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1.0 Aim of the policy 

 

1.1 Our aim in school is for children to work as closely to their full potential as is 

possible and that staff understand what that potential is. We provide a 

disciplined school structure and believe in our philosophy that under-pins our 

Positive Behaviour Management Policy and Procedures. All teachers have a copy 

of the Headteacher’s document – ‘Understanding Behaviour’ (see Appendix 
Eight). We also believe that the policy will support our established principle 

where pupils are encouraged to develop a self-disciplined approach, not only to 

their behaviour, but to their learning also. We believe that it will provide the way 

forward for children and adults alike, to develop a reasoned set of values, 

attitudes and beliefs. Care for others will continue to be the prime concern of all 

who work in the school. This is our 'Behaviour Code’. 
 

1.2  In our work with children we also aim to develop helpful learning attitudes, skills 

and positive learning behaviours, principally those of respect of self, others, the 

environment; self-motivation, independence, curiosity and the ability to 

question and argue rationally. We hope the children will acquire a reasoned set 

of values, attitudes and beliefs. We encourage active participants and 

responsible contributors. All staff of Guillemont Junior School will have high 

expectations of each child and children should find and contribute to a warm, 

encouraging and learning atmosphere that pervades all we do. This is part of our 

ethos.  

2.0 The scope of our Positive Behaviour Management Policy and Procedures  

 

2.1 Our Positive Behaviour Management Policy and Procedures in school is designed 

to provide a framework to guide children towards self-discipline and self-

regulation having a reasoned set of values, attitudes and beliefs, but most of all 

with the ability to choose between right and wrong. Care for others is a prime 

concern of all who work in the school. Children should not fear or worry about 

the Behaviour Code but should recognise that it is fair and supports them all. 

 

2.2 Positive behaviour and attention from children, with no disruption to lessons, 

means that teachers can teach and children can learn. This is our aim. Young 

children sometimes need help and support to achieve these aims and a few have 

great difficulty in coping with school routines and social situations. This is when 

support from peers and a whole school system can make a big difference to the 

emotional development of a child. 

 

2.3 All teachers introduced this policy to the children in the first full week of the 

school year and rewards and sanctions are introduced and agreed by children 

and staff. This ensures the children also have ownership of our policy and 

procedures.  After a short period of introduction and settling into new classes, all 

of the rules, rewards and sanctions are in place and fully operational for all 

children. 
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2.4 The following points are emphasised: 

 Children will receive regular feedback and reminders about expectations of 

behaviour 

 Verbal praise will often be given and other rewards are also used (see the 

Positive Attitude to Learning Ladder called the PAL Ladder) 

 The intention is that each day starts with a clean slate 

 The first sanction point starts with ‘Level 1' on the PAL Ladder. Children have 

the opportunity to move their name/photograph up the PAL Ladder if they 

improve during a day which may have started in a troublesome way 

 All children receive an Acceptable Behaviour Card (referred to as ABC) to keep 

for the duration of their time at Guillemont.  The operational details of the 

ABC are given in Appendix Four. Children lose their ABC [have it removed] if 

they receive a specific number of sanction points (currently this is four 

points).  As a likely consequence, the child is prevented from participating in 

certain activities that could be regarded as privileges.  The maximum time a 

child can lose their ABC is for half a term but in most cases it is a few weeks.  

Teachers have the ability to issue a temporary ABC if they feel improvements 

to behaviour have occurred.  The system is monitored by an ELSA (Emotional 

Literacy Support Assistant) and the Headteacher. Parents and carers are 

notified if their child is at risk of losing their ABC. This is when a child has 

received three sanction points. The purpose of this step is to prevent the loss 

of the child’s ABC. However, the ABC is removed from a child [we refer to this 

as ‘lost’] when four sanction points have been recorded.  
 Behaviour Reports are issued termly to parents and carers and include 

information about individual, class, year group and whole school behaviour. 

3.0 The Behaviour Code 

 

3.1 The Behaviour Code, which is based upon a system of Assertive Discipline, 

supports our established principles where pupils are encouraged to develop a 

self-disciplined and self-regulated approach, not only to their behaviour, but 

their learning also. The Assertive Discipline system provides the necessary 

framework for children and adults alike to develop their own attitudes and 

beliefs. The principles of Assertive Discipline set firm and commonly shared 

limits, which are enforced fairly and consistently. A great deal of positive 

reinforcement is required to encourage appropriate behaviour.   
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3.2  All staff use the following flow chart: 

 

The Narrative Approach: All staff carry sets of six picture cards on their security 

lanyards that are used to help resolve conflicts and ensure that children 

understand all of the issues relating to an incident. They are pictographs of a 

simplified child version of the above: 



Governors Policy Document – Positive Behaviour Management Policy and Procedures 

Ratified July 2018 (Review July 2020) 

This policy remains current but is under review to be replaced by a Relationships Policy in January2022 

 

Page 5 of 26 

 

When → Who → Where → Problem → Solution → End. 
3.3  The Classroom Behaviour Code 

 
Our Responsibilities     What it means: 

I will:  

 

1.  Show respect to myself, others and the environment  Respect and care for each other and 

ourselves. 

Look after each other, even those you don’t 
know. 

Treat all others as you would like them to 

treat you. 

Be polite. 

Have good table manners and say please 

and thank you. 

Keep your school equipment tidy with no 

graffiti on any book covers 

Keep the cloakrooms tidy and safe 

Pick up any litter voluntarily 

Clear up when you have finished and help 

others. 

Respect the different areas of the school 

grounds. 

Only play where you are allowed to play. 

Keep off the grass verges and flowers. 

 

2.  Always listen and follow adult instructions Follow any directions or instructions from 

any adult in school. 

If you do not understand or do not hear the 

instruction, then ask politely as you will 

always be listened to. 

Try your best at all times. 

 

3.  Make sure my teacher knows where I am  Speak to the teacher or learning support 

assistant first before you leave the room at 

all times. 

 

4. Keep my hands, feet and objects to myself Play nicely with everyone inside and 

outside.  

 Always respect other people’s personal 
space.  

 Ask permission before touching other 

people’s property.    

Share the space with kindness. 

  Do not bother other children. 

  Walk calmly around the school. 

 

5.  Respect the Dress Code    Know the dress Code 

       Choose clothes to suit the occasion. 

       Have all belongings named. 

Hang coats and PE bags in the cloakroom 

and put other bags in the troughs. 

No jewellery other than a watch and/or 

stud earrings (children have to be able to 

remove their own earrings). 

No football shirts to be worn. 
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No high heels (including at discos).   

3.4 Teachers discuss with the children which rules are the most important and why.  

They then create a “Class Charter” based on their own words at the start of each 

year that brings class and individual ownership of the Behaviour Code. 

4.0 Rewards 

 

4.2 There are no specific rewards for meeting our expectations of behaviour. Our 

aim is that others [visitors and inspectors] would judge the children to be well 

behaved. 

 

4.3 Teachers and children are encouraged to establish class approved systems of 

rewards for behaviour [for individual children] that is above the expectation.  

Some very positive ideas have been used across the school for example, Star 

Pupil of the Day, stickers, certificates, prize boxes, whole class praise reinforced 

by a senior member of staff, notes and letters home, personal mention to 

parents and carers. We believe that is also important not to over-reward 

behaviour.  Staff use a consistent design of sticker chart that can be personalised 

if required. When a child completes their chart, they visit the 

Deputy/Headteacher for a special sticker. The key point is that the principles of 

rewards for behaviour are consistently applied across the school by all staff. Staff 

award ‘Achievement’ Certificates every Friday for the Headteacher to present at 

the whole school assembly. These certificates accord with the school’s core 
values.  

 

4.4 Other more formal rewards/responsibilities include:  

 Public praise  

 Other certificates in assembly (Gold Timetables Challenge) 

 More trust and choice given  

 More responsibility and independence given   

 Pupil becomes a Young Ambassador 

 Pupil becomes a Young Play Leader 

 Pupil becomes a Peer-Mediator 

 Acknowledgement is noted and a message/letter/postcard sent home. 

 

4.5  From time to time a teacher might feel that the whole class needs a special 

‘treat’ or celebration. This may involve parents and carers. The whole class 

should help each other to achieve this, as it develops social and mentoring skills.  

A list of celebrations has been drawn up to choose from. Care will be taken by 

the teachers to balance the type of class celebration chosen to suit the range of 

preferences within the class.   Some ideas are short and quick, some need 

planning and are more suitable for an end of half-term goal. 

 

4.6 List of class celebrations from which to choose include: 

 Have a class concert 

 Have a treasure hunt 

 Orienteering in the school grounds 
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 School grounds walk 

 All the class play board games 

 Have a story tape from/in the library 

 Play on the field (dry weather) 

 Organise a tea party 

 Do “Take Part Plays” with actions 

 10 minutes extra on the Adventure Playground 

 Choose a special story 

 Do a special outdoor games session 

 Drawing 

 Show and tell 

 

Children can add ideas or choose a focus for the time when designing the class 

charter each year; this gives them ownership of the celebration as well as the 

behaviour. 

 

4.7 Positive Attitude to Learning (PAL) Ladder: 

 

Share with a Leader 

 

Letter/card sent home 

 

Certificate 

 

Sticker 

 

Verbal recognition 

 

Positive Attitude to Learning (PAL) 
Starting point for everyone each day 

Respect of self, others, the environment; self-motivation, independence, curiosity 

and the ability to question and argue rationally. 

 

 

Formal Verbal Warning 

 

Level 1 

One sanction point if your name remains here  

Level 2 

Time out and two sanction points if your name remains here 

Level 3 

Call home and three sanction points if your name remains here 

Level 4 

Pupil Behaviour Report (PBR), four sanction points and loss of ABC  

 

4.8 All children start each day at the centre of the PAL Ladder. 
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5.0 Consequences and Sanctions 

 

5.1 Teachers are very patient and children are given reminders and chances, 

including a clear formal verbal warning, before a sanction is applied.  However, if 

verbal warnings are not heeded and a child breaks school rules persistently, 

there is a  clearly defined stepped approach that ultimately leads to a child being 

asked to write a PBR (Pupil Behaviour Report [formally a Behaviour Log] see 

Appendix Five).  Here the child is supported to devise a plan of action for their 

own improvement and this is shared with the Deputy/Headteacher. Often this 

discussion, with another adult, breaks the cycle and the child can then return to 

class.  A PBR automatically leads to the removal of an ABC for a fixed period of 

time. 

 

5.2 Formal Verbal Warning. Teachers will remind a child or the whole class of the 

Behaviour Code and their expectations of them. If a child fails to respond, the 

teacher will then issue a Formal Verbal Warning and the child’s 
name/photograph will be moved to the Formal Warning step on the PAL Ladder. 

 

If there is another breach, or subsequent breaches, of the rules then:  

 

Level 1 - Name/photograph moves to ‘Level 1’ on the PAL Ladder. If a child 

remains here for the day, then one sanction point is recorded. 

 

Level 2 - Name/photograph moves to ‘Level 2’ on the PAL Ladder. Here the 

child has reflection/cooling down time of up to 10 minutes. This gives the child 

an opportunity to turn any negative behaviour around. This time can be 

supported by the LSA, class teacher or ELSA. If a child remains at this level for the 

rest of the day because there has been insufficient improvement, then two 

sanction points are recorded. 

 

Level 3 - Name/photograph moves to ‘Level 3’ on the PAL Ladder. At this point, 

a child moves to a Leader’s room and will sit separately for 15 minutes to reflect 

on the rules which have been broken and how best to avoid this happening 

again. The child will discuss the incident and the outcomes with the Leader. 

Three sanction points are recorded and the class teacher will call home. When 

appropriate, the child returns to their classroom. On return to the classroom, the 

child’s name/photograph is placed in the centre of the PAL Ladder to 

demonstrate that the incident has been dealt with; a fresh start. Sometimes, 

especially for persistent offenders or a serious one-off incident, the PBR could be 

implemented at this point (Level 3, 4 or 5). 

 

Level 4 - Name/photograph moved to ‘Level 4’ on the PAL Ladder. Any further 

rule breaking will result in the child being placed at Level 4. The child is removed 

from their classroom for a predetermined period and will work under the 

supervision of a Leader. Then a formal meeting, that includes the 

Deputy/Headteacher, will result.  A formal record of the meeting is written and 
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the parents or carers receive a copy. A Contract of Behaviour (see Appendix Six) 

and/or an Individual Behaviour Plan (IBP) may also be implemented. The IBP can 

be used for other purposes such as transfer between phases or referral to ELSA 

etc. The child’s ABC will be removed for a predetermined period of time. Level 4 

can be applied when a child reaches Level 3 for the second time in one day or 

subsequent days over a relatively short time period. 

 

Level 5. Exclusion. This does not appear on the PAL Ladder and will only ever be 

used after careful consideration by the Headteacher. See the Exclusion Policy 

Appendix 1. 

 

5.3 To summarise: It must be appreciated that this system is designed to encourage 

children to self-regulate and offer support to them if needed. A child that 

vacillates on the ladder may well require the teacher to contact home regarding 

a lack of consistency of behaviour. This may result in a Behaviour Log (Level 4) 

response to a series of relatively minor incidents; because they are failing to self-

regulate despite advice, help and support. 

 

Moving down the PAL Ladder [from top to bottom]: 

 

Action Consequences Sanction Points 

Formal Warning (verbal) Name/photograph moved to 

Formal Verbal Warning step on 

the PAL Ladder 

No sanction point recorded  

Level 1 Name/photograph moved to 

Level 1 step on the PAL Ladder 

1 sanction point recorded on 

the school record 

Level 2 Name/photograph moved to 

Level 2 step on the PAL Ladder 

2 sanction points recorded 

on the school record 

Level 3 Name/photograph moved to 

Level 3 step on the PAL Ladder 

and moved to a Leader’s 
classroom for 15 minutes 

3 sanction points recorded 

on the school record 

Level 4 Name/photograph moved to 

Level 4 step on the PAL Ladder 

and will be supervised by a 

Senior Leader. ABC removed 

4 sanction points recorded 

on the school record.  

Level 5 Headteacher considers a fixed term or permanent exclusion for 

a one-off serious incident or repeated unacceptable behaviour 

while failing to respond to the support offered/in place. 

 

5.4 Sanction points are entered into CPOMS. The should be updated daily so that 

effective monitoring by the senior leaders of the school and the school’s lead 

Emotional Literacy Support Assistant (ELSA) can take place. The ELSA monitors 

CPOMS (Behaviour) and supports both the children and all staff applying the 

Positive Behaviour Management Policy and procedures. The ELSA aims to visit all 

children that that are at risk of having their ABC removed. Sanction points are 

reset to zero at the start of every half term. 
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5.5 There are occasions when children with specific needs require an alternative 

system of sanctions. Parents and carers will always be consulted before any 

special arrangements are made. 

6.0 Discussions with children / Positive Handling Plan / Individual Behaviour Plan  

 

6.1 In the first instance when children are experiencing difficulties with their 

behaviour to the extent that they receive a PBR (Level 4), the class teacher will 

take the child aside on their own at a suitable time and discuss the difficulties 

with them.  

 

6.2 The teacher will attempt to help the child think about what they are doing and 

why.  This may take some time and need more than one occasion. They will need 

to be helped to see the affects upon not only themselves, but others within the 

school and at home. The child needs to be enabled, with the help of their 

teacher, to find a way forward through the difficulties. A Contract of Behaviour 

and/or an Individual Behaviour Plan (IBP) may be considered at this time which 

will be shared with parents and carers. 

 

6.3 Additional and further support. If the desirable changes in the child’s behaviour 
pattern are not accomplished through the above methods, then other people 

and other methods need to be employed.  Fuller discussions with the child and 

parents and carers might need to take place and additional members of staff 

included e.g. the ELSA and the Special Educational Needs Coordinator (SENCo).  

  

6.4 The lead ELSA operates nurture and social skills groups. These operate to 

support those children who find adhering to the Behaviour Code particularly 

challenging.  However, the groups are there to support all children and not those 

exclusively with a Behaviour Code issue.  Being a member does not imply a child 

has broken the Behaviour Code.  

 

6.5 Children who have not yet improved sufficiently will receive 1-2-1 support from 

their teacher encouraging them to try to improve their behaviour.  A behaviour 

target will be set and recorded in the Contract of Behaviour and/or IBP.  Parents 

and carers will be informed, by letter or phone, if there is a behaviour target to 

work on. We think this is a very positive step and will encourage children to keep 

trying.   

 

6.6 The SENCo offers guidance sessions to those children who need additional 1-2-1 

emotional support. If there are still concerns that have not been addressed the 

Headteacher and/or external agencies may be called upon to provide additional 

support for the child and their family. This can include: 

 The use of a Positive Handling Plan for staff (see 6.7 and Appendix 8) 

 Attachment to a child mentor or adult mentor 

 Referral to ELSA support 

 Counselling 

 Referral to the Primary Behaviour Service (PBS)  
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 Use of a reduced timetable (including lunchtimes) 

 Referral to the Early Help Hub 

 Referral to CAMHS 

 

6.7 The use of a Positive Handling Plan should be used when pupils repeat specific 

behaviours that are unacceptable. The purpose is to inform staff of the key 

behaviours, triggers and de-escalation strategies that are intended to 

reduce/prevent further episodes.  

7.0 Serious incidents including deliberate or blatant physical harm to others or 

property 

 

7.1 Any serious incident will necessitate contacting parents or carers and the child 

will usually be at Level 4 of the school’s sanctions. This will result in the loss of 

ABC for a fixed period of time.  

 

7.2 Teachers should not hesitate to involve parents and carers as part of the solution 

and understanding of the difficulties. This usually leads to more lasting 

outcomes.  The teacher will have discussed the positive benefits of good 

behaviour with the child at this point (Level 2 onwards), and it is hoped that 

parents and carers will support this by talking things through at home.  We think 

it is very important that parents and carers are informed if the normal day-to-

day routines fail to modify an individual’s behaviour.   It is worth noting that 

bullying and racist incidents have specific definitions. The school is required to 

report any such incidents directly to the Local Authority. Please read the ‘Anti-
bullying Policy’ and ‘Recording of Racial Incidents’ advice as these give specific 
information on what must happen in these circumstances. 

 

7.3 For serious or on-going difficulties that impact on the learning of others, a 

meeting should be organised between Headteacher, class teacher, and child to 

discuss behaviour problems and how to solve them.  A period of exclusion from 

school is the most serious sanction and is only decided by the Headteacher. (See 

Appendix One) 

 

7.4 Additional sanctions, or special temporary arrangements for break/lunch times, 

may need to be set up.  Class teachers are responsible for making these 

temporary arrangements as they know the pupils best. This may include children 

being sent home at lunchtimes for a period of time. However, this will be a 

decision made by the Headteacher.  

 

7.5 We do consider these sanctions to be both serious and appropriate.  Above all 

they are fair. Staff are not trying to trick or trap children into being caught for 

bad behaviour.  We understand that the younger or more immature the child the 

more explaining is required. Children need support to understand, and teaching 

about, what are acceptable standards of behaviour as they develop the ability to 

be self-disciplined.   Constant movement down the PAL Ladder with no other 
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intervention will have a very negative impact on pupils involved and can even 

de-motivate the whole class. 

8.0 Parental Involvement  

 

8.1 We rely upon parents and carers to reinforce and support our school’s Positive 

Behaviour Management Policy and Procedures. Parents and carers' opinions and 

views have an extremely important effect on children. We know from experience 

that when the school and home work together, the best and most lasting results 

can be achieved. 

 

8.2 When a Behaviour Target has been set, we hope parents and carers will be able 

to provide the following support: 

 Choose a quiet time when one or both parents and carers can sit with the 

child and discuss the target that has been set. 

 Never 'belittle' school rules by saying it was 'nothing' or ‘I used to do that 
when I was at school!” Every time a child breaks a school rule it wastes a 
learning and teaching opportunity for themselves and often impacts on the 

learning of others. 

 Remind the child that we want to live in a caring community at school where 

respect for all others is fostered. 

 Remind the child of the rules and the need to be self-disciplined. 

 Let the child know that you are disappointed and expect them to try their 

best at all times to behave in school and keep the rules. 

 Talk through how the child is expected to behave in school the next term. 

 Try to be positive, as all children can make mistakes. 

 Remember to praise when there has been an improvement. 

9.0 Summary  

 

9.1 Our Rules, Rewards and Sanctions provide a framework for children’s moral and 
social development. The rewards for individuals are very much aimed towards 

being self-disciplined rather than as a bribe or treat.  Class rewards are designed 

to develop team spirit and support between the class groups and their teachers, 

which in turn leads to a feeling of belonging to the school as a whole.  We aim to 

be positive and supportive with children as they develop their own self-discipline 

that underpins self-regulation.  

 

9.2 At key times of the day [transitions, end of play, and end of the school day] the 

teacher should discuss with all relevant pupils whether they have demonstrated 

that they can self-regulate and that this can be sustained so that they can move 

up the PAL Ladder.  Teachers then decide where the child moves to on the PAL 

Ladder. This will determine the outcome. If it is necessary to record any sanction 

points in the class's electronic record sheet (called the Behaviour Grids), the 

teacher will do so.  It is the teacher's responsibility to keep these records current 

as they are monitored frequently by the ELSA and Deputy/Headteacher.   
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9.3 For children with high levels of Emotional and Behavioural Difficulties (EBD), 

Individual Behaviour Plans (IBP), Behaviour diaries or additional records need to 

be kept. Behaviour groups are set up and Individual Behaviour Plans are 

reviewed accordingly. In exceptional circumstances, the use of sanction points 

will not be appropriate and alternative strategies will be used that involve the 

Deputy/Headteacher directly.  

 

9.4 The school has trained Peer Mediators (Yr5 or 6) who are on duty at lunchtime to 

help and support children that have minor disputes with their peers. The ELSA 

monitors the work of the Peer Mediators and follows-up when necessary.  

 

9.5 Playtimes and lunchtimes are not exempt from the procedures of the policy. Any 

incident occurring during these times will be dealt with using the narrative 

approach cards (see p3). There needs to be a distinction between minor disputes 

and conflicts that require further action. Sanction points must be issued 

accordingly up to Level 5. The lead teacher on break duty, or lead lunchtime 

supervisor will inform the class teacher of any incident deemed to be at Level 1 

or above. This will be recorded on the PAL Ladder and Behaviour Grid. 

10.0 Behaviour likely to cause harm to the individual child or other children 

(including the use of physical restraint)  

 

10.1 All members of the school staff have a legal power to use reasonable force when 

a child is at risk of hurting themselves or others. This can also apply to people 

whom the Headteacher has temporarily put in charge of pupils such as an unpaid 

volunteer or parents and carers accompanying pupils on a school organised visit. 

Schools can use reasonable force to: 

 Remove disruptive children from the classroom where they have refused to 

follow instructions to do so 

 Prevent a pupil behaving in a way that disrupts a school event or a trip or 

visit 

 Prevent a pupil leaving a classroom where allowing a pupil to leave would 

risk their safety or lead to behaviour that disrupts the behaviour of others 

 Prevent a pupil from attacking an adult [staff and/or visitor] or another pupil, 

or stop a fight in the playground 

 Restrain a pupil at risk of harming themselves through physical outburst. 

 

10.2 It is acknowledged that there is a legal duty to make reasonable adjustments for 

disabled children and children with special educational needs. 

 

10.3 It is always unlawful to use force as a punishment. 

 

10.4 A Headteacher and authorised staff also have the legal right [Section 45 of the 

Violent Crime Act 2006 and by Section 242 of the ASCL Act 2009] to search pupils 

without their consent for prohibited items: knives, alcohol, illegal drugs, stolen 

items, tobacco and cigarette paper, stolen items, fireworks, pornographic images 
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and any article that has been or is likely to be used to commit an offence, cause 

personal injury or damage to property. 

 

10.5 The policy acknowledges that certain types of restraint techniques present an 

unacceptable risk when used on children. These include: the seated double 

embrace; the double basket-hold; the nose distraction technique. These 

techniques have no place in Guillemont Junior School and will never be used. 

 

10.6 The Headteacher and SENCo will ensure staff have the appropriate guidance to 

restrain children in the context of school life and in compliance with Section 45 

of the Violent Crime Act 2006 and Section 242 of the ASCL Act 2009. This will 

only ever occur when all other strategies and techniques have failed to modify a 

child’s behaviour that is likely, in their opinion staff to result in harm to the child 

or others. 

 

10.7 It should be noted that the need to physically restrain any child is very rare at 

Guillemont. When it is necessary staff are able to implement the school’s 
Physical Restraint and Use of Reasonable Force Policy. All teaching staff have 

received additional training from the Hampshire Educational Psychology Service 

where the focus is to de-escalate a situation. Key members of staff have also 

completed Team Teach Training and can be called to assist other members of 

staff should it be necessary. Any incident requiring physical intervention must be 

recorded in CPOMS and parents notified.  

11.0 Use of CPOMS to record all incidents of behaviour. 

 

11.1 From September 2018, all incidents relating to behaviour (rewards and 

sanctions) must be recorded on CPOMS. 

 

11.2 The use of a Pupil Behaviour Report (PBR), Contract of Behaviour (CoB), or an 

Individual Behaviour Plan (IBP) require the reports to be uploaded to CPOMS as 

an attachments. The reports must be named as follows: Surname, first name, 

type of report (eg CoB) and the date in the form 01.09.2018. 
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Appendix 1: Exclusion Policy Statement  

 

Our school policies encourage and enable pupils to participate fully in school life and 

enjoy their time at school.  When children experience behavioural difficulties, the 

Behaviour Code is used to reinforce positive behaviour and to discourage negative 

behaviour.  Our aim is to keep all children in school full-time so that they may get the 

utmost benefit from a full and rich education.  However, should a child persist in violent, 

abusive or disruptive behaviour after full implementation of the Behaviour Code, 

discussions with the child and their parents or carers, the exclusion option will be 

exercised.  It also needs to be acknowledged that in exceptional circumstances any child 

would need to be excluded for sudden, unprovoked violence of a serious nature 

towards another pupil or member of staff. 

 

Types of Exclusion: 

 Fixed term exclusion (varies from ½ a day to 15 days) 
 Permanent exclusion (the child is removed from the school and educated 

elsewhere) 

It should be noted that exclusions remain on a child’s record for 12 years. 
 

Actions and Procedures 

Hampshire County Council has a full procedure for exclusion, which will be followed in 

all cases. The key points are: 

 Exclusion allows a cooling off period for the child and school.  It allows the school 

space and time to consider steps or help needed to better support the child.  It 

helps the parents and carers to take some responsibility for the behaviour of 

their child whilst in school. 

 There is a Behaviour Code in place in the school to enable staff to respond 

appropriately to pupil behaviour and which teaches the child about appropriate 

behaviour responses.  This is fully implemented at all times. 

 The Headteacher is the only person with the power to make a decision about 

exclusion. 

 The Governing Body should set up an Appeals Committee to deal with each 

appeal against fixed term exclusion of between 6 and 15 days or permanent 

exclusion as it arises.  This should consist of three independent Governors and 

must not include the Chairman, the Headteacher, anyone involved in the 

incident, or anyone known to the family of the child. 

 Parents and carers have a right to appeal against an exclusion and can bring a 

‘friend' to the hearing.  Both sides will present their cases and the Governor’s 
Committee will reach a decision.  If that decision goes against the child, the 

parents or carers may then appeal to the County about that decision. 

 

Staff are required, under the SEND Policy, to keep records of incidence and action taken 

and make them available to the Governors’ Appeals Committee in all cases of serious 
behavioural needs. 
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All exclusions will be reported to the Governing Body in the Headteacher's Report, 

maintaining confidentiality of the child.  There is a named Governor, who receives 

copies of all exclusion papers along with the clerk (following HCC guidelines). 

 

When a pupil returns following exclusion a reintegration meeting should be held by a 

senior member of staff to include the child and their parents or carers.  If appropriate, a 

support plan should be agreed at this meeting as a positive step to improvement, 

identifying any additional support or arrangements. 
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Appendix 2: Playtimes 

 

Children generally enjoy playtime and it is an important aspect of their social 

development.  There will be three to four teachers/support staff on duty each day at 

morning playtime; at least one teacher on ‘Number’ playground duty, two teachers on 

‘Courts’ playground duty.  Classes may use the Adventure Playground, basketball, 

netball, football area, huff and puff equipment on their class’s rotas day each lunchtime 

subject to a safety check (if the weather is inclement) by the Site Manger. 

  

The Site Manager will regularly monitor the toilet areas and ensure they are fit for 

purpose. 

 

Cloakrooms will be checked by an adult for potential Health and Safety issues following 

every playtime and the areas tidied.  This is usually done by class monitors.  All children 

should share this responsibility. 

 

Lunch playtime:  

 

1. There should be a rotation of dinner supervisors on duties.  

See ‘Lunchtime Supervisor Rota’ for details – this is maintained by the Senior Lunchtime 

Supervisor. 

 

Lunch Supervisors will use the ‘Playground Book’ as well as a ‘Dining Area’ book to note 
any children whose behaviour results in concern. The books should then be circulated to 

the relevant class teachers and the Deputy/Headteacher for more serious or persistent 

behavioural issues.   All cloakrooms are manned before the children come back into 

school. 

 

2. First Aid  

All staff are first aid trained. Other members of staff hold more advanced first aid 

qualifications. Whenever possible, and certainly when necessary, a member of staff will 

accompany children into school for attention. Icepacks are kept in the freezer in 

reception. The accident book must be completed.  First Aid will be administered by an 

appropriately trained member of staff. Any head injury results in a specific response 

(See First Aid Policy). 

 

3. 'In' Time  

Supervisors on playground duty must ask the children to come in at the designated time 

and settle them in their classrooms by the designated time. This will allow time for any 

messages to be relayed to the teachers. The person on Play Duty is to call “in time” and 
then all entrances and cloakrooms are properly supervised by staff. 

 

Children come in quietly and calmly. The nominated supervisors should ensure the 

children who require medical attention are sent back to class (all classes have first aid 
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boxes) or their case handed over to the Admin Team, for the administration of first aid, 

at the end of each play.    

 

Appendix 3: Wet Play Arrangements 

 

All school rules apply but teachers ensure that children are properly set up with 

something to do for wet play [Every classroom has a selection of ‘wet play’ 
equipment/toys/games] and reminded about indoor health and safety rules: 

 

1. Sit down during wet play 

 

2. Talk with a quiet voice 

 

3. Play with equipment sensibly and carefully 

 

4. Share with others 

 

5. Don’t interfere with other people’s games 

 

6. Clear up as soon as you are asked and in good time for the next session 

 

7. Put equipment away properly. 
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Appendix 4: Acceptable Behaviour Card (ABC) 

 

ABC operational details: 

 

The school operates an Acceptable Behaviour Card, known by the children as the ABC. It 

is issued to all children for the duration of their stay at Guillemont. It does not give the 

holder any privileges; it simply represents our expectation of a positive attitude to 

learning. As such it is only of importance if it is taken away from a child. The ABC is 

removed once a specific number of sanctions points have been reached (4) and those 

children may lose the opportunity to participate in the additional activities the school 

offers. This includes discos, trips, representing the school and so on. The maximum time 

any child can lose their ABC for is half a term. This would be in exception circumstances. 

However, staff can issue a temporary ABC if behaviour subsequently improves. The ABC 

is white and a temporary ABC is orange. Orange ABCs are usually given for up to a week. 

 

Children are given chances to alter their behaviour before any sanctions are applied. 

 

Formal Verbal Warning - Teachers will remind a child or the whole class of the 

Behaviour Code and their expectations of them. If a child fails to respond, the teacher 

will then issue a Formal Verbal Warning and the child’s name/photograph will be 
moved to the Formal Warning step on the PAL Ladder. 

 

If a child fails to respond to the formal verbal warning then:  

 

Level 1 - Name/photograph moves to ‘Level 1’ on the PAL Ladder. If a child remains 

here for the day, then one sanction point is recorded. 

 

Level 2 - Name/photograph moves to ‘Level 2’ on the PAL Ladder. Here the child has 

reflection/cooling down time of up to 10 minutes. This gives the child an opportunity to 

turn any negative behaviour around. This time can be supported by the LSA, class 

teacher or ELSA. If a child remains at this level for the rest of the day because there has 

been insufficient improvement, then two sanction points are recorded. 

 

Level 3 - Name/photograph moves to ‘Level 3’ on the PAL Ladder. At this point, a child 

moves to a Leader’s room and will sit separately for 15 minutes to reflect on the rules 
which have been broken and how best to avoid this happening again. The child will 

discuss the incident and the outcomes with the Leader. Three sanction points are 

recorded and the class teacher will call home. When appropriate, the child returns to 

their classroom. On return to the classroom, the child’s name/photograph is placed in 
the centre of the PAL Ladder to demonstrate that the incident has been dealt with; a 

fresh start. Sometimes, especially for persistent offenders or a serious one-off incident, 

the PBR could be implemented at this point (Level 3, 4 or 5). 
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Level 4 - Name/photograph moved to ‘Level 4’ on the PAL Ladder. Any further rule 

breaking will result in the child being placed at Level 4. The child is removed from their 

classroom for a predetermined period and will work under the supervision of a Leader. 

Then a formal meeting, that includes the Deputy/Headteacher, will result.  A formal 

record of the meeting is written and the parents or carers receive a copy. A Contract of 

Behaviour (see Appendix Six) may be implemented and/or an Individual Behaviour Plan 

(IBP) may also be implemented. The IBP can be used for other purposes such as transfer 

between phases or referral to ELSA etc. The child’s ABC will be removed for a 
predetermined period of time. Level 4 can be applied when a child reaches Level 3 for 

the second time in one day or subsequent days over a relatively short time period. 

 

Level 5 - Exclusion. This does not appear on the PAL Ladder and will only ever be used 

after careful consideration by the Headteacher. 

 

The ABC grids are monitored regularly by the Headteacher. All children receiving a 

sanction are visited by an ELSA (specially trained Learning Support Assistant focusing on 

emotional intelligence) to support the child to improve their behaviour. The ELSA and 

class teacher work together and parents and carers should receive a call before the ABC 

card is removed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Governors Policy Document – Positive Behaviour Management Policy and Procedures 

Ratified July 2018 (Review July 2020) 

This policy remains current but is under review to be replaced by a Relationships Policy in January2022 

 

Page 21 of 26 

 

 

 

 

Appendix 5: Pupil Behaviour Record (PBR) 

A copy of the template is available from: 

Shared → StaffPool → 2018/18 → Behaviour Management → PBR 
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Appendix 6: Contract of Behaviour (CoB) 

A copy of the template is available from: 

Date: 

 

Name: Class: 

When 

 

 

 

Who 

 

 

 

Where 

 

 

 

Problem 

 

 

 

 

Solution 

 

 

 

 

 

Staff 

Comment 

 

 

 

 

 

 

 

 

 

Leader 

Comment  

 

 

 

 

 

 

 

 

 

 

Outcome 

 

 

 

 

 

 

 

 

Signatures  

Pupil  

Class Teacher  

Parent  

DHT/HT  
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Shared → StaffPool → 2018/19 → Behaviour Management → CoB 

 
 

This contact of behaviour has been discussed and agreed between Insert and Insert. 

 

The behaviour that is going to change is: 

 

1. . 

2. . 

3. . 

 

I Insert agree that I will: 

 

1. . 

2. . 

3. . 

 

I Insert understand that if I fail to keep this Contract of Behaviour the following will happen: 

 

1. . 

2. . 

3. . 

 

Signed: 

 

Insert: _________________________________________________________________________ 

 

 

Parent/Carer (Insert): ____________________________________________________________ 

 

 

Mr Foster (Headteacher) / Mr Shakespeare (Deputy Headteacher) Delete __________________ 

 

 

Date: 1st September 2018. 

 

 

Copies to: Insert 
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Appendix 7: Individual Behaviour Plan (IBP) 

A copy of the template is available from: 

Shared → StaffPool → 2018/19 → Behaviour Management → IPB 

 
 

Name:    

Year Group:   

D.O.B:         

Class teacher:   

Reason for the IBC:    

Lead Professional:  

Medical Conditions:  

 

Strengths/Praise Points/Bridge Builders:  

 

Topography (what does the child do?):  

 

Triggers (when is the behaviour likely to occur?):  

 

Supportive and intervention Strategies (profile summary):  

 

Verbal advice and support Take up time  

Reassurance  Time out  

Environmental changes  Withdrawal  

Humour  Time out to calm  

Consequences  Transfer adult  

Planned ignoring  Preferred handling  

Distraction (keywords, objects, likes)  Rewards/incentives  

 

Details of interventions:  

 

Debriefing process following incident:  

 

Recording (Incident Report /Contract of Behaviour /PBR /Communication with parents/Other):  

 

Date IBP completed:                      

 

Review Date (half termly):  
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Appendix 8: Positive Handling Plan (PHP)  

A copy of the template is available from: 

Shared → StaffPool → 2018/19 → Behaviour Management → PHP 

 
Positive Handling Plan 

 

Child’s Name:  xxx 

Year:                 xxx 

Class  xxx 

Date  xxx 

 

What are the key behaviours and risks? 

 . 

 

What are the triggers and/or early warning signs? 

 . 

 

What are the most effective de-escalation strategies/techniques? 

 . 

 

What language, tone and approach work best with the child? 

 . 

 

Are there any staff that appear to exacerbate or antagonise the situation? 

 . 

 

If restraint is part of the PHP, what method works best? 

 . 

 

Has a safe place or a place to calm down been identified? 

 . 

 

Has the Risk Assessments been and other PHP been reviewed and shared? 

 . 

 

Has this document been placed on file (Class Social Profile, Child’s file, ELSA file and DHT file)? 

 . 

 

Signatures: 

 

HT/DHT   __________________________________________________________ 

 

 

ELSA   __________________________________________________________ 

 

 

Class Teacher  __________________________________________________________ 
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The PHP must be involve the HT/DHT, ELSA and the Class Teacher 

 

Appendix 9: Understanding Behaviour, a Staff Guide 

 

This is a separate document (Understanding Behaviour, a Staff Guide) and can be 

downloaded from the school’s intranet and from the Governor’s secure area of the 
website. Usually, this document is for internal use but can be obtained in an abridged 

form on request from the school office.   

 

Click here to download the Understanding Behaviour Guide. A copy of the template is 

available from: 

 

Shared → StaffPool → 2018/19 → Behaviour Management → Understanding Behaviour 

 

../../Current%20Policies%20September%202017/Understanding%20Behaviour%202018.docx

