaviour or in the case of such extreme behaviours, the child 
may be excluded from school.  This could take the form of a suspension (including external, 
internal or a lunchtime suspension), or on rare occasions, may take the form of a permanent 
exclusion (Local Authority guidelines will be followed in the event of an external suspension 
taking place).  
 
We also do not tolerate bullying of any kind. If we discover that an act of bullying or intimidation 
has taken place, the incident is recorded and we act immediately to stop any further 
occurrences of such behaviour. We do everything in our power to ensure that all children 
attend school free from fear (see Anti-Bullying Policy for further information). 
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Free time Removal 
 
If a child’s behaviour has not been acceptable during break or lunch then the pupil has the 
removal of their next playtime as a logical sanction.  During this time the child will write how they 
should behave relating to the incident that occurred. Children will eat lunch first, regardless of 
sitting before they go to the supervising adult.  Any child who receives frequent free time 
removal is placed on the ‘Lunchtime Chart’ and parents are informed.   
 
Children may also be kept in during free time as a logical consequence for not completing work 
during class time.  This will only happen when the teacher is confident that the lack of 
productivity was a result of attention or effort and did not result from any difficulties accessing 
the task.   
 
At these times, staff will ensure that children have sufficient time to eat and opportunities to use 
the toilet.  If children miss breaks due to not completing work they will be given a shorter 
break/physical activity once sufficient work has been completed.   
 
 
Suspension and Permanent Exclusions  
 
Only the Headteacher, or Acting Headteacher, has the power to suspend or exclude a child 
from school. The Headteacher will establish the facts in relation to the suspension/permanent 
exclusion and the decision will be taken on a balance of probabilities and only in response to 
serious breaches of the school’s behaviour policy, including persistent disruptive behaviour. They 
will make the decision of suspension/permanent exclusion in line with the principles of 
administrative law, ensuring that the decision is lawful; rational; reasonable; fair and 
proportionate.  Please see Appendix 4 for St Matthew’s Suspension & Permanent Exclusion 
Policy. 
 
Suspension and Permanent Exclusion will only be used as a last resort and/or in the case of 
extreme behaviours.   
 
In the instance of suspension, the school will review the child’s needs and behaviour to identify 
any additional provision that may be necessary in an attempt to avoid any subsequent 
suspensions.  This may take the form of a multiagency meeting or referrals to other professionals, 
as stated earlier in the policy. 
 
If the Headteacher suspends a child, the parents will be informed immediately and given 
reasons for the suspension. If the child has a social worker or if the pupil is a looked after child, 
the Headteacher will also notify their social worker and virtual school head.  Parents/carers will 
be asked to attend a reintegration meeting at the end of the period of suspension.  The purpose 
of this is to discuss provision and to agree ways forward in managing behaviour to avoid future 
suspensions. 
 
Harmful Sexual Behaviours 
 
Through our curriculum at St Matthew’s Primary School we foster a culture of respect, tolerance, 
acceptance and diversity.  As part of the RSE work, children are taught to understand what 
healthy relationships and healthy sexual behaviours are. Harmful sexual behaviours will not be 
tolerated and staff and pupils are encouraged to report any incidents.  These will be dealt with 
in line with our school behaviour policy.  As outlined in the Child on Child Abuse Policy, we 
recognise there is a continuum to such behaviours and the level of incident will be considered 
when deciding on appropriate action. These levels include: 
 

• Inappropriate Sexual Behaviours 
• Problematic Sexual Behaviours 
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• Abusive Sexual Behaviours 
• Violent Sexual Behaviours 

            (Hackett 2010) 
 

As detailed in Keeping Children Safe in Education, child-on-child sexual abuse may include: 
 

• abuse in an intimate personal relationship between children 
• sexual violence, such as rape, assault by penetration and sexual assault (this can include 

an online element) 
• sexual harassment, such as sexual comments, remarks, jokes and online sexual 

harassment, which may be standalone or part of a broader pattern of abuse 
• causing someone to engage in sexual activity without consent, such as forcing someone 

to strip, touch themselves sexually, or to engage in sexual activity with a third party  
• consensual and non-consensual sharing of nude and semi-nude images and/or videos  
• upskirting, which typically involves taking a picture under a person’s clothing without their 

permission, with the intention of viewing their genitals or buttocks to obtain sexual 
gratification, or cause the victim humiliation, distress, or alarm 

• initiation/hazing type violence and rituals (this could include activities involving 
harassment, abuse or humiliation used as a way of initiating a person into a group and 
may also include an online element) 

 
Any incident of harmful sexual behaviour must be reported to the Designated Safeguarding 
Lead (Jane Thomas – Headteacher), Safeguarding Manager (Sandie Gonsalves) and/or a 
member of SLT.  As detailed in the Child on Child Abuse Policy, information will be gathered 
immediately to ascertain what has happened.  This will be done so in a sensitive manner and 
staff will consider the impact of language used.  The principles of our behaviour policy will be 
applied to dealing with incidents of harmful sexual behaviour, i.e. staff will talk to children in a 
calm, consistent and non-prejudiced manner.  Following these discussions, a written report will 
be made to record the facts as presented by the child.  This may be used as part of a statutory 
assessment if the case is later escalated.   
 
The next steps regarding the incident will be informed by the outcomes of the information 
gathering and also by the formulation of a Safety Plan as detailed in the Child on Child Abuse 
Policy.  This risk assessment will inform whether the incident is: 
 

• Managed informally 
• Referred to early help 
• Referred to children’s services 
• Reported to the police 

 
The school’s response to the incident will be proportionate, considered, supportive and decided 
on a case-by-case basis.  Whilst we will not tolerate such behaviour, we will endeavour to 
provide appropriate support for all children involved, including the child alleged to have 
behaved in a harmful way so that they can change their behaviour. 
 
After all incidents of harmful sexual behaviour: 
 

• Fact finding investigation will be carried out and a written report generated 
• A Safety Plan (risk assessment) will be considered and be put in place as appropriate 

(see Child on Child Abuse Policy) 
• Parents/Carers will be informed (and social worker/ virtual school head if applicable) 
• Appropriate sanction and support will be put in place 
• A consideration will be given to wider implications to reduce the risks of further similar 

incidents, such as environmental or curriculum/teaching considerations  
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Additionally, after serious incidents of harmful sexual behaviour (i.e. those classified as Violent or 
Abusive on Hackett’s continuum): 
 

• Police and/or social care will be informed 
 
Depending on the severity of the incident, sanctions will be proportionate and given in line with 
our usual behaviour systems, including and not limited to: 
 

• Verbal warnings 
• Removal from the classroom 
• Free time removal  
• Suspension  
• Permanent Exclusion 

 
Any subsequent actions will take into account the needs of the alleged victim and also will 
balance the importance of safeguarding other pupils with the need to support, educate and 
protect the alleged perpetrator(s). 
 
 
Recording, Monitoring and Evaluating Behaviour  
 
Classroom 
 
Each class is required to display the ‘Golden Rules’, in addition to this each class will create their 
own class rules.  These class rules will be signed by the children during a specially planned PSHE 
lesson.  Low level behavior incidents are recorded on the ‘Running Record of Behaviour 
Concerns’ (see Appendix 3).  The teacher will keep copies of these in the ‘Class Behaviour File’ 
in the classroom.  More serious behaviour incidents, including those that require referral to SLT, 
will be logged on CPOMS or Incident Log (see Appendix 2). The school has a clear ‘Lines of 
Referral’ system, and this is strictly adhered to.  St Matthew's Primary School also has in place a 
clear progressive system which ensures children are fully aware of their next reward or sanction. 
 
Playground 
 
Incidents of disruptive behaviour on the playground are to be dealt with there and then by the 
teacher/adults on duty.  At the end of break the Class Teacher must be informed of any 
significant/ongoing behaviour incidents. These incidents should be entered into the ‘Class 
Behaviour Records’ or referred on as appropriate. 
 
Rights, Roles and Responsibilities 
 
Everyone within our school community has rights and responsibilities to ensure that St Matthew’s 
is a safe place to learn, work and play. 
 

• Children have the right to learn, work and play in a happy, safe and helpful place 
• Staff have the right to work in a happy, safe school that is supported by the community 
• Parents and Carers have the right to feel welcome, informed and confident that their 

children are in a safe and happy school 
 
The Role of the Pupils 
 
We expect children to treat one another with respect, including respecting the rights that other 
children have to learn.  As a result children are expected to listen to adults and each other, and 
ensure that their behaviour choices do not disrupt the learning of others.   It is expected that 
children will respect themselves and others by following school rules, all school policies and be 
positive role models for each other.  As part of the St Matthew’s community, children will be 
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encouraged to recognise the positive behaviours in each other, and understand that positive 
behaviours will be rewarded whilst accepting negative behaviours will have a consequence. 
 
The Role of Parents/Carers 
 
Parents have a vital role to play in their children’s education so it is vital that school works 
collaboratively with parents.  It is very important that parents support their child’s learning and 
co-operate with the school, supporting and following all school policies. We are very conscious 
of the importance of having strong links with parents and good communication between home 
and school.  The school works collaboratively with parents, so children receive consistent 
messages about how to behave at home and at school.   
 
We display the school’s ‘Golden Rules’ on the school website, and we expect parents to 
support these.   
 
We expect parents to behave in a reasonable and civilised manner towards all school staff. 
Incidents of verbal or physical aggression to staff by parents/guardians/carers of children in the 
school will be reported immediately to the Headteacher who will take appropriate action.   
 
If the school has to use reasonable sanctions with a given child, we expect parents to support 
the actions of the school and support our policies.  By sending their child to St Matthew’s Primary 
we expect parents/carers to adhere to and support our approaches set out in all our school 
policies. If parents have any concern about the way that their child’s behaviour has been 
managed, they should initially contact the Class Teacher. 
 
The Role of Staff 
 
The Behaviour Policy will form part of induction for new staff at St Matthew’s.  All school staff 
have a responsibility to read and uphold the Behaviour Management Policy. Included in this is 
recognising and rewarding good behaviour of any child in the school through strategies stated 
in the policy, including the use of verbal praise and the giving out of points.  It also involves 
working to maintain good behaviour standards by being proactive in addressing misdemeanors, 
using the agreed sanctions.  Part of this also includes the responsibility to record behaviours, 
using CPOMS/ Log for significant incidents (Appendix 2) or Running Record of Behaviour 
(Appendix 3). 
 
All staff at St Matthew's Primary School should be positive, enthusiastic and have high 
expectations of both learning and behaviour. They must foster a sense of self-esteem in all 
children, linked with an understanding of the needs of others. They encourage a calm and 
responsive atmosphere, avoiding shouting.   
 
St Matthew's Primary School is aware that good classroom organisation is a key to good 
behaviour and that the provision of a high quality curriculum through interesting and 
challenging activities influences behaviour.   
 
Teachers contribute to the Open Door policy for parents and carers. They deal with parental 
concerns in a timely, respectful, sympathetic and professional manner, involving senior staff as 
appropriate.  Teachers can expect that parents will behave in a reasonable manner towards 
them, and that issues will be dealt with in an atmosphere of trust and mutual respect.   
 
The Role of the Team Leader 
 
Team Leaders will uphold the Behaviour Management Policy within their own class in order to set 
high standards for behaviour across the rest of the year group.  In addition to those indicated for 
all staff, Team Leaders have addition responsibilities.  These include: 
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• implementing the Behaviour Management Policy consistently throughout their specific 
year group as well as supporting the delivery across the whole school.   

 
• establishing and maintaining age appropriate reward systems which meet the 

requirements of the policy 
 

• supporting other staff in dealing with behaviour  
 

• keeping the Senior Leadership Team informed as appropriate 
 

• monitoring the recording of misdemeanours in the ‘Class Behaviour Files’ 
 

Team Leaders will support the culture of St Matthew’s Primary School by expecting staff to be 
positive, enthusiastic, nurturing and to set high expectations of all children with regards to 
learning and behaviour.  
 
The Role of the Headteacher 
 
It is the responsibility of the Headteacher to implement the schools Behaviour Management 
Policy consistently throughout the school, and to report to governors, when requested, on the 
effectiveness of the policy. It is also the responsibility of the Headteacher to ensure the health, 
safety and welfare of all children in the school.   
 
The Headteacher supports the staff by implementing the policy and setting the standards of 
behaviour.  The Headteacher will also ensure that training is provided to support staff in 
managing and maintaining good standards of behaviour.   
  
The Headteacher keep records of all reported serious incidents of misbehaviour and have the 
responsibility for giving suspensions to individual children for serious acts of misbehaviour.  For 
repeated or very serious acts of anti-social behaviour, the Headteacher may permanently 
exclude a child. All suspensions and permanent exclusions will be reported to Governors and 
the Local Authority. 
 
The Role of the Governors 
 
The Governing Body has the responsibility of setting down general guidelines on standards of 
discipline and behaviour, and of reviewing their effectiveness. The Governors support the 
Headteacher in carrying out these guidelines.  
 
The Headteacher has the day-to-day authority to implement the school’s Behaviour 
Management Policy, but Governors may give advice to the Headteacher about particular 
disciplinary issues. The Headteacher must take this into account when making decisions about 
matters of behaviour.   
 
All suspensions will be reported to Governors on a termly basis.  The Governing Body will review 
data related to suspensions and permanent exclusions, including a consideration of the 
characteristics of pupils, and a consideration of effectiveness and consistency in implementing 
the school’s behaviour policy. 
 
In the case of permanent exclusions, suspensions lasting more than five days in a term or any 
suspensions which would result in a child missing a National Curriculum test, the governing body 
would be notified without delay.  The governing body has a duty to consider parent’s 
representations about a suspension or permanent exclusion.  They would then follow the 
procedures outlined in DfE guidance “Suspension and Permanent Exclusion from maintained 
schools, academies and pupil referral units in England, including pupil movement” (September 
2022)   
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The following documents were also referred to in the formation of the Behaviour Policy:  
 

• DfE guidance “Behaviour in Schools – Advice for headteachers and schools staff” 
(September 2022) 

• DfE guidance “Screening, Searching and Confiscation: advice for schools” (September 
2022) 

• DfE Statutory Guidance “Keeping Children Safe in Education” (September 2022) 
• DfE Statutory Guidance “Suspension and permanent exclusion from maintained school, 

academies and pupil referral units in England, including pupil movement” (September 
2022) 

• DfE “Use of Reasonable Force advice for head teachers, staff and governing bodies” (July 
2013) 

 
Please see Appendices for further information. 

 
 
Written by Natalie Crawford 
Assistant Headteacher for Inclusion 
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Appendix 1 
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Appendix 2      
 

Incident Log  
To be recorded on CPOMS wherever possible or this document uploaded as an attachment 
 

Child’s Full Name  

Date and Time  

Duration of incident  

Place of incident  

Recorded by  

Other adults involved  

Other child participants  

 
Briefly state context of incident/ Lead up: 
 
 
 
 

 
Incident: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Adult actions: 
 
 
 
 
Please state details if physical restraint was used: 
 
 

 
Was first aid needed? 
No                                   Yes                                        Needed by ………………………………………………………….. 
                                                                                                       
                                                                                      Administered by …………………………………………………….. 
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Child’s views 
 
 
 
 
 
 
 
 
Agreed actions (to be completed by Team Leader/ SLT in discussion with appropriate colleagues )  
 
SLT/ Team Leader name  ………………………………………………   
 
 
 
 
 
 
 
 
 
 
 
 
 
Were parent/ carers informed? 
No                                 Yes                              If yes,please state who ………………………………………………………… 
 
                                                                           Informed by ………………………………………………………………………... 
 
 
 
 
Signed ……………………………………………………………………………………………………………………………………… 
 
 
Share with: (initial who informed before record filed) 
  
   JT  VR  JP                               Class Teacher       Class TA                     Year group leader 
AB NP  NC  RB              
 
 
     SENCo             Safeguarding Manager           Family worker 
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Appendix 3 

St Matthew’s Primary School 
Running Record Behaviour Concerns 

 
• Ensure that all concerns however mild are recorded on this sheet 
• Refer any action onto the correct person 
• Ensure that you share these notes with your Team Leader at your weekly meeting 
• Keep your notes clear and concise 

 
Name of Child: Class: Teacher: 

Date Details of behaviour 
Actions stating dates 

and names of 
people responsible 
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Appendix 4 
 

St Matthew’s Primary School Suspension & Permanent Exclusions Policy 
 

 
This policy should be read in conjunction with DfE Statutory Guidance “Suspension and 
permanent exclusion from mainained school, academies and pupil referral units in England, 
incluing pupil movement” (September 2022).   
 
As a school we aim for every member of the school community to feel valued and for all 
persons to be treated fairly and with respect.  The Behaviour Management Policy is therefore 
designed to support the way in which members of the school can live and work together.  It 
aims to promote an environment where all feel calm, happy, safe and secure. 
 
 
Rationale  
This policy is an appendix of St Matthew’s Primary School Behaviour Policy. It deals with the 
policy and practice which informs the school’s use of suspension and permanent exclusion. It is 
underpinned by the shared commitment of all members of the school to ensure the safety and 
well-being of all pupils and members of staff, and to maintain an appropriate educational 
environment in which all can learn. 
 
Introduction  
The decision to exclude a pupil will be taken in the following circumstances;  
 

• In response to a breach of the School’s Behaviour Policy, including persistent disruptive 
behaviour 

 
• If allowing the student to remain in school would seriously harm the education or welfare 

of the pupil or staff  
 
Suspension and Permanent Exclusion will only ever be used for a disciplinary reason. 
 
Suspension and Permanent Exclusions are extreme sanctions and are only administered by the 
Headteacher (or, in the absence of the Head, the member of the Senior Leadership Team who 
is acting in that role). The Headteacher will establish the facts in relation to the exclusion and the 
decision will be taken on a balance of probabilities.  They will make the decision of suspension 
or permanent exclusion in line with the principles of administrative law, ensuring that the 
decision is lawful; rational; responsible; fair and proportionate.   
 
Staff also have the power to discipline pupils for misbehaving outside of the school premises.  
This includes when: 
 

• taking part in any school-organised or school-related activity  
• travelling to or from school  
• wearing school uniform  
• in some other way identifiable as a pupil at the school. 
• misbehaviour at any time, whether or not the conditions above apply, that could have 

repercussions for the orderly running of the school or poses a threat to another pupil or 
member of the public or could adversely affect the reputation of the school.  

Suspension or Permanent Exclusion may be used for any of the following, all of which constitute 
examples of unacceptable conduct and are infringements of the Behaviour Policy;  
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• Unacceptable behaviour which has previously been reported and for which sanctions 
and other interventions have not been successful in modifying the pupil’s behaviour  

 
• Verbal or physical abuse of other pupils or school staff  

 
• Aggression towards other pupils leading to the possibility of physical or emotional harm  

 
• Harmful sexual behaviour  

 
• Involvement in gangs and/or gang behaviour 

 
• Being in possession of drugs, weapons or any item deemed in appropriate by the 

Headteacher 
 
This is not an exhaustive list and there may be other situations where the Headteacher makes 
the judgment that exclusion is an appropriate sanction.  
 
Suspensions and Permanent Exclusion procedure  
Most suspensions/exclusions and are of short duration. The DFE regulations allow a Headteacher 
to suspend a pupil for one or more fixed periods not exceeding 45 school days in any one 
school year. 
 
The Governors have established arrangements to review promptly all permanent exclusions and 
all suspension that would lead to a student being excluded for over 15 days in a school term or 
missing a public examination.  
 
The Governors have established arrangements to review suspensions which would lead to a 
student being excluded for over five days but not over 15 days in a school term where a parent 
has expressed a wish to make representations. 
 
Following suspension/ permanent exclusion parents are contacted immediately where possible 
(as will social worker and virtual school head if relevant).  A letter will be sent to parents giving 
details of the exclusion and the date the suspenion ends. Parents have a right to make 
representations to the Governing Body and the LA as directed in the letter. 
 
A Return to School meeting will be held following the expiry of the suspension and this will 
involve a member of the Senior Leadership Team and other staff where appropriate.   
 
In the instance of suspension, the school will review the child’s needs and behaviour to identify 
any additional provision that may be necessary in an attempt to avoid any subsequent 
suspensions. This may take the form of a multiagency meeting or referrals to other professionals, 
as stated in the Behaviour Policy. 
 
During the course of a suspension where the pupil is to be at home, parents are advised that the 
pupil is not allowed on the school premises, and that daytime supervision is their responsibility, as 
parents/guardians.   Work will be provided by the class teacher.  
 
The Headteacher informs the LA about any suspension or permanent exclusion.  The governing 
body will also be informed of any permanent exclusion, and about any suspensions beyond five 
days in any one term. 
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Permanent Exclusion  
The decision to exclude a student permanently is a serious one. There are two main types of 
situation in which permanent exclusion may be considered.  
 
1. The final, formal step in a concerted process for dealing with disciplinary offences following 
the use of a wide range of other strategies, which have been used without success. It is an 
acknowledgement that all available strategies have been exhausted and is used as a last 
resort. This would include persistent and defiant misbehaviour including bullying (which would 
include racist or homophobic bullying).  
 
2. When a serious criminal act has been committed, the school will involve the police in any 
such offence. 
 
General factors considered before making a decision to suspend/ permanently exclude  
Suspension/ permanent exclusion will not be imposed instantly unless there is an immediate 
threat to the safety of others in the school or the student concerned. Before deciding whether 
to suspend or permanently exclude a pupil the Headteacher, or Acting Headteacher, will;  
 
• Ensure appropriate investigations have been carried out  
 
• Consider all the evidence available to support the allegations taking into account the school 
policies  
 
• Allow the student to give her/his version of events  
 
• Consider whether ‘best endeavours’ have been used to meet additional needs, including the 
putting in place of appropriate provision and reasonable adjstments  
 
• Check whether the incident may have been provoked.  
 
 
If the Headteacher is satisfied that on the balance of probabilities the student did what he or 
she is alleged to have done, exclusion will be the outcome.  
 
Governing Body 
 
The governing body itself cannot either suspend/ permanently exclude a pupil or extend the 
suspension period made by the Headteacher. When necessary they form a discipline 
committee, which is made up of between three and five members.  This committee considers 
any suspension/ permanent exlusion appeals on behalf of the governors.  When this committee 
meet, they consider the circumstances in which the pupil was suspended/excluded, consider 
any representation by parents and the LA, and consider whether the pupil should be reinstated.  
If the governors’ appeals panel decides that a pupil should be reinstated, the Headteacher 
must comply with this ruling.  
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Appendices 5 and 6 
 

St Matthew’s Primary School 
Use of Reasonable Force and  

Screening, Searching and Confiscation 
 
As a school we aim for every member of the school community to feel valued and for all 
persons to be treated fairly and with respect.  The Behaviour Management Policy is therefore 
designed to support the way in which members of the school can live and work together.  It 
aims to promote an environment where all feel calm, happy, safe and secure. 
 
Rationale  
This forms an appendix of St Matthew’s Primary School Behaviour Policy. It deals with the policy 
and practice which informs the school’s use of reasonable force and screening, searching and 
confiscation.  It has been prepared for the support of all staff. It is underpinned by the shared 
commitment of all members of the school to ensure the safety and well-being of all pupils and 
members of staff, and to maintain an appropriate educational environment in which all can 
learn. 
 
It is extremely rare for staff to need to use reasonable restraint, much less to screen, search or 
confiscate. The DfE guidance contained within Appendices 5 and 6 states to staff, governors 
and parents/carers what is expected in these rare circumstances.  For more information, please 
refer to DfE “Use of Reasonable Force advice for headteachers, staff and governing bodies” 
(July 2013) and DfE guidance“Screening, Searching and Confiscation: advice for schools” 
(September 2022).   
 
 
Appendix 5 – Use of Reasonable Force 
1. What is reasonable force? 
 
(i) The term ‘reasonable force’ covers the broad range of actions used by most teachers at 
some point in their career that involve a degree of physical contact with pupils. 
(ii) Force is usually used either to control or restrain. This can range from guiding a pupil to safety 
by the arm through to more extreme circumstances such as breaking up a fight or where a 
student needs to be restrained to prevent violence or injury. 
(iii) ‘Reasonable in the circumstances’ means using no more force than is needed. 
(iv) As mentioned above, schools generally use force to control pupils and to restrain them. 
Control means either passive physical contact, such as standing between pupils or blocking a 
pupil's path, or active physical contact such as leading a pupil by the arm out of a classroom. 
(v) Restraint means to hold back physically or to bring a pupil under control. It is typically used in 
more extreme circumstances, for example when two pupils are fighting and refuse to separate 
without physical intervention. 
(vi) School staff should always try to avoid acting in a way that might cause injury, but in 
extreme cases it may not always be possible to avoid injuring the pupil. 
 
2 Who can use reasonable force? 
(i) All members of school staff have a legal power to use reasonable force. 
(ii) This power applies to any member of staff at the school. It can also apply to people whom 
the head teacher has temporarily put in charge of pupils such as unpaid volunteers or parents 
accompanying students on a school organised visit. 
 
3 When can reasonable force be used? 
(i) Reasonable force can be used to prevent pupils from hurting themselves or others, from 
damaging property, or from causing disorder. 
(ii) In a school, force is used for two main purposes – to control pupils or to restrain them. 
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(iii) The decision on whether or not to physically intervene is down to the professional judgement 
of the staff member concerned and should always depend on the individual circumstances. 
 
Reasonable force may be used to: 

• remove disruptive children from the classroom where they have refused to follow an 
instruction to do so; 

• prevent a pupil behaving in a way that disrupts a school event or a school trip or visit; 
• prevent a pupil leaving the classroom where allowing the pupil to leave would risk their 

safety or lead to behaviour that disrupts the behaviour of others; 
• prevent a pupil from attacking a member of staff or another pupil, or to stop a fight in the 

playground; 
• restrain a pupil at risk of harming themselves through physical outbursts. 

 
Schools cannot use force as a punishment. 
 
All instances of use of reasonable force will be recorded on CPOMs and also within the school’s 
Bound Book. 
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Appendix 6 – Screening, searching and confiscation 
 
Screening 
What the law allows: 
Schools can require pupils to undergo screening by a walk-through or hand-held metal detector 
(arch or wand) even if they do not suspect them of having a weapon and without the consent 
of the pupils. Schools’ statutory power to make rules on pupil behaviour and their duty as an 
employer to manage the safety of staff, pupils and visitors enables them to impose a 
requirement that pupils undergo screening. 
Any member of school staff can screen pupils.  If a pupil refuses to be screened, the school may 
refuse to have the pupil on the premises.  If a pupil fails to comply and the school does not let 
the pupil in, the school has not excluded the pupil and the absence should be treated as 
unauthorised.  The pupil should comply with the school rules and attend. 
 
Schools’ common law powers to search: 
School staff can search pupils with their consent for any item which is banned by the school 
rules. 
 

• Schools are not required to have formal written consent from the pupil for this sort of 
search – it is enough for the teacher to ask the pupil to turn out his or her pockets or if the 
teacher can look in the pupil’s bag or locker and for the pupil to agree. 
 

• Schools should make clear in their school behaviour policy and in communications to 
parents and pupils what items are banned.   
At St Matthew’s Primary School, in addition to the prohibited list, we ask that toys and 
personal items such as jewellery are not brought in to school.  Mobile phones are a 
prohibited item in school.  Where it is necessary for the children to bring in mobile phones, 
it is expected that school procedures are followed and that these are handed in at the 
beginning of the day. 
This is not an exhaustive list and items may become banned at the discretion of the 
Headteacher or delegated representative as necessary.  Pupils and parents will be 
notified if any item becomes banned. 
 

•  If a member of staff suspects a pupil has a banned item in his/her possession, they can 
instruct the pupil to turn out his or her pockets or bag and if the pupil refuses, the teacher 
can apply an appropriate punishment as set out in the school’s behaviour policy. 
 
 

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

 
Seaching 
School staff can search a pupil for any item if the pupil agrees.  The Headteacher and staff 
authorised by the Headteacher have the statutory power to search pupils or their possessions, 
without consent, where they have reasonable grounds for suspecting that a pupil may have a 
prohibited item.   
 
Before any search takes place, the member of staff conducting the search should explain to 
the pupil why they are being searched, how and where the search is going to take place and 
give them the opportunity to ask any questions. 
 
If the pupil still refuses to co-operate, the Headteacher or staff authorised by the Headteacher 
will assess whether it is appropriate to use reasonable force to conduct the search.  The decision 
to use reasonable force should be made on a case-by-case basis. The member of staff should 
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consider whether conducting the search will prevent the pupil harming themselves or others, 
damaging property or from causing disorder. 
 
Searching without consent 
The Headteacher and school staff authorised by the Headteacher can use such force as 
reasonable given the circumstances to conduct a search for the following prohibited items: 

 
• Knives and weapons 
• Alcohol 
• Illegal drugs 
• Stolen items 
• Tobacco and cigarette papers 
• Fireworks 
• Pornographic images 
• Any article that a staff member reasonably suspects has been or is likely to be used to 

commit an offence, cause personal injury or damage to property 
 
Force cannot be used to search for items banned under the school rules. 
 
Searches can be carried out by the Headteacher or a member of school staff authorised by the 
Headteacher.   However  
a. you must be the same sex as the pupil being searched;  
b. there must be a witness (also a staff member) and, if at all possible, they should be the same 
gender as the pupil being searched.  
 
Searches can be carried out if you have reasonable grounds for suspecting that a pupil is in 
possession of a prohibited item. 
 
The law also says what must be done with prohibited items which are seized following a search. 
 
Extent of the search – clothes, possessions, desks and lockers 
What the law says: 
The person conducting the search may not require the pupil to remove any clothing other than 
outer clothing. 
‘Outer clothing’ means clothing that is not worn next to the skin or immediately over a garment 
that is being worn as underwear but ‘outer clothing’ includes hats; shoes; boots; gloves and 
scarves. 
‘Possessions’ means any goods over which the pupil has or appears to have control – this 
includes desks, lockers and bags. 
A pupil’s possessions can only be searched in the presence of the pupil and another member of 
staff. 
 
Recording Searches 
Any incidents of searching will also be recorded on CPOMs.  The records will include:  who 
conducted the search and any other adults or pupils present; what was being searched for;  
the reason for searching;  what items, if any, were found; and what follow-up action was taken 
as a consequence of the search. 
 
Safeguarding 
The Designated Safeguarding Lead, or Deputy DSL, should be informed of any searching 
incidents where the member of staff had reasonable grounds to suspect a pupil was in 
possession of a prohibited item.  The staff member should also involve the DSL/ Deputy DSL 
without delay if they believe that a search has revealed a safeguarding risk.  
 
If the DSL or Deputy DSL finds evidence that any child is at risk of harm, they should make a 
referral to children’s social care services immediately (as set out in part 1 of Keeping Children 
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Safe in Education). The Designated Safeguarding Lead (or Deputy) should then consider the 
circumstances of the pupil who has been searched to assess the incident against potential 
wider safeguarding concerns.  
 
The power to seize and confiscate items – general 
What the law allows: 
 Schools’ general power to discipline, as set out in Section 91 of the Education and Inspections 
Act 2006, enables a member of staff to confiscate, retain or dispose of a pupil’s property as a 
disciplinary penalty, where reasonable to do so. 
 
1. The member of staff can use their discretion to confiscate, retain and/or destroy any item 
found as a result of a ‘with consent’ search so long as it is reasonable in the circumstances. 
Where any article is thought to be a weapon it must be passed to the police. 
2. Staff have a defence to any complaint or other action brought against them. The law 
protects members of staff from liability in any proceedings brought against them for any loss of, 
or damage to, any item they have confiscated, provided they acted lawfully. 
 
Items found as a result of a ‘without consent’ search 
Items found will be dealt with in the ways detailed in Searching, Screening and Confiscation 
(2018). 
What the law says: 

• A person carrying out a search can seize anything they have reasonable grounds for 
suspecting is a prohibited item (that is a weapon/knife; alcohol; illegal drugs or stolen 
items) or is evidence in relation to an offence. 

• Where a person conducting a search finds alcohol, they may retain or dispose of it. 
• Where they find controlled drugs, these must be delivered to the police as soon as 

possible unless there is a good reason not to do so –in which case the drugs must be 
disposed of. 

• Where they find other substances which are not believed to be controlled drugs as 
outlined above. 

• Where they find stolen items, these must be delivered to the police unless there is a good 
reason not to do so – in which case the stolen item should be returned to the owner. 
These stolen items may be retained or disposed of if returning them to their owner is not 
practicable. 

• In determining what is a “good reason” for not delivering controlled drugs or stolen items 
to the police the member of staff must have regard to guidance issued by the Secretary 
of State. 

• Any weapons or items which are evidence of an offence must be passed to the police as 
soon as possible. 

• It is up to the Headteacher to decide whether there is a good reason not to deliver stolen 
items or controlled drugs to the police, taking into account all relevant circumstances 
and using their professional judgement to determine whether they can safely dispose of 
a seized article. 

 
Electronic Devices 
Where the person conducting the search finds an electronic device that is prohibited by the 
school rules or that they reasonably suspect has been, or is likely to be, used to commit an 
offence or cause personal image or damage to property, they may examine any data or files 
on the device where there is good reason to do so.  They may also delete data or files if they 
think there is good reason to do so, unless they are going to give the device to the police. Files 
would only be deleted in consultation with SLT. The power applies to all schools and there is no 
need to have parental consent to search through a pupils phone if it has been seized in a lawful 
“without consent” search and is prohibited by the school rules or being likely to be used to 
commit an offence or cause personal injury or damage to property.    
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In determining a ‘good reason; to examine or erase the data or files staff members should 
reasonably suspect that the data or file on the device has been, or could be, used to cause 
harm or to disrupt teaching or to break the school rules. 
 
If an electronic device has been seized and staff have reasonable grounds to suspect that it 
contains evidence in relation to an offence, they must give the device to the police as soon as 
it is reasonably practical.  Material on the device that is suspected to be evidence relevant to 
an offence, or that is a pornographic image of a child or an extreme pornographic image, 
should not be deleted prior to being given to the police. 
 
If staff do not find any material that they suspect is evidence in relation to an offence, and 
decide not to give the device to the police, they can decide whether it is appropriate to delete 
any files or data from the device or to retain the device as evidence of a breach of school 
discipline.   
 
All decisions made regarding giving the device to the police and deleting files will be made in 
discussion with members of the Senior Leadership Team. 
 
All staff are aware that behaviours linked to sexting put a child in danger.  Any incidents of 
sexting will be dealt with as a safeguarding concerned and referred to safeguarding leads or 
SLT. 
 
Telling parents and dealing with complaints 
Schools are not required to inform parents before a search takes place or to seek their consent 
to search their child.  Schools should reinforce the whole-school approach by building and 
maintaining positive relationships with parents. Parents should always be informed of any search 
for a prohibited item that has taken place and the outcome of the search as soon as is 
practicable. A member of staff should inform the parents of what, if anything, has been 
confiscated and the resulting action the school has taken, including any sanctions applied. 
 
Complaints about screening or searching should be dealt with through the normal school 
complaints procedure. 
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