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1) Aim 

Our Mission as a Catholic school is to provide the highest possible standards of education for all our 
students, recognising the value and uniqueness of everyone, delivered in the context of Gospel values 
and the teachings of the Church. We aim to provide a safe place, where each student is nurtured to 
become capable, independent learners and tolerant, kind, thoughtful and responsible young people, 
who realise that with Faith, all things are possible. 

 
To act justly, 

To love mercy, 
And to walk humbly with God 

Micah 6:8 
 
2) Legislation and statutory requirements        

This policy is based on advice from the Department for Education (DfE) on: 
• Behaviour and discipline in schools: advice for headteachers and school staff, 2016 
• Behaviour in schools: advice for headteachers and school staff 2022 
• Searching, screening and confiscation at school 2018 
• Searching, screening and confiscation: advice for schools 2022 
• The Equality Act 2010 
• Keeping Children Safe in Education 
• Exclusion from maintained schools, academies and student referral units in England 2017 
• Suspension and permanent exclusion from maintained schools, academies and student 

referral units in England, including student movement - 2022 
• Use of reasonable force in schools 
• Supporting students with medical conditions at school 

       
It is also based on the Special Educational Needs and Disability (SEND) Code of Practice 
 
In addition, this policy is based on: 

• Section 175 of the Education Act 2002, which outlines a school’s duty to safeguard and promote 
the welfare of its students  

• Sections 88-94 of the Education and Inspections Act 2006, which require schools to regulate 
students’ behaviour and publish a behaviour policy and written statement of behaviour 
principles, and give schools the authority to confiscate students’ property 

• DfE guidance explaining that maintained schools must publish their behaviour policy online 
 

3) Definitions 
 

Misbehaviour is defined as: 
• Disruption in lessons, in corridors between lessons, and at break and lunchtimes 
• Non-completion of classwork or homework 
• Poor attitude 
• Incorrect uniform 

Serious misbehaviour is defined as: 
• Repeated breaches of the school rules 
• Any form of bullying  
• Sexual violence, such as rape, assault by penetration, or sexual assault (intentional sexual 

touching without consent) 
• Sexual harassment, meaning unwanted conduct of a sexual nature, such as: 

▪ Sexual comments 

https://www.gov.uk/government/publications/behaviour-in-schools--2
https://www.gov.uk/government/publications/behaviour-in-schools--2
https://www.gov.uk/government/publications/searching-screening-and-confiscation
https://www.gov.uk/government/publications/searching-screening-and-confiscation
https://www.gov.uk/government/publications/searching-screening-and-confiscation
https://www.gov.uk/government/publications/equality-act-2010-advice-for-schools
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/school-exclusion#:~:text=Schools%20and%20colleges%20must%20continue,headteachers
https://www.gov.uk/government/publications/school-exclusion#:~:text=Schools%20and%20colleges%20must%20continue,headteachers
https://www.gov.uk/government/publications/school-exclusion#:~:text=Schools%20and%20colleges%20must%20continue,headteachers
https://www.gov.uk/government/publications/school-exclusion#:~:text=Schools%20and%20colleges%20must%20continue,headteachers
https://www.gov.uk/government/publications/use-of-reasonable-force-in-schools
https://www.gov.uk/government/publications/use-of-reasonable-force-in-schools
https://www.gov.uk/government/publications/supporting-pupils-at-school-with-medical-conditions--3
https://www.gov.uk/government/publications/send-code-of-practice-0-to-25
http://www.legislation.gov.uk/ukpga/2002/32/section/175
http://www.legislation.gov.uk/ukpga/2006/40/section/88
https://www.gov.uk/guidance/what-maintained-schools-must-publish-online#behaviour-policy
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▪ Sexual jokes or taunting 
▪ Physical behaviour like interfering with clothes 
▪ Online sexual harassment such as unwanted sexual comments and messages 

(including on social media), sharing of nude or semi-nude images and/or videos, 
or sharing of unwanted explicit content 

• Vandalism 
• Theft 
• Fighting 
• Smoking 
• Racist, sexist, homophobic or discriminatory behaviour 
• Possession of any prohibited items. These are: 

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

an offence, or to cause personal injury to, or damage to the property of, any person (including 
the student) 

 
4) Bullying 

Bullying is defined as the repetitive, intentional harming of 1 person or group by another person or 
group, where the relationship involves an imbalance of power. 
Bullying is, therefore: 

• Deliberately hurtful 
• Repeated, often over a period 
• Difficult to defend against 

Bullying can include: 

TYPE OF BULLYING DEFINITION 

Emotional Being unfriendly, excluding, tormenting 

Physical Hitting, kicking, pushing, taking another’s belongings, any use of 
violence 

Prejudice-based and 
discriminatory, including: 

• Racial 

• Faith-based 

• Gendered (sexist) 

• Homophobic/biphobic 

• Transphobic 

• Disability-based 

Taunts, gestures, graffiti or physical abuse focused on a particular 
characteristic (e.g. gender, race, sexuality) 

Sexual Explicit sexual remarks, display of sexual material, sexual gestures, 
unwanted physical attention, comments about sexual reputation or 
performance, or inappropriate touching 
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TYPE OF BULLYING DEFINITION 

Direct or indirect verbal Name-calling, sarcasm, spreading rumours, teasing 

Cyber-bullying Bullying that takes place online, such as through social networking 
sites, messaging apps or gaming sites  

 
Please refer to the school’s Anti-Bullying policy to familiarise yourself with the measures we have put in 
place to prevent all forms of bullying (including cyber-bullying, prejudice-based and discriminatory 
bullying) 
 
 

5) Roles and responsibilities 
 
5.1 The Governing Board  

will: 
 Establish, in consultation with the Headteacher, staff, students and parents, the policy 

for the promotion of good behaviour and keep it under review; 
 Ensure that it is communicated to students and parents, that it is non-discriminatory 

and that the expectations which it sets out are clear; 
 Support the school in maintaining high standards of behaviour and monitor the 

effectiveness of the Behaviour for Learning Policy; and 
 Form a Governors’ Disciplinary Committee, with a clear role and guidelines, which will 

meet as required. 
5.2 The Headteacher 

The headteacher may delegate aspects of its day-to-day implementation and management to a 
designated member of the school’s Senior Leadership Team but is ultimately responsible for: 

Reviewing this policy in conjunction with the governing board 

Giving due consideration to the school’s statement of behaviour principles (Appendix A) 

Approving this policy 

Ensuring that the school environment encourages positive behaviour  

Ensuring that staff deal effectively with poor behaviour 

Monitoring that the policy is implemented by staff consistently with all groups of students 

Ensuring that all staff understand the behavioural expectations and the importance of 
maintaining them 

Providing new staff with a clear induction into the school’s behavioural culture to ensure 
they understand its rules and routines, and how best to support all students to participate 
fully 

Offering appropriate training in behaviour management, and the impact of special 
educational needs and disabilities (SEND) and mental health needs on behaviour, to any 
staff who require it, so they can fulfil their duties set out in this policy 

Ensuring this policy works alongside the safeguarding policy to offer students both 
sanctions and support when necessary 

Ensuring that the data from the behaviour log is reviewed regularly, to make sure that no 
groups of students are being disproportionately impacted by this policy (see section 13.1) 
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5.3 The Senior Leadership Team, in particular the Assistant Headteacher i/c of Behaviour for Learning 
will: 
5.3.1 Ensure the school’s Behaviour for Learning Policy and other related policies are implemented 

consistently across the school; 
5.3.2 Ensure that the school regularly communicates with parents, carers and governors 
5.3.3 Provide effective support and training for teachers 
5.3.4 Provide a visible and dependable support to staff throughout the day 
5.3.5 Ensure a curriculum is in place which is up to date with changing social and cultural influences, 

and which motivates all students and develops their personal and social skills 
5.3.6 Use the Merit and Consequence system appropriately. (Appendices F & G) 

 
5.4 The students will follow La Retraite School Rules (provided at Appendix C) 

 
5.5 All staff  

will: 
5.5.1 Create a calm and safe environment for students 
5.5.2 Teach respect by treating students with fairness and consistency. 
5.5.3 Teach positive behaviour by modelling kindness, politeness, mutual respect, using a positive tone 

of voice, avoiding shouting, confrontation, aggression, sarcasm, humiliation, personal comments 
about students and whole class punishments unless every individual was involved in the 
misbehaviour. 

5.5.4 Promote positive mental health and well-being by creating a safe and affirming environments for 
all students 

5.5.5 Maintain positive communications between home and the school 
5.5.6 Challenge students to meet the school’s expectations 
5.5.7 Use the Merit and Consequence system appropriately. 
5.5.8 Implement the behavior policy consistently  
5.5.9 Provide a personalised approach to the specific behavioural needs of students 
5.5.10 Record behaviour incidents promptly 

5.6 All teaching staff  
will: 

5.6.1 Plan and prepare well structured, stimulating lessons which provide opportunities for students to 
learn to the best of their ability by setting suitable learning challenges, removing barriers to 
learning and accepting diversity.  

5.6.2 Create a purposeful learning environment and set positive expectations for all Students. 
5.6.3 Use Arbor software to produce optimised seating plans for all classes that consider individual 

student needs and support behaviour management. 
5.6.4 Use Arbor to enter Merits and Consequences in the classroom. 
5.6.5 Use the Merits and Consequence system appropriately. 
5.6.6 Implement the behavior policy consistently  
5.6.7 Provide a personalised approach to the specific behavioural needs of particular students 
5.6.8 Record behaviour incidents promptly 

 
5.7 Form Tutors  

will: 
5.7.1  Teach interpersonal skills by promoting positive supportive relationships within their form 
5.7.2  Promote and reward a kindness culture in the school 
5.7.3  Identify patterns of absence and lateness and intervene appropriately 
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5.7.4  Identify patterns in behavior of student and work closely with the Head of Year to monitor and 
support the student’s progress and improve behaviour 

 
5.8 Subject Leaders  

will: 
5.8.1 Ensure that staff in the department are planning stimulating lessons which provide opportunities 

for students to learn to the best of their ability by setting suitable learning challenges, removing 
barriers to learning and accepting diversity 

5.8.2 Ensure there is a positive learning environment in their department 
5.8.3 Take action to support members of the department who are experiencing difficulties. Action 

should include regular department detentions 
5.8.4 Monitor the attendance, behaviour and learning of students within their department  
5.8.5 Ensure that the department has a clear system for managing behaviour; e.g. location of green 

rooms 
5.8.6 Ensure the school’s positive behaviour policy is implemented consistently in their department 

 
5.9 Heads of Year (HOY) and Pastoral Support Managers (PSM) 

will: 
5.9.1 Monitor data regarding behaviour and attendance and put in place appropriate intervention 

strategies for individuals and/or groups. 
5.9.2 Liaise and communicate with their line manager, parents/carers and outside agencies regarding 

student needs;  
 

5.10 The Assistant Head in charge of Inclusion  
will: 

5.10.1 Co-ordinate the support to ensure students whose behavior is a cause for concern are identified 
early and receive appropriate guidance and support to enable their behavior to improve.  

 
5.11 Parents and Carers, where possible, should: 
5.11.1 Take responsibility for the behaviour of their child both inside and outside the school; 
5.11.2 Ensure their child’s regular attendance and good punctuality; 
5.11.3 Support the school system of sanctions and rewards 
5.11.4 Get to know the school’s behaviour policy and reinforce it at home where appropriate  
5.11.5 Support their child in adhering to this policy 
5.11.6 Inform the school of any changes in circumstances that may affect their child’s behavior (the 

Home-School agreement); 
5.11.7 Discuss any behavioural concerns with the class teacher promptly 
5.11.8 Take part in any pastoral work following misbehavior (for example: attending reviews of specific 

behaviour interventions) 
5.11.9 Raise any concerns about the management of behaviour with the school directly, whilst 

continuing to work in partnership with the school 
5.11.10 Take part in the life of the school and its culture 

 
The school will endeavour to build a positive relationship with parents and carers by keeping them 
informed about developments in their child's behaviour and the school’s policy and working in 
collaboration with them to tackle behavioural issues. 
 

6) School behaviour curriculum 
 
6.1  All students at La Retraite are expected to: 

a.   Behave in an orderly and self-controlled way 
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b.   Show respect to members of staff and each other 
c.   In class, make it possible for all students to learn 
d.   Move quietly around the school 
e.   Treat the school buildings and school property with respect 
f.   Always wear the correct uniform 
g.   Accept sanctions when given 
h.   Refrain from behaving in a way that brings the school into disrepute, including when 

outside school or online 
i. Where appropriate and reasonable, adjustments may be made to routines within the 

curriculum to ensure all students can meet behavioural expectations in the curriculum.  

6.2 Mobile Phones 
a. Mobile phones should be handed to the form tutor at the beginning of the day unless there 

is a medical reason.  
b. Students who are late are expected to hand their phone to the reception staff to be kept in 

the late box. 
c. Students are not to carry their phones on them or in a bag or pencil case.   
d. From 8:40am to 3:10 pm, if a student chooses not to hand her phone in and she is seen with 

it – even if she is not using it, it will then be confiscated until parents or carers come into 
school for it (unless there are mitigating circumstances).   

e. From 3:10pm until 5:45pm, students are expected not to use a phone until they leave the 
school gates.  If they have it visible or are using it, staff will ask them politely to put it away.  
If they have to repeat the request, then the phone will be confiscated.  

f. If a student is attending an after-school club, Orchestra or Portuguese school and they 
need to make a phone call, they may go to reception and use their phone there. 

g. If a student is found with a mobile phone in class, they will receive a C3 consequence, 
resulting in an immediate one-day internal exclusion (IC referral). The student will be in 
the IC for one day; however, refusal to hand over the phone will extend the exclusion to 
two days. 

h. Repeated refusal to surrender a mobile phone is considered a C4 consequence. This will 
lead to a two-day internal exclusion if the phone is handed in, and a three-day placement 
in another school if it is not. In such cases, parents will also be required to attend a face-
to-face meeting. 
 

7) Rights 
Behaviour is dealt with, when/where it happens, by the member of staff present who witnesses the 
behaviour.  

 
All paid staff:  

a. Have the power to discipline Students whose behaviour is unacceptable, who break the 
school rules or who fail to follow reasonable instruction (Section 90 and 91 of the Education 
and Inspections Act 2006).  

b. Can discipline Students at any time the student is in school or elsewhere under the charge of 
a teacher, including on school visits. 

c. Can also discipline Students in certain circumstances when a student’s misbehaviour occurs 
outside of school. 

d. Have power to impose detention outside school hours. 
e. Can confiscate Students’ property 
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These rights can be extended by the Headteacher to adult volunteers, for example to parents who have 
volunteered to help on a school trip 
 

8) Responding to behaviour 
 
8.1 Classroom Management 
Teaching and support staff are responsible for setting the tone and context for positive behaviour within 
the school. 

They will: 

Create and maintain a stimulating environment that encourages students to be engaged 

Display the behaviour curriculum or their own classroom rules 

Develop a positive relationship with students, which may include: 

o Greeting students in the morning/at the start of lessons 

o Establishing clear routines 

o Communicating expectations of behaviour in ways other than verbally 

o Highlighting and promoting good behaviour 

o Concluding the day positively and starting the next day afresh 

o Having a plan for dealing with low-level disruption 

o Using positive reinforcement 

8.2 Safeguarding 

The school recognises that changes in behaviour may be an indicator that a student needs help or 
protection. 
 
We will consider whether a student’s misbehaviour may be linked to them suffering, or being likely to 
suffer, significant harm.  
 
Where this may be the case, we will follow our child protection and safeguarding policy, and consider 
whether pastoral support, an early help intervention or a referral to children’s social care is appropriate.  
Please refer to our child protection and safeguarding policy for more information. 

8.3 Responding to good behaviour  

When a student’s behaviour meets or goes above and beyond the expected behaviour standard, staff 
will recognise it with positive recognition and reward. This provides an opportunity for all staff to 
reinforce the school’s culture and ethos.  

Positive reinforcements and rewards will be applied clearly and fairly to reinforce the routines, 
expectations and norms of the school’s behaviour culture. 

Positive behaviour will be rewarded with: 
➢ Verbal praise 
➢ Communicating praise to parents via a phone call or written correspondence 
➢ Certificates, prize ceremonies or special assemblies 
➢ Positions of responsibility, such as prefect status or being entrusted with a particular decision 

or project 
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Individual, whole-class or groups of students will receive rewards based on their merits and 
consequences (See Appendix G) 
 
8.4 Responding to misbehaviour 
A system of graded consequences (Appendix F) is in place that ensures a record is kept of incidents and 
that students have the opportunity to: 
 

a. Face up to the consequences of their wrong choice and  
b. Reflect on their actions 

 
When a student’s behaviour falls below the standard that can reasonably be expected of them, staff will 
respond to restore a calm and safe learning environment, and to prevent recurrence of misbehaviour.  

Staff will endeavour to create a predictable environment by always challenging behaviour that falls 
short of the standards, and by responding in a consistent, fair and proportionate manner, so students 
know with certainty that misbehaviour will always be addressed. 

De-escalation techniques can be used to help prevent further behaviour issues arising, such as the use 
of pre-arranged scripts and phrases.  
All students will be treated equitably under the policy, with any factors that contributed to the 
behavioural incident identified and considered. 

When giving behaviour sanctions, staff will also consider what support could be offered to a student to 
help them to meet behaviour standards in the future. 
The school may use one or more of the following sanctions in response to unacceptable behaviour: 

➢ Sending the student to the departmental green room 

➢ A verbal reprimand and reminder of the expectations of behaviour 

➢ Setting of written tasks such as an account of their behaviour 

➢ Expecting work to be completed at home, or at break or lunchtime 

➢ Detention at break or lunchtime, or after school 

➢ Loss of privileges – for instance, the loss of a prized responsibility 

➢ Referring the student to a senior member of staff 

➢ Letter or phone call home to parents 

➢ Agreeing a behaviour contract 

➢  Putting a student ‘on report’ 

➢ Call for removal of the student from the classroom 

➢ Internal exclusion 

➢ Permanent exclusions, in the most serious of circumstances 

 

8.5 Consequences for Persistent Poor Behaviour 

Students who demonstrate a consistent pattern of poor behaviour over the course of a term or who 
gets sent to the IC a few weeks before special events may lose the privilege to participate in 
enrichment activities and special events. This includes, but is not limited to, Sports Day, Culture Day, 
non-uniform (own clothes) days, school trips, or concerts. For Year 11 students, this may also extend 
to exclusion from celebratory events such as the Year 11 Prom. These measures are implemented to 
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reinforce the importance of maintaining positive behaviour and to ensure fairness for students who 
consistently uphold the school's standards. Parents and carers will be informed in advance of any 
such sanctions, and appropriate support will be provided to encourage positive behavioural changes. 

Use of detentions: 

Detentions can be set by staff, and it must be written on the student’s planner, or an email sent to the 
student to make them aware: 

Subject detentions: 
a. At lunchtime for a maximum of 20 mins.  Staff should allow reasonable time for the students 

to eat, drink and use the toilet. 
b. After school on the same day for a maximum of 20 minutes.  The detention must be noted in 

the student’s planner. 
c. For up to an hour if the student has been given 24 hours’ notice. The detention must be noted 

in the student’s planner and parents should have been informed.  
 

 

 

 

Late to school detentions: 
d. To attend the PSM (rota) run 30 minutes after school detention on the same day. 
e. If a student fails to attend the 30-minute detention, they will be picked up the following day by 

the PSM and sent to the Inclusion Centre (IC) from 3.15pm to 4pm that day. 
f. If the students refuse to respond to the PSM, the case should be escalated to the SLT line 

manager. 
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g. Students who arrive to school after 9.15am, would go to the PSM to discuss the reason for the 
lateness. If the reason is not a valid one, the PSM would inform them that they have to go to 
the IC from 3.15pm to 4.00pm that day. Their mobile phone would be left in the IC for collection. 

h. Students who are persistently late to school (receiving two punctuality letters in a month) 
would have to attend a 2-hour detention on Friday with SLT). The PSM/Form Tutor would 
ensure that it is written in the student’s diary. 
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On non-teaching days – usually referred to as ‘training days’, ‘INSET days’ or ‘non-contact days’ – with 
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agreement of a member of the SLT.  The student’s parent must be informed by either letter, phone call 
text or email  

a. Parental consent is not required for detentions. 

8.5 Reasonable force 

Reasonable force covers a range of interventions that involve physical contact with students. All 
members of staff have a duty to use reasonable force, in the following circumstances, to prevent a 
student from: 

➢ Hurting themselves or others 

➢ Damaging property 

➢ Committing an offence 

Incidents of reasonable force must: 

➢ Always be used as a last resort 

➢ Be applied using the minimum amount of force and for the minimum amount of time 
possible 

➢ Be used in a way that maintains the safety and dignity of all concerned 

➢ Never be used as a form of punishment 

➢ Be recorded and reported to parents  
When considering using reasonable force, staff should, in considering the risks, carefully recognise any 
specific vulnerabilities of the student, including SEND, mental health needs or medical conditions.  

8.6 Confiscation and searches               

Searching and confiscation is conducted in line with the DfE’s latest guidance on searching, screening 
and confiscation 
 
Any prohibited items (listed in section 3) found in a student’s possession because of a search will be 
confiscated. These items will not be returned to the student. 

We will also confiscate any item that is harmful or detrimental to school discipline. These items will be 
returned to students after discussion with senior leaders and parents, if appropriate. 

 
Carrying out the search  

I. The person conducting the search may not require the student to remove any clothing 
other than outer clothing.  Outer clothing means clothing not worn next to the skin or 
immediately over a garment worn as underwear, but outer clothing includes hats, shoes, 
boots, gloves and scarves.  The power to search without consent enables a personal 
search, involving removal of outer clothing and searching of pockets; but not an intimate 
search going further than that, which only a person with more extensive powers (e.g. a 
police officer) can do. The search should be carried out by a person of the same gender as 
the student. 

II. Possessions means any goods over which the student has or appears to have control – 
this includes desks, lockers and bags. 

III. A Student’s possessions can only be searched in the presence of the student and another 
member of staff, except where there is a risk that serious harm will be caused to a person 

https://www.gov.uk/government/publications/searching-screening-and-confiscation
https://www.gov.uk/government/publications/searching-screening-and-confiscation
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if the search is not conducted immediately and where it is not reasonably practicable to 
summon another member of staff.   

IV. Under common law powers, schools can search lockers and desks for any item provided 
the student agrees.  Schools can also make it a condition of having a locker or desk that 
the student consents to have these searched for any item whether the student is present. 
If a student does not consent to a search (or withdraws consent having signed a consent 
form) then it is possible to conduct a search without consent but only for the “prohibited 
items” listed above.   

V. Regarding mobile phones, the law is not clear whether staff have the power beyond 
viewing what is visible on the screen now of confiscation to search a mobile phone’s 
contents.  Guidance from Childnet.com is that, particularly with instances of 
cyberbullying, the student’s consent for the search of the mobile phone’s content should 
be sought.  It should be made clear to the student that refusal will result in a serious 
consequence for refusing the authority of the school. If the student refuses their consent 
and is suspected of being involved in a criminal matter, the incident should be referred to 
the police by the Headteacher or their representative. 

VI. Use of force: Members of staff can use such force as is reasonable given the 
circumstances when conducting a search for knives or weapons, alcohol, illegal drugs, 
stolen items, tobacco and cigarette papers, fireworks, pornographic images or articles 
that have been or could be used to commit an offence or cause harm.  Such force cannot 
be used to search for other items banned under the school rules e.g. sugary drinks or 
mobile phones.  Please refer to the school’s Physical Restraint policy and guidelines 

VII. Confiscation: School staff can seize any prohibited item found because of a search. They 
can also seize any item, however found, which they consider harmful or detrimental to 
school discipline. 

VIII. Communication with parents: Whilst there is no legal requirement to make or keep a 
record of a search, at La Retraite staff are expected to inform parents when there has 
been a search involving their daughter and that a centralized record is kept. 

Complaints about screening or searching should be dealt with through the normal school 
complaints procedure. 

 
Informing the designated safeguarding lead (DSL) 

The staff member who carried out the search should inform the DSL without delay: 

➢ Of any incidents where the member of staff had reasonable grounds to suspect a student 
was in possession of a prohibited item as listed in section 3 

➢ If they believe that a search has revealed a safeguarding risk 

All searches for prohibited items, including incidents where no items were found, will be recorded on 
CPOMS. 

Informing parents 

Parents will always be informed of any search for a prohibited item. A member of staff will tell the 
parents as soon as is reasonably practicable: 

➢ What happened 

➢ What was found, if anything 



  La Retraite Roman Catholic Girls’ School   
   Behaviour for Learning Policy  

  
 

 

P
ag

e1
5

 
P

ag
e1

5
 

➢ What has been confiscated, if anything 

➢ What action the school has taken, including any sanctions that have been applied to their 
child  

Support after a search 

Irrespective of whether any items are found as the result of any search, the school will consider whether 
the student may be suffering or likely to suffer harm and whether any specific support is needed (due to 
the reasons for the search, the search itself, or the outcome of the search).  

If this is the case, staff will follow the school’s safeguarding policy and speak to the designated 
safeguarding lead (DSL). The DSL will consider if pastoral support, an early help intervention or a referral 
to children’s social care is appropriate.  

 
Senior Leader on call 
For incidents where the health and safety of any student or staff is threatened or if there is a likelihood of 
a serious confrontation, then a student, (not one involved in the incident), should be sent to the Student 
or Visitors reception who will contact the senior member of staff on duty.  Staff may also telephone 
reception on 101/102 or email List-SLT on Call.  The student involved will be removed from the class. The 
student may be dealt with departmentally or by the senior teacher depending on the nature of the 
incident. The senior leader will, as a matter of course, feed back to the member of staff on whether the 
incident justified the calling of a senior teacher.  A record of all incidents will be maintained by reception 
staff. 
 
8.7 Behaviour outside school 
Staff may impose a consequence for misbehaviour when the student is:  

a. Taking part in any school-organised or school-related activity. 
b. Travelling to or from school. 
c. Wearing school uniform. 
d. Is in some other way identifiable as a student at the school.  
e. Staff may also impose a consequence where misbehaviour at any time, whether the conditions 

above apply, that:  
f. Could have repercussions for the orderly running of the school, 
g. Poses a threat to another student or member of the public.  
h. Could adversely affect the reputation of the school. 

8.8 Online misbehaviour 

The school can issue behaviour sanctions to students for online misbehaviour when: 

➢ It poses a threat or causes harm to another student 

➢ It could have repercussions for the orderly running of the school 

➢ It adversely affects the reputation of the school 

➢ The student is identifiable as a member of the school 

Sanctions will only be given out on school premises or elsewhere when the student is under the lawful 
control of a staff member. 

Any student found to be participating in or responding to any form of online argument that causes 
disruption in school or results in staff having to intervene, will receive an automatic five-day exclusion to 
be served at home. 
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8.9 Suspected criminal behaviour 

If a student is suspected of criminal behaviour, the school will make an initial assessment of whether to 
report the incident to the police.  
When establishing the facts, the school will endeavour to preserve any relevant evidence to hand over 
to the police. 
If a decision is made to report the matter to the police, the headteacher or a member of the senior 
leadership will make the report. 
The school will not interfere with any police action taken. However, the school may continue to follow its 
own investigation procedure and enforce sanctions, if it does not conflict with police action. 
If a report to the police is made, the designated safeguarding lead (DSL) will make a tandem report to 
children’s social care, if appropriate. 

8.10 Zero-tolerance approach to sexual harassment and sexual violence 

The school will ensure that all incidents of sexual harassment and/or violence are met with a suitable 
response, and never ignored. 
Students are encouraged to report anything that makes them uncomfortable, no matter how ‘small’ 
they feel it might be. 
The school’s response will be: 

➢   Proportionate 

➢   Considered 

➢   Supportive 

➢   Decided on a case-by-case basis 

The school has procedures in place to respond to any allegations or concerns regarding a child’s safety 
or wellbeing. These include clear processes for: 

➢ Responding to a report 

➢ Carrying out risk assessments, where appropriate, to help determine whether to: 

▪ Manage the incident internally 

▪ Refer to early help 

▪ Refer to children’s social care 

▪ Report to the police 

Please refer to our child protection and safeguarding policy for more information. 

8.11 Malicious allegations 

Where a student makes an allegation against a member of staff and that allegation is shown to have 
been deliberately invented or malicious, the school will consider whether to discipline the student in 
accordance with this policy. 

Where a student makes an allegation of sexual violence or sexual harassment against another student 
and that allegation is shown to have been deliberately invented or malicious, the school will consider 
whether to discipline the student in accordance with this policy. 
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In all cases where an allegation is determined to be unsubstantiated, unfounded, false or malicious, the 
school (in collaboration with the local authority designated officer (LADO), where relevant) will consider 
whether the student who made the allegation needs help, or the allegation may have been a cry for 
help. If so, a referral to children’s social care may be appropriate. 

The school will also consider the pastoral needs of staff and students accused of misconduct. 

Please refer to our child protection and safeguarding policy for more information on responding to 
allegations of abuse against staff or other students. 

9)  Exclusions 
The Headteacher, Governing Board, Local Authority and any independent appeals panel must have 
regard to the relevant DfE guidance when deciding whether to exclude a student or whether to uphold 
an exclusion, the period of exclusion and whether, (where applicable), to direct the Headteacher to 
reinstate an excluded student 
 

a. Deciding whether to exclude a student Only the Headteacher, or, in their absence, the Deputy 
Headteacher acting with the Head’s authority, can exclude a student from the school.  A decision 
to exclude a student will be taken only in response to serious breaches of the school’s Behaviour 
for Learning Policy at the discretion of the Headteacher and/or if allowing the student to remain 
in school would seriously harm the education or welfare of the student or of others in the school. 
 

b. Before reaching a decision to exclude either permanently or for a fixed period, the Headteacher 
will: 

I. Consider all the relevant facts and such evidence as may be available to support the 
allegations made, considering the school’s Behaviour for Learning and Equal 
Opportunities policies. 

II. Allow the student to give her version of events. 
III. Check whether the incident may have been provoked, for example, by racial or sexual 

harassment. 
IV. Consult others if necessary, being careful not to involve anyone who may have a role in any 

statutory review of her decision, for example, members of the Governing Board’s 
Disciplinary Committee consider.   

V. Consider whether there have been previous contraventions, in which case the Headteacher 
may decide to increase the period of exclusion.  
 

c. Fixed term exclusion. In the case of fixed-term exclusions, the Headteacher may exclude a 
student for up to 45 days in any one school year.  For any exclusion longer than 5 days, the 
Headteacher will provide alternative education for the student, either at another school or in the 
PRU. 
 

d.  Permanent exclusions Permanent exclusions will normally be used only as a last resort when a 
range of other strategies has been exhausted.  In exceptional circumstances, the Headteacher 
might consider it appropriate to permanently exclude a student for a first or one-off offence. Such 
circumstances might include: 

I. Where there has been serious threatened or actual violence against another student or 
member of staff. 

II. Sexual misconduct. 
III. Supplying an illegal drug (or possibly the use of an illegal drug). 
IV. Carrying an offensive weapon. 
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e. Internal exclusion 
a. La Retraite has an ‘Inclusion Unit’, known as The Inclusion Centre. Its primary function is to 

support the learning of Students who for one reason or another cannot be in normal 
lessons and to ensure that the rules of the community are followed. Students may be 
placed in the Inclusion Centre by a member of the Senior Leadership Team or a Head of 
Year or Pastoral Support Manager (in consultation with their line manager.)  

b. In certain circumstances The Bakhita Centre, run by the Learning Support Department, 
could also be used to support the learning of Students who, for extenuating reasons, could 
not be in normal lessons and require more individualised support to help them settle back 
into normal routines. 
 

Students at risk of exclusion 
An Exclusion Checklist should be completed for every student at risk of a fixed term or permanent 
exclusion. This is to ensure that school processes have been followed to support the student. 

 
Investigations 
To ensure a fair process: 

a. The school will ensure that the appropriate members of staff are trained to carry out 
investigations and record the information appropriately. 

b. All parties to an event will have the opportunity to explain what happened. 
c. The school will complete investigations within a reasonable timescale and not normally 

exceeding 10 days.  For serious incidents e.g. physical assault of fighting a 1-day initial external 
exclusion may be given while investigation is taking place. A summary of the incident should 
be prepared by the Pastoral Support Manager for the Headteacher, and the parents invited in 
to discuss the incident before the final decisions about sanctions are made. 

d. The school will ensure that appropriate feedback from any investigation undertaken is 
provided to relevant persons with recommendations for action. 

e. The school will notify the police and other relevant bodies of incidents where it is appropriate 
to do so. 

f. A copy of all investigations will be held on record until such time as the student leaves the 
school. 

 
10)  Responding to misbehaviour from students with SEND 

10.1 Recognising the impact of SEND on behaviour 

The school recognises that students’ behaviour may be impacted by a special educational need or 
disability (SEND). 

When incidents of misbehaviour arise, we will consider them in relation to a student’s SEND, although 
we recognise that not every incident of misbehaviour will be connected to their SEND. Decisions on 
whether a student’s SEND had an impact on an incident of misbehaviour will be made on a case-by-
case basis.  

When dealing with misbehaviour from students with SEND, especially where their SEND affects their 
behaviour, the school will balance their legal duties when making decisions about enforcing the 
behaviour policy. The legal duties include: 

➢ Taking reasonable steps to avoid causing any substantial disadvantage to a disabled 
student caused by the school’s policies or practices (Equality Act 2010) 

➢ Using our best endeavours to meet the needs of students with SEND (Children and 
Families Act 2014) 

https://www.gov.uk/government/publications/equality-act-2010-advice-for-schools
https://www.legislation.gov.uk/ukpga/2014/6/contents/enacted
https://www.legislation.gov.uk/ukpga/2014/6/contents/enacted
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➢ If a student has an Education, Health and Care Plan (EHCP), the provisions set out in that 
plan must be secured and the school must co-operate with the local authority and other 
bodies 

As part of meeting these duties, the school will anticipate, as far as possible, all likely triggers of 
misbehaviour, and put in place support to prevent these from occurring. 
Any preventative measures will consider the specific circumstances and requirements of the student 
concerned. 

At La Retraite, our approach to anticipating and removing triggers of misbehaviour are: 
➢ Short, planned movement breaks for a student with SEND who finds it difficult to sit still for 

long 

➢ Adjusting seating plans to allow a student with visual or hearing impairment to sit in sight 
of the teacher 

➢ Adjusting uniform requirements for a student with sensory issues or who has severe 
eczema 

➢ Training for staff in understanding conditions such as autism 

➢ Use of separation spaces (sensory zones or nurture rooms) where students can regulate 
their emotions during a moment of sensory overload 

10.2 Adapting sanctions for students with SEND 

When considering a behavioural sanction for a student with SEND, the school will consider: 

➢ Whether the student was unable to understand the rule or instruction?  

➢ Whether the student was unable to act differently at the time because of their SEND?  

➢ Whether the student is likely to behave aggressively due to their SEND?  

If the answer to any of these questions is yes, it may be unlawful for the school to sanction the student 
for the behaviour. 
The school will then assess if it is appropriate to use a sanction and if so, whether any reasonable 
adjustments need to be made to the sanction. 

10.3 Considering whether a student displaying challenging behaviour may have unidentified SEND 

The school’s special educational needs co-ordinator (SENCO) may evaluate a student who exhibits 
challenging behaviour to determine whether they have any underlying needs that are not currently 
being met. 

Where necessary, support and advice will also be sought from specialist teachers, an educational 
psychologist, medical practitioners and/or others, to identify or support specific needs. 

When acute needs are identified in a student, we will liaise with external agencies and plan support 
programmes for that child. We will work with parents to create the plan and review it on a regular basis. 

10.4 Students with an Education, Health and Care Plan (EHCP) 

The provisions set out in the EHCP must be secured and the school will co-operate with the local 
authority and other bodies.  
 
If the school has a concern about the behaviour of a student with an EHCP, it will contact the local 
authority to discuss the issue. If appropriate, the school may request an emergency review of the EHCP. 
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11) Supporting students following a sanction 

Following a sanction, the school will consider strategies to help students to understand how to improve 
their behaviour and meet the expectations of the school. 
 
This could include measures like: 

➢ Reintegration meetings 
➢ Daily contact with the pastoral lead 
➢ A report card with personalised behaviour goals 

12) Restorative Justice 
Restorative justice focuses on repairing the harm caused by conflict by bringing together the parties 
involved. Where there has been a deterioration in a relationship between pupils, or pupils and staff, 
restorative conversations enable those involved to understand the other’s point of view, take 
responsibility for any harm inflicted and take steps to put the situation right.  
 
At La Retraite we are committed to the use of restorative practice. The Pastoral Support Managers will 
often take the lead in setting up meetings, but every member of staff should be committed to ensuring 
that relationships are restored and students or students and staff can move on. Students must always 
involve a member of staff in the resolution of any type of conflict. 
 
This approach does not replace any sanction allocated but is used subsequently to help in its resolution. 
 

13) Student transition 
 
13.1 Inducting incoming students 
The school will support incoming students to meet behaviour standards by offering an induction 
process to familiarise them with the behaviour policy and the wider school culture. 
 
14)Staff induction 
As part of their induction process, our staff are provided with regular training on managing behaviour, 
including training on: 

➢ The proper use of restraint 

➢ The needs of the students at the school 

➢ How SEND and mental health needs impact behaviour 

➢ Behaviour management will also form part of continuing professional development. 

 
 15)  Monitoring arrangements 

15.1 Monitoring and evaluating school behaviour 

The school will collect data on the following: 

➢ Behavioural incidents, including removal from the classroom 

➢ Attendance, permanent exclusion and suspension  

➢ Use of student support units, off-site directions and managed moves 

➢ Incidents of searching, screening and confiscation 
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➢ Anonymous surveys for staff, students, governors, trustees and other stakeholders on their 
perceptions and experiences of the school behaviour culture 

The data will be analysed every term by the assistant headteacher in charge of behaviour. 

The data will be analysed from a variety of perspectives including: 

➢ At school level 

➢ By age group 

➢ At the level of individual members of staff 

➢ By term 

➢ By protected characteristic 

The school will use the results of this analysis to make sure it is meeting its duties under the Equality 
Act 2010. If any trends or disparities between groups of students are identified by this analysis, the 
school will review its policies to tackle it. 

15.2 Monitoring this policy 

This behaviour policy will be reviewed by the Headteacher and Curriculum Monitoring Committee of the 
governing board at least annually, or more frequently, if needed, to address findings from the regular 
monitoring of the behaviour data (as per section 13.1). At each review, the policy will be approved by the 
chair of governors.  

The written statement of behaviour principles (appendix A) will be reviewed and approved by the full 
governing board annually. 

 
16) Communication 
The school communicates the Behaviour for Learning Policy to all new and existing school students 
through the School Rules, the Student Planner, School Prospectus, newsletter, school assemblies, the 
school website and, where relevant, through the curriculum. The school communicates the policy to staff 
through CPD, through provision of a copy of the policy on the shared area and in the Staff Handbook. 
 
Links with other policies 
This behaviour policy is linked to the following policies: 

➢ Anti-Bullying Policy 

➢ Suspension and permanent Exclusion policy 

➢ Child Protection and Safeguarding policy 
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Appendix A: La Retraite Statement of Behaviour Principles 
 

▪ Every student understands they have the right to feel safe, valued and respected, and learn free 
from the disruption of others 

▪ All students, staff and visitors are free from any form of discrimination 

▪ Staff and volunteers always set an excellent example to students 

▪ Rewards, sanctions and reasonable force are used consistently by staff, in line with the behaviour 
policy 

▪ The behaviour policy is understood by students and staff 

▪ The exclusions policy explains that exclusions will only be used as a last resort, and outlines the 
processes involved in permanent and fixed-term exclusions 

▪ Students are helped to take responsibility for their actions 

▪ Families are involved in behaviour incidents to foster good relationships between the school and 
a student’s home life 
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Appendix B: Behaviour Report Summary Chart 
 

 



  La Retraite Roman Catholic Girls’ School   
   Behaviour for Learning Policy  

  
 

 

P
ag

e2
4

 
P

ag
e2

4
 

Below is a summary of the different types of report in use. Whenever a student is put on 
report a letter must be sent home and a note made in ARBOR (on report behaviour point) 
Please make clear in the comment box what type of report it is.  
 

REPORT TYPE USED FOR MONITORING MONITORED BY 
GREEN  Behaviour other than rudeness FT/PSM 
AMBER Behaviour other than rudeness PSM/HOY 
RED  All behaviour, Behaviour whilst a student 

is on a Pastoral Support Plan 
SLT 

LILAC Rudeness (with other behaviour) PSM/HOY/SLT  
HOMEWORK Homework only FT/PSM/HOY      
SUBJECT  Poor behaviour in one subject HOD   
SELF- MONITORING Behaviour other than rudeness FT/PSM/HOY/BM  
LEARNING 
PASSPORT 

Academic focus, may include behaviour HOY 

PUNCTUALITY Punctuality to school FT/HOY/AO 
 
 Guidelines for Intervention Meetings 
The HOYs and PSMs hold weekly meetings to discuss the needs of Students who are 
approaching/meeting thresholds for reports flagged up by the Arbor Behaviour report.  Decisions and 
interventions are recorded on Arbor and the PSM intervention sheets. 
 
Interventions may include a referral to a Learning mentor, parental meetings, SEND referrals etc. 
 
The discussion of needs/review of interventions meeting is coordinated by the PSM and chaired by the 
Head of Year or Behaviour Lead.  The PSM also ensures that a record of decisions/interventions and action 
is logged. All staff supporting the student should be invited to the meeting.  The student’s view should be 
considered.  The purpose of the meeting is to explore possible reasons for continued accumulation of 
behaviour points and to support the student to improve 
 
The TAC meeting (Team Around the Child) has a similar purpose to a discussion of needs meeting but 
may involve outside agencies 
 
 
 
 
 
 
 
 
 
 

 



 

 

Appendix C: La Retraite RC Girls’ School Behaviour for Learning rules 
 

1. All members of the community should show each other good manners, courtesy, kindness, 
respect and consideration always.  

2. Bullying of any sort is regarded with the utmost seriousness. Students are expected to report any 
bullying they witness. Bullying can consist of various activities designed to hurt or to make another 
feel unhappy.  They may include: 

• Physical action against another student. 
• Unkind words, racist words, rumour-mongering or gossiping behind a student’s back. 
• Cyber-bullying. 
• Posting inappropriate content online 

3. If there is an issue between students, the students involved are expected to seek out a member of 
staff to resolve the matter.  Students are not allowed to resolve the matter without guidance. 

4. Students are expected to behave in an exemplary manner on the journey to and from school and 
on school trips 

5. Students should always follow a member of staff’s instructions.  
6. Uniform is to follow the school Uniform Code 
7. Students must ensure they go to all lessons on time with the necessary equipment for learning 

and ensure that they co-operate and try their best. 
8. Students may only visit their lockers before morning registration and at break times, unless they 

have a member of staff’s permission. Bags should be left in lockers. 
9. Mobile Phones: Mobile phones should be handed into reception at the beginning of the day. 

Students are not to carry their phones on them or in a bag or pencil case.  From 7:30am to 3:10 pm, 
if a student chooses not to hand her phone in and she is seen with it – even if she is not using it, it 
will then be confiscated for a minimum of a week (unless there are mitigating circumstances).  
Parents will then have to contact the school to discuss its return.   From 3:10pm until 5:45pm, 
students are expected not to use a phone until they leave the school gates.  If they have it visible 
or are using it, staff will ask them politely to put it away.  If they must repeat the request, then the 
phone will be confiscated. If a student is attending an after-school club, Orchestra or Portuguese 
school and they need to make a phone call, they may go to reception and use their phone there. 

10. Students should treat the school environment with respect. Stealing and vandalism will result in a 
serious sanction 

11. The possession of an offensive weapon or any illegal item is forbidden. The possession of such an 
item may result in permanent exclusion.  

12. The possession of matches, lighters or fireworks in school is forbidden. Being with another student 
who is known to have these items is also considered very serious. Tampering with fire safety 
equipment including falsely setting off the alarm is forbidden. 

13. The possession of cigarettes, vapes, alcohol and drugs of any sort is forbidden. The supply or use of 
illegal drugs will result in permanent exclusion.  

14. During the school day, no-one should leave the school grounds without written permission. 
15. Any student arriving late for school or leaving early for an authorised appointment must sign in/out 

at Reception. 
16. The buying and selling of goods are forbidden, (unless for an authorised charity events). 
17. Students are expected to always behave in an exemplary manner online.  

 
 



 

 

 

 

Appendix D: Behaviour for Learning – responding to Consequences/Behaviour 
Points  
 
Aims: To ensure that all form tutors, PSMs, HOYs and members of the SLT respond 
consistently to data regarding student behaviour to better support them in their 
learning and to maintain a high standard of learning and behaviour across the school. 
 
Implementation: 

• Form tutors should consult Arbor at the end of each day and celebrate merits but also discuss with 
individuals any consequences that have received that day.  This discussion should remind the 
students of the seriousness of receiving consequences and give them some guidance as to 
avoiding repeating the mistake. 

• The Pastoral Support Manager will monitor the Arbor Behaviour report and liaise with the staff to 
ensure appropriate intervention is put in place for Students accruing behaviour points. This may 
include placing Students on the appropriate report to support improvement of their behaviour.  
The PSM will monitor students’ progress through the Behaviour Report Summary Chart (Appendix 
C), ensuring a holistic and consistent approach is taken by all staff concerned working to support 
the student.  The PSM will record all behaviour interventions on a Behaviour spreadsheet saved in 
the Staff shared area. 

• PSMs should organise, via reception, for a standard letter to go home each time a student is put 
on report. This will highlight concerns to parents and inform them of the next stages if the student 
does not improve. 

• The Behaviour Report Summary chart (Appendix C) provides a guideline for interventions that 
should be taken to support a student to improve behaviour and at which stage an Individual 
Behaviour Plan, SEND referral, and Behaviour Contract or Pastoral Support Plan should be 
considered. 
A TAC or Team Around the Child meeting chaired by a member of SLT should be held as 
appropriate and before a child is put on to a Pastoral Support Plan.  Students returning from 
exclusion should be put onto an IBP or PSP as appropriate. 

• Further Interventions/Sanctions for Students who are not improving behaviour despite support 
given could include: 

• Support by a Behaviour Mentor 
• Support by a Learning Mentor. 
• Time spent working in The Reflection Centre at La Retraite or at a withdrawal 

unit at another school. 
• Completion of a Common Assessment Form and Early Help referral 
• Referral to outside agencies. 
• Provision of an alternative curriculum for a period in the Bakhita Learning 

Support Unit at La Retraite 
• Referral to Park Campus, Lambeth’s Student Referral Unit, for an initial visit 

and mentoring or for a longer visit of up to 2 weeks. 
• If a student fails to respond to the latter actions and the goals identified, then further actions that 

can be taken may include a period of internal or external exclusion from school. 
 
 
 
 
 
 
 
 



 

 

 

Appendix E 

 
 

STATEMENT 

NAME & FORM GROUP: 

OTHER PUPIL(s) INVOLVED, INCLUDING WITNESSES: 

------------------------------------------------------------------------------------------------------------------------------------- 

INCIDENT 

When and Where did this happen? 

 

What has/is happening?  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

I confirm that all of the above is true. 

SIGNED:                                            DATE: TIME: 

 

ACTION: 

 

 

 

ACTIONED BY: 



 

 

 

Appendix F - Consequences 

Arbor code Detail 

Person 
actioning 
sanction Possible sanction 

Warning - not recorded 
For example, for lack of work, off task talk, 
shouting out, not listening 

Teacher 
N/a 

C0 - Bullying victim  
All staff 

N/a 

C0a - Victim of racist incident  
All staff 

N/a 

C0b - Victim of homophobic 
bullying  

All staff 
N/a 

C0c - Teacher call back 
Student is spoken to after the lesson to 
correct behaviour 

Teacher 
N/a 

C0d - Lost report card  
All staff  

N/a 

C1a - Uniform not of appropriate 
standard 

e.g. Wearing jewellery or make up, Not 
wearing blazer, wrong shoes, wrong PE kit 

Teacher Student spoken to and incident 
recorded 

C1b -Lack of suitable equipment 
for learning 

Failure to have exercise 
book/pen/rule/calculator/ 
textbook or any other expected equipment 

Teacher Student spoken to and incident 
recorded 

C1c - Eating in class   
Teacher 

Student spoken to and incident 
recorded 

C1d - Off task talk   
Teacher 

Student spoken to and incident 
recorded 

C1e - Ignores Listen to Learn 

Talking when another person is talking 
despite a clear instruction to listen without 
talking 

Teacher Student spoken to and incident 
recorded 

C1f - Moving around the school in 
a loud manner 

Running in the corridor, calling loudly, 
shouting, grabbing another person 

Teacher Student spoken to and incident 
recorded 

C1g - Late to school with no valid 
reason 

 
 
 
 

Form tutor/PSM 

After school PSM 30mins detention   



 

 

 

Arbor Code Detail 

Person 
actioning 
sanction Possible sanction 

C1i – Low level disruption  
Teacher Student spoken to and incident 

recorded 

C1j - Incomplete homework 

Homework attempt but not of a sufficient 
standard 
 

Teacher 
Student spoken to and incident 
recorded 
 

C1k - Being untidy/littering  
All staff 

Student spoken to and incident 
recorded 
 

C1i - Planner not signed  
Teacher 

Student spoken to and incident 
recorded 
 

C1n – Lateness to AM regisration  
Form tutor 

Student spoken to and incident 
recorded 
 

C1p - Inappropriate content 
submitted 

Inappropriate content in class work or 
homework 

Teacher 
Student spoken to and incident 
recorded on SIM and on CPOMS 
 

C1t - Failure to sit in the correct 
seat  

Teacher 
Student spoken to and incident 
recorded 
 

C1v - Failure to return Library 
Chromebook/laptop  

All staff 
Student spoken to and incident 
recorded 
 

C1w - Play fighting  
All staff 

15 min detention 

C1x - Failure to report to PSM  
All staff 

Student spoken to and incident 
recorded 
 

C1y - Other 

This is only used for a consequence which 
cannot be seen on the list above. You must 
state what it was. 

All staff Student spoken to and incident 
recorded on ARBOR 



 

 

 

Arbor Code Detail 

Person 
actioning 
sanction Possible sanction 

C2a - No planner.   

Form tutor 
15 min detention run by form tutor 

C2b - Minor bullying 
Calling another student a name with the 
intention of upsetting them 

Form tutor/PSM 

Student spoken to and incident 
recorded. Incident may require further 
action depending on the nature of the 
comments 

C2c - Persistent lack of equipment 
Student forgets an item needed for learning 
for the second consecutive lesson 

Teacher 
15 min detention run by teacher 

C2d - Persistent off task 
talking/Inadequate work 

A student has been asked at least twice to 
stop inappropriate conversations and focus 
on their work, yet they have failed to respond. 
Student fails to complete an appropriate level 
of work and/or fails to apply themselves 
during the lesson despite warnings 

Teacher 

15 min detention run by teacher 

C2e - Late to class with no reason   Teacher 15 min detention run by teacher 

C2f - Minor vandalism 
This includes damage such as graffiti to 
desks, textbooks and exercise books 

Teacher 
15 min detention run by teacher 

C2g - Poor use of study time 
Despite a warning, student fails to work 
during a study session 

Director of the 
Sixth form 

15 min detention run by Sixth Form 
director 

C2h - Failure to report to Head of 
Year  

Head of Year 
15 min detention run by HOY 

C2i - Failure to do homework  
Teacher Detention by class teacher to complete 

the work 

C2j - Failure to care for the school 
environment Leaving locker or locker area untidy/littering 

Form tutor/ 
member of staff 15 min detention run by form tutor 

C2k - Failure to attend music 
instrument/singing lesson  

HOD Music 
Appropriate sanction applied. 

C2l - Allowing someone to 
plagiarise your work  

Teacher 
15 min detention run by teacher 

C2m - Failure to attend music 
rehearsal  

HOD Music 
Appropriate sanction applied. 



 

 

 

 C2n - Failure to attend teacher 
call back  

Teacher 
15 min detention run by teacher 

C2o - SLT intervention 2pts Speak to student to correct behaviour in class 
Teacher 

15 min detention run by teacher 

C2q - Missing booster session  
Teacher/HOD 

Detention to catch up 

C2r – Does not hand mobile phone 
during form  

All staff Phone confiscated until parents come 
for it. 

C2s - Other 

This is only used for a consequence which 
cannot be seen on the list above. You must 
state what it was. 

 
 

C2t – Inappropriate behaviour 
conduct during collective worship  

All staff 
15 min detention run by staff 

C3a - Missed detention   
PSM/HOY/HOD 

PSM/HOY/HOD will take the student to 
the member of staff to complete their 
detention 

C3b - Rudeness to staff 

For example, when a student is asked by a 
member of staff to wait and discuss a matter 
but fails to do so; or makes an inappropriate 
comment; or talks over the staff member 

PSM/HOY/HOD 
Internally excluded in the IC and 
parents informed 

C3c - Lesson truancy   HOY 50 min detention and parents met 
C3d - Lying/ Intending to deceive 
a staff member  

Staff member 30 min detention run by member of 
staff and parents informed 

C3e - Repeated failure to respond 
to teacher 

This is when a member of staff has asked a 
student to do something at least twice and 
they have failed to respond to the request 

Teacher 30 min detention run by teacher and 
parents informed 

C3f - Poor behaviour at lunch  
SLT on duty Sent to the IC until 3.30pm and parents 

informed 

C3g – Gossip/name 
calling/slandering on social 
networking sites  

PSM/HOY 30 min detention run by PSM/HOY and 
parents informed 

C3h – Having mobile phone in 
class Mobile phone seen during school time 

All staff Phone confiscated until parents come 
for it. 



 

 

 

C3h - Did not show HOY lilac 
report  

 15 min detention run by HOY and 
parents informed 

C3i - Sent to green room  
Teacher 30 min detention run by teacher and 

parent informed. 

C3j - SLT intervention 3 pts  
 

 

C3k – Persistently late to lessons  
Teacher 30 min detention run by teacher and 

parent informed. 

C3m - Repeated failure to sit in 
correct seat   

 
To be sent to the green room and 30 
min detention run by teacher and 
parent informed 

C3n - Inappropriate or unwanted 
attention to another  

All staff 
Student spoken to by staff, incident 
recorded on CPOMS and parents 
informed 

C3o - Lost chromebook  
PSM 

A bill to be sent to parent to cover 
replacing the chromebook. Parents 
informed 

C3p - Missed whole school 
detention  

HOY Parents informed and SLT detention 
triggered 

C3t – Persistently wearing 
jewellery, earrings and nose studs  

Staff Items confiscated, parents informed, 
and 30 mins detention given. 

C3q - Other 

This is only used for a consequence which 
cannot be seen on the list above. You must 
state what it was. 

 
 

C4a - Racist comment 
 Ridicule of another based on cultural 
differences, possibly through ignorance 

HOY Internally excluded in the Retreat and 
parents contacted for an appointment 

C4b - Repeated failure to attend 
detention 

Student fails to attend a detention without a 
reason twice for one teacher or fails to attend 
three detentions in different subjects  

HOY/SLT Internally excluded in the Retreat and 
parents contacted for an appointment 



 

 

 

C4c - Persistent disruption of 
learning in a subject 

Despite a teacher's actions, such as 
detentions and contacting home, a student 
continues to disrupt the learning. 

Subject Leader Subject leader detention. Parents met. 
Student possibly works in another class. 

C4d - Plagiarism/Copying  

HOD/SL/SLT 

Department to decide on what to do 
with the work and parents/carers to be 
informed, 
 

C4e - Overt rudeness to staff  
HOY/HOD/SL/SLT Referred to SLT and student may be 

excluded for up to 5 days 

C4f - Involvement in an argument 
and not informing a teacher  

PSM/HOY May be excluded internally for up to 5 
days 

C4g - Homophobic comment   
HOY/SLT Could be excluded for up to 3 days. 

Parents contacted for an appointment 

C4h - Transphobic comment  
HOY/SLT Could be excluded for up to 3 days. 

Parents contacted for an appointment 

C4i - Negative comment about 
disability  

HOY/SLT Could be excluded for up to 3 days. 
Parents contacted for an appointment 

C4j - SLT intervention 4pts  
HOY/SLT 

 

C4l Repeated inappropriate 
behaviour across a series of 
lessons  

HOY/SLT 
Exclusion - either internal or external 
depending on the incident. Parents 
contacted for an appointment 

C4n - Sexist or sexualised 
comment  

HOY/SLT Internal exclusion. Parents contacted 
for an appointment 

C4o - Sending inappropriate 
messages  

HOY/SLT Internal exclusion. Parents contacted 
for an appointment 



 

 

 

C4p - Intention to incite an 
argument or fight  

HOY/SLT May be excluded internally for up to 5 
days 

C5a - Bullying - Physical, verbal or 
cyber assault 

Bullying - serious physical, verbal or cyber 
abuse of another student/physical attacks 

SLT 
Exclusion - either internal or external 
depending on the incident. Parents 
contacted for an appointment 

C5b - Fighting Fighting in class - aggressor 
SLT 

Exclusion - either internal or external 
depending on the incident. Parents 
contacted for an appointment 

C5c - Racist or Homophobic 
incident Racist/Homophobic/Sexist incident 

SLT 
Exclusion - either internal or external 
depending on the incident. Parents 
contacted for an appointment 

C5d - Theft Theft 
SLT  

Exclusion - either internal or external 
depending on the incident. Parents 
contacted for an appointment 

C5e - Removed from class by SLT Removed from class by teacher on call 

SLT 

Depending on the incident, but student 
may be internally excluded in the IC for 
a period. Parents should automatically 
be asked to make an appointment to 
see a HOY of SLT 

C5f - Truancy Truancy from school 

SLT 

Student will be internally excluded in 
the IC for a period. Parents should 
automatically be asked to make an 
appointment to see a HOY of SLT 

C5g - Vandalism Major graffiti, wanton damage  
SLT 

Exclusion - either internal or external 
depending on the incident. Parents 
contacted for an appointment 

C5h - Inappropriate behaviour   
SLT 

Exclusion - either internal or external 
depending on the incident. Parents 
contacted for an appointment 

C5i - Homophobic bullying or 
incident  

SLT 
Exclusion - either internal or external 
depending on the incident. Parents 
contacted for an appointment 

C5j - Transphobic bullying or 
incident  

SLT 
Exclusion - either internal or external 
depending on the incident. Parents 
contacted for an appointment 



 

 

 

C5k - Bullying/incident due to 
disability  

SLT 
Exclusion - either internal or external 
depending on the incident. Parents 
contacted for an appointment 

C5l - SLT intervention 5pts  
 

 

C5p - Inappropriate, persistent 
unwanted attention   

SLT 
Exclusion - either internal or external 
depending on the incident. Parents 
contacted for an appointment 

C5q - Going with another student 
to confront another student   

SLT 
Exclusion - either internal or external 
depending on the incident. Parents 
contacted for an appointment 

C6a - Extreme rudeness to staff 
Swearing at a member of staff, threatening a 
member of staff, making false allegations 

SLT 
Exclusion either internal or external 
depending on the incident. Parents 
contacted for an appointment 

C6b - Illicit substance Bringing illicit substances into school 
SLT 

Exclusion either internal or external 
depending on the incident. Parents 
contacted for an appointment 

C6c - Illegal activity E.g. Gambling, Selling, Having a weapon 
SLT 

Exclusion - either internal or external 
depending on the incident. Parents 
contacted for an appointment 

C6d - Refusing the authority of the 
school 

E.g. Refusing to do as requested by the 
Deputy Headteacher or the headteacher 

SLT 
Exclusion - either internal or external 
depending on the incident. Parents 
contacted for an appointment 

C6e - Bringing the school into 
disrepute 

Fighting outside school, poor behaviour on 
public transport 

SLT 
Exclusion - either internal or external 
depending on the incident. Parents 
contacted for an appointment 

C6f - Serious assault Serious physical assault causing injury 
SLT 

Exclusion - external depending on the 
incident. Parents contacted for an 
appointment 

C6g - Racially motivated assault  
SLT 

Exclusion - either internal or external 
depending on the incident. Parents 
contacted for an appointment 

C6h - Physical assault – motivated 
by homophobia  

SLT External Exclusion - Parents contacted 
for an appointment 

C6i - Physical assault – motivated 
by transphobia  

SLT 
External Exclusion - Parents contacted 
for an appointment 

C6j - Physical assault – due to 
person’s disability  

SLT 
External Exclusion - Parents contacted 
for an appointment 



 

 

 

C6k - Sexual harassment   
SLT 

External Exclusion - Parents contacted 
for an appointment 

C6l - SLT intervention 6pts  SLT  
C6n - Sending sexually explicit 
image or messages  SLT 

External Exclusion - Parents contacted 
for an appointment 

C6o - Inappropriate, persistent, 
unwanted attention to another 
despite warnings to desist  

SLT External Exclusion - Parents contacted 
for an appointment 

C6p - Sexual misconduct  
SLT 

External Exclusion - Parents contacted 
for an appointment 

 



 

 

 

 
Appendix G - Merits 
 

Merit 
code Description 

Merit 
point Detail 

M1a 

Completing a piece of class work or 
home work to a very good or better 
standard 

1 
  

M1b 
 
Making good progress 

1 
e.g. MTM on target, achievement of a 
high test result/personal best compared 
to target 

M1c 

 
Sustained improvement in the 
standard of work over several lessons 

1 
  

M1d 
Keeping a neat well-maintained 
Planner for two weeks 

1 
  

M1e 
Representing the school 

1 e.g. In the school production, in a 
sporting event, in a choir 

M1g 
Attending a club 

1 
 

M2a 
Helping at an event 

2 e.g. Parent evenings, Charity events, 
assemblies, Open Mornings 

M2b Community Spirit 
2 e.g. assisting new students settle in, 

helping someone outside school 

M2c 
Completing homework to a high 
standard 

2 
 

M5a Organising and leading an event 
5 

e.g. Taking a lead role in organising a 
House event, a Charity fundraiser, an 
assembly 



 

 

 

 
Merit 
code Description 

Merit 
point Detail 

D1c 
 

Sustained improvement in the standard of work over several lessons 1 
 

 
D1d Keeping a neat well-maintained planner for two weeks 1  
D1f Making a positive contribution to the lesson 1  
D1g Attending a club 1  
D1j Attending a booster session 1 

 
 

D1k HOY Locker Inspection 1  
D1o Responded well in discussion with teacher and/or corrected behaviour in following lesson. 1  
D2b Making good progress 2  
D2c Excellent progress on Seneca Learning 2  
D2d Excellent progress with typing skills 2  
D3a Excellent punctuality over a half term period 3  
F1a Completing work to a very good or better standard 1 

 
 

F1h Participating in a house event 1 
 

 
F1i Supporting a house event 1  
F2c Completing homework to a high standard 2  
F2d Sports Leader 2  
F2e Star of the week 2  
F2f Representing the school 2  
F3b Star of the month 3  
F3n Highest merits in a month 3  
C1l Looking after form room 1  

C2a Helping at an event 2  
C2b Community Spirit 2  
C3c Kindness to others 3  
C3e Eco Merit 3  
C3m Assisting new students to settle in  3  
C5a Organising and leading an event 5  
C5b Community Award 5  
C5c Kindness Award 5  
C5d Anti-bullying Award 5  
C5e Volunteering Award 5  C10a Headteacher’s Award 10  

 
 


