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1. INTRODUCTION  

1.1  Good behaviour and discipline provide a foundation for the establishment of a secure, orderly 

and happy environment in which children can learn effectively and develop as caring, reflective and 

responsible members of the community.  

 

 2.  AIMS  

(a).  To show all children what constitutes good behaviour so that they understand what is 

expected of them and enable them to respond accordingly.  

 (b).  To involve pupils, parents, staff and governors in maintaining high standards of behaviour.  

 

 3.  OBJECTIVES  

 3.1  To encourage pupils to:  

 (a).  Be courteous to each other, staff and visitors.  

(b).  Take responsibility for their actions and understand the consequences (according to age and 

maturity).  

(c).  Learn to relate well to peers and adults.  

(d).  Develop self-esteem.  

(e).  Develop self-discipline and mutual support.  

(f).  Develop self-confidence.  

(g).  Demonstrate co-operative habits of work and play.  

(h).  De honest, open and fair.  

(i).  Be respectful of others.  

3.2  The key elements of our behaviour management policy are as follows:  

(a).  Codes of Conduct.  

(b).  Home - School Partnership.  

(c).  Pastoral Support.  

(d).  Rewards and Sanctions.  

(e).  

  

Anti-bullying Guidance.  

4.  CODES OF CONDUCT  

4.1  In the classroom:  

(a).  At the beginning of each year teachers will negotiate a set of positive ground rules with the  

class which are practicable and understood by the children.  

(b).  These rules will be displayed prominently in the classroom and reference made to them when 

necessary.   

(c).  Children who respect the rules will be praised.  Sanctions will be applied against those who 

consistently disregard the rules, to ensure they accept responsibility for their own behaviour.  

Unacceptable behaviour along with any safeguarding issues will be recorded through the use of 

CPOMS so incidents can be weekly monitored for any occurring patterns. (See Appendix A) Staff who 



do not have access to CPOMS will record incidents on a school ABC behaviour recording sheet.  ( See 

Appendix B)  Children and Staff may be asked to write up witness statements to ascertain as much 

information about the incident.  (see Appendix C)  

  

 4.2  In the playground:  

 (a).  Children must remain within the given boundaries for their own safety.  

(b)  Children must co-operate with the staff on duty to ensure that everyone is able to enjoy a 

happy, safe play-time.  

 (c).  Anti-social behaviour is discouraged. Play fighting is not allowed or encouraged.  

Sanctions are applied to children whose behaviour is unacceptable.   

 4.3  In the dining hall:  

(a).  Children are expected to abide by the behaviour code for lunch-times, designed for safety 

and well being of everyone in school.   

(b).  Co-operation with the midday supervisory staff is essential to ensure lunch-times run 

smoothly.  

 (c).  Persistent unacceptable behaviour may result in a child being sent home for lunch.  

  

 5.  HOME - SCHOOL PARTNERSHIP  

5.1  The school places considerable value and emphasis on working with parents to support their 

child’s learning and development.  

5.2  The Home - School and Pupil - School Agreements set out the responsibilities of parents, 

pupils and School and signify a commitment to supporting the child’s learning.  (See Home School 

Agreement Policy 2019).   

  

 6.  PASTORAL SUPPORT  

6.1  With parental consent, the school provides pastoral support for individual children who have 

specific needs. These could be due to family upheaval, bereavement, anxiety or bullying for example. 

We ask parents to keep us informed of circumstances which may cause pupils to be upset or which 

may have an impact on their performance in school.  

 6.2  Guidance from outside agencies is sought when dealing with particularly sensitive issues.  

6.3  Where appropriate, peer support may be sought in helping pupils overcome emotional 

difficulties.  

  

 7.   REWARDS AND SANCTIONS  

7.1  At Ann Edwards School we have an agreed system of rewards and sanctions that is 

consistently applied across the school.  

7.2  Rewards - Teaching and non-teaching staff welcome opportunities to praise individuals or 

groups for behaviour, helpfulness and effort as well as academic achievement. Appropriate stickers 

and certificates are given by all staff, for social and academic achievement.   

 7.3  Gold Book - Gold Award Certificates for specific achievement are presented in Gold Book  

Assemblies on Fridays.  Two children from each class can be put into Gold Book each week, for  



achieving well academically, socially or by showing emotional support to others following our schools 

values.  

7:3a  Golden Time – is a consistent reward system that is linked to the positive reinforcement of our 

class rules and school values. It is based upon a democratic system where all children have an 

automatic right to the same privileges.  These privileges are kept and celebrated by keeping to the 

class rules and our school values throughout the school week.    

Golden Time is given at the same time each week, or changed for an alternative day if there is a clash 

due to an event on the timetable to ensure it is given its allocated time and status.  

Golden Time is a celebration of upholding our class rules and school values.  Special activities are signed 

up to at the start of the week that the children have chosen to do with the understanding that there 

are consequences for their actions if they break their class rules or school values. This helps children 

learn about the difference between positive behaviour and keeping to the ‘golden rules’, and 

disruptive or unhelpful behaviour that stops everyone moving forward.   

Research tells us that the removal of a privilege or treat is the best sanction or consequence, and 

therefore along with our Behaviour Staircase used as a visual warning system, minutes of Golden Time 

may be taken away for persistently breaking the Golden Rules. 5 minutes is lost each time a child moves 

up on the Behaviour Staircase, if after receiving a yellow warning card do not improve or change their 

behaviour. If they reach the top of the staircase all Golden Time privileges are lost for that week.  

Precious Golden Time minutes may be earnt back (only up to half the time to be fair towards the 

children who have been exemplary all week ) through negotiating opportunities for the child to 

demonstrate putting into practise our class rules and school values.  

  

From Better Behaviour through Golden Time by Jenny Mosely  

 
7.4  The teachers may use some or all of these strategies in the course of their everyday management of 

behaviour:  



  

Low level behaviour management 

strategies  

Positive strategies that are used  

The look!  

Proximity  

Refocusing / diversions  

Simple directions  

Rule reminders  

Non-verbal signs  

Giving a choice  

Giving a warning of a consequence- 
Yellow Card  

Out-of-class ‘time out’  

Catch them being good  

Non-verbal approval  

Verbal approval / acknowledgement  

Smiley faces / stickers  

Certificates given in assembly  

Send to colleagues for praise  

Send to headteacher for praise  

Peer praise  

Sharing of success with parents  

  

 7.7  The two ways in which Ann Edwards School encourages respect for others are:  

 (a).  Circle time - developing the ability to express and share feelings.  

(b).  Role play - encouraging the development of listening skills and ability to empathise with 

others.  

7.8  We have devised a ‘Behaviour Staircase’ for KS1 and KS2, to be followed when unacceptable 

behaviour/s occur in the classroom (see Appendices). It stems from praising and rewarding good 

behaviours, though also highlights a progressive sequence of actions the class teacher and all staff 

follow for the particular pupil/s demonstrating unacceptable behaviours, which are likely to be 

distracting others and preventing individuals from learning. This is also linked to the children’s’ 

privileges of Golden Time whereby 5 minutes is lost each time a child moves up on the Behaviour 

Staircase. If they reach the top of the staircase all Golden Time privileges are lost for that week.  

Precious Golden Time minutes can be earnt back (only up to half the time to be fair towards the 

children who have been exemplary all week ) through negotiating opportunities for the child to 

demonstrate putting into practise our class rules and school values.  

7.9  Should the school feel a child is not responding to the various sanctions outlined in this policy, 

including meetings with parents and reflection times at break-time/lunch-times then the school will 

adopt Gloucestershire County Council’s ‘Exclusion Policy’ and follow accordingly. Where a child has 

been verbally or physically abusive to other pupils or staff members, the school will move to temporary 

exclusion, the period of which will be decided in relation to the abuse.  

  

 8.  ANTI-BULLYING GUIDANCE –   

8.1  At Ann Edwards School we regard bullying as particularly serious and always take firm action 

against it. We encourage children to work against it and to report any incidents of bullying. We are 

aware that bullying can take on a physical, verbal or emotional form, carried out by an individual or 

group. For further guidance please refer to Anti-bullying policy 2020  

 

 

  



Bossiness  Bullying  

Bossing whoever is around at the 
time.  

Usually outgrown as social skills and 

maturity develop  

Focused on younger, smaller and 
timid children relying on threat and 
force.  

Wilful, conscious desire to hurt, 
threaten and frighten.  

  

Boisterous behaviour  Bullying behaviour  

More natural, uncontrolled, not 
vindictive.  

High spirits, not unfriendly  

Playing in a way which spoils other 
children’s activities, show violence 
and hostility.  

Rough, intimidating behaviour.  

  

  

 9.  STRATEGIES AND PROCEDURES FOR DEALING WITH BULLYING  

 9.1  Prevention is better than cure, so at Ann Edwards we actively:  

(a).  Encourage the caring, nurturing side of children through provision of nurture group and 

counselling, where required.  

(b).  Work for a caring, co-operative, tolerant ethos.  

(c).  Discuss friendships; help children to see others’ point of view - how would you feel if…?  

(d).  Ensure adequate supervision on playgrounds.  

(e).  Discourage bullying; stress that watching and doing nothing is supporting bullying.  

(f).  Challenge any racist or sexist language.  

(g).  Reward non-aggressive behaviour in school.  

(h).  Make it clear to parents the unacceptability of bullying behaviour e.g. do not retaliate.  

9.2  Procedures for dealing with incidents of bullying:  

(a).  All staff listen to children’s concerns and take them seriously.  

(b).  All complaints are reported first to the classteacher and to the headteacher if appropriate.  

(c).  All incidents of bullying and discussions with children are recorded on an incident form; the  

children see this happening. A copy of the form is given to the headteacher.  

(d).  Initially, the bullied child and the bully are not interviewed together. They may be brought 

together at a later stage as the situation is ‘moved forward’ and with the bullied child’s permission.  

(e).  Parents of both the bullied child and the bully are informed that the incident has taken place. 

Their support is sought in avoiding a recurrence, by monitoring the situation at home and keeping the 

school informed.  

(f).  Pastoral support is provided for both the bullied child and the bully. The bullied child needs 

to raise self-esteem and confidence; the bully needs to co-operate rather than compete with others. 

We concentrate on finding solutions rather than looking for reasons.  

(g).  The relationship of the children involved is closely monitored by the classteacher with the 

support of midday supervisors at lunch-times.  



(h).  In the event of a serious incident, the appropriate members of the governing body are 

informed.  

(i).  E-Safety and workshop support to inform pupils and parents of strategies to understand and 

deal with cyber-bullying  

  

 10.   CHILD ON CHILD SEXUAL VIOLENCE AND SEXUAL HARRASSMENT   

10.1  In the event of any incidents relating to sexual violence or sexual harassment, the school will 

refer directly to Part Five of the DfE’s ‘Keeping Children Safe In Education’ statutory guidance 

(September 2019) and Local Authority advice when dealing with such allegations.  

  

11.  GUIDANCE FOR PARENTS  

11.1  Don’t give permission for bullying by saying any of the following things:  

(a).  “Boys will be boys” or “Girls will be girls”.  

(b).  You must have done something to deserve it.  

(c).  Go and hit him back.  

(d).  Don’t be a wimp.  

(e).  It’s all part of growing up.  

(f).  Take it like a man.  

(g).  You must learn to look after yourself.  

(h).  Give her a taste of her own medicine.  

(i).  Don’t tell tales (- if it proves to be a consistent complaint).  

Or similar comments.  

 11.2  Encourage your child to discuss their concerns with their class teacher.  

 11.3  If the concern continues, discuss it yourself with the classteacher or the headteacher.  

  

12. POSITIVE HANDLING  

12.1 Ann Edwards CE Primary School is committed to the ‘TeamTeach’ approach to Behaviour 

Management. TeamTeach is committed to the term ‘Positive Handling’ which refers to a broad 

spectrum of risk reduction strategies. Positive Handling is a holistic approach involving policy, 

guidance, management of the environment and deployment of staff. It also involves personal 

behaviour, diversion, diffusion and de-escalation. Team Teach restraining techniques will only be used 

as a last resort when all other strategies such as distraction or diversion techniques have failed.  

  

12.2 Team Teach   

There are several members of staff trained for TeamTeach at Ann Edwards CE Primary School. 

TeamTeach’s aim is to enhance quality teaching, effective learning and personalised caring, by 

increasing staff confidence and competence, whilst promoting and protecting positive relationships. 

TeamTeach’s method is to provide training for child and adult services in positive behavioural 

strategies, designed to reduce anxiety, risk and restraint.   

  

 



12.3 What is reasonable force?   

• 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.   

• 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.   

• ‘Reasonable in the circumstances’ means using no more force than is needed.   

• 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.   

• 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.   

• School staff, whilst using TeamTeach restraint techniques, will always try to avoid acting in a way 

that might cause injury to the pupil and themselves, but in extreme cases it may not always be 

possible to avoid injuring the pupil.  

  

12.4 When reasonable force may be used   

• Reasonable force can be used to prevent pupils from hurting themselves or others, from damaging 

property, or from causing disorder.  

• 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.   

• The following list is not exhaustive but provides some examples of situations where reasonable force 

can and cannot be used:  

- 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; 

and   

- restrain a pupil at risk of harming themselves through physical outbursts.   

  

12.5 We do not:   

• use force as a punishment – it is always unlawful to use force as a punishment.   

At Ann Edwards CE Primary School we will make reasonable adjustments for disabled children and 

children with SEN.   

“Team-Teach techniques seek to avoid injury to the service user*, but it is possible that bruising or 

scratching may occur accidentally, and these are not to be seen necessarily as a failure of professional 

technique, but a regrettable and infrequent side effect of ensuring that the service user remains safe”. 

(George Matthews - Director)           *service user = pupil  

  



12.6 Telling parents when force has been used on their child  

If the use of force has been applied to a child then a record will be made and the parents/guardians 

will be informed.   

  

In deciding what a serious incident is, teachers will use their professional judgment and also consider 

the following:   

• the pupil’s behaviour and level of risk presented at the time of the incident;   

• the degree of force used;   

• the effect on the pupil or member of staff;   

• the child’s age.   

  

12.7 What happens if a pupil complains when force is being used on them?   

• All concerns about the use of force will be thoroughly, speedily and appropriately investigated by 

Governors.   

• Where a member of staff has acted within the law – that is, they have used reasonable force in order 

to prevent injury, damage to property or disorder – this will provide a defence to any criminal 

prosecution or other civil or public law action.   

• If a concern is raised the onus is on the person making the complaint to prove that his/her allegations 

are true – it is not for the member of staff to show that he/she has acted reasonably.   

• Suspension must not be an automatic response when a member of staff has been accused of using 

excessive force. Schools should refer to the ‘Dealing with Allegations of Abuse against Teachers and 

Other Staff’ [DFE-00061-2011] guidance where an allegation of using excessive force is made against 

a teacher and contact Gloucestershire County Councils LADO (Local Authority Designated Officer). 

This guidance makes clear that a person must not be suspended automatically, or without careful 

thought.  

• School and Local Authority must consider carefully whether the circumstances of the case warrant a 

person being suspended until the allegation is resolved or whether alternative arrangements are 

more appropriate.   

• If a decision is taken to suspend a teacher, the school will ensure that the teacher has access to a 

named contact who can provide support.   

• The Governing body will always consider whether a teacher has acted within the law when reaching 

a decision on whether or not to take disciplinary action against the teacher.   

• It is important that as a school we provide appropriate pastoral care to any member of staff who is 

subject to a formal allegation following a use of force incident.  

  

  

  

  

  

  

  

 



  

Ann Edwards CE Primary School  Reflection Time Notification  

Date:………………..  

  

Dear…………………………………….  

  

It became necessary for …………………………………. to attend three Reflection Times this term on  

…………….…., …..…..……… & ……...………  

because…………………………………………………….……………………………………………………………………………..………… 

…………………………………………………………………………………..  

  

I would be grateful if you could discuss these incidents with him/her at home. At this time, I do not 

need to arrange an appointment to discuss this further. However, on the next occasion this occurs a 

meeting with you and the Head Teacher will be arranged.  

  

Yours sincerely,  

  

…………………………………………………………………………………………………………  

  

To: ………………………………………… (Name of Class Teacher)  

  

Child’s Name: ………………………………         Date: ………………...  

  

I acknowledge receipt of the ‘Reflection Time Notification’ letter.  

  

Signed: ………………………..  Relationship to pupil: ………………….  

 

 

 

 

 

 

 

 

 

 

 

 

 



Ann Edwards CE Primary School Reflection 

Time Notification   

(with meeting request)  

Date:………………..  

  

Dear…………………………………….  

  

It became necessary for …………………………………. to attend three detentions this term on …………….….,  

…..…..……… & ……...………  

because…………………………………………………….……………………………………………………………………………..………… 

…………………………………………………………………………………..  

  

I would be grateful if you could attend a meeting with the Head Teacher and myself on  

……………………… at …………….. to discuss this. If this is inconvenient, please call the school on 01285 

860335 to book an alternative appointment.  

  

Yours sincerely,  

  

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

  

To: ………………………………………… (Name of Class Teacher)  

  

Child’s Name: ………………………………         Date: ………………...  

  

I acknowledge receipt of the ‘Reflection Time Notification’ letter.  

  

I can/cannot attend the meeting on ……………..…………at…….………  

  

Signed: ………………………..  Relationship to pupil: ………………….  

  

  

  

  

  

  

  

  

 

   



Reflection Time Slip  

Pupil name:  

  

Date:  Class:  

Reason for Reflection Time:  

  

  

  

 

Teacher:  Tas 

  

  

  

k to complete during Reflection Time:  

  

  

Reflection Time Slip  

Pupil name:  

  

Date:  Class:  

Reason for Reflection Time:  

  

  

  

 

Teacher:  Tas 

  

  

  

k to complete during Reflection Time:  

  

Reflection Time Slip  

Pupil name:  

  

Date:  Class:  

Reason for Reflection Time:  

  

  

  

  

Teacher:  Task to complete during Reflection Time:  

  

  

  

 



Appendix A - CPOMS  

 

 

  

  



ABC Behaviour Recording Sheet  

Pupil name                                                  Date                             Time                                                  Report Writer              

Class                                                          Day                               Duration                                            Staff involved         

Setting/History  Antecendent  Behaviour   Consequence  

Where did the incident take 

place? Class     hall       playground 

other  

  

Who else was there?   

On own        a few peers 

Class       lots of peers 

certain peer-   

  

What was the activity?  

Lesson       eating lunch 

Free play            

transition time     other   

  

Had there been a previous incident?   

No       same am/pm  

Same session      same day  

What was said/done to the pupil?  

     

  

What were you/other staff doing?   

    

  

What do you think was the function of this 
behvaiour?   

Want something     

Attention  

Escape demand  

Escape situation  

Sensory  

Observed Behaviours – e.g. physical 
contact – push, grab, hit etc  

Verbal – Name calling*, threaten  

  

  

  

  

  

  

  

  

  

  

  

  

* Record any prejudice-based language, eg 

racist, homo- or transphobic.  

What did you try? Eg success reminder, 

verbal instruction, quiet word etc.  



Class Teacher  acknowledgement - ______________________________________Date                                                                            _ Child 

Reflection post incident discussion- - 

  



Appendix C – Witness Statement  -  

 



  



Behaviour Staircase – KS1 linked to Golden Time  

  

                       Child’s name moves onto the , loses all 20 mins of 

their Golden Time.  Parents/Carers are informed   

                        and they spend the rest of the lesson in KS2 classroom with 

member of SLT.                                                  4th  

                                                     

  

            Child’s name moves onto the and 10 minutes Reflection 

Time   

              along with 10 minutes of Golden Time lost                                                           3 

  

                                Child’s name moves onto the  and            

                              5 minutes Reflection Time along with 5 minutes of 

Golden Time lost  

  

  

  

  

“STOP” verbal warning and yellow card given,   

child’s name stays on                                                                           1  

  

  

rd   

   2 nd   

st 



  

Good 

behaviour   

rewarded 

with: Golden 

Time 

,stickers, 

success-

points, 

table-points, 

raffle 

tickets, 

Student of 

the Week, 

verbal praise 

 , Gold 

Book and 

certificates 

galore!  

After returning back to class, if the pupil receives another cross, they will revisit  

 the bay area with work for the remainder of the lesson and attend a 15-minute Reflection Time at break-time or lunch–time  

Behaviour Staircase  –   KS2   –   Linked to Golden Time   

  

  ( whichever comes first )   and   inform a member of SL T  by recording it on CPOMS .  All   20  minutes of Golden Time lost.       4 th   

   crosses & 10mins  3 doing work in bay area                  3 rd   

                                                                        15  m inutes of Golden Time lost .   

      crosses aga 2 inst child’s name                      2 nd   

  



  

  

  

    

                  

                                                      10 minutes of Golden Time lost  

       1 cross against child’s name on whiteboard after receiving    

a yellow warning card and continuing with unacceptable behavior.  

 5 minutes of Golden time lost.                                                         1st            

  

  

Good behaviour rewarded with: Golden Time, stickers, success-points, table-points, raffle 

tickets, Student of the Week, verbal praise, Gold Book and certificates galore!  

  


