
Heavers Farm Primary School 
Behaviour Policy 
Updated January 2014 
 
OUR VISION 
 
We expect all of our children to be ambitious, questioning and be able to achieve 
to the highest level. We aim to create an environment where everyone is treated 
with sensitivity and respect so that children can flourish. All members of the school 
community operate in a culture where no excuses are made and everyone, adult 
and child is held responsible for their own actions.  
 

TO BE READ IN CONJUNCTION WITH:  
 

! Child Protection Policy 
! Anti-Bullying Policy 
! Code of Conduct 
! Health and Safety Policy 
! Teaching and Learning Policy 

 

INTRODUCTION 
 
All actions should be aimed at making children take responsibility for their actions: 
  

o Each teacher should plan for discipline as they plan for content  
o It should be expected that an adult can change the behaviour within his 

or her classroom  
o All adults in school, including the Site Manager, kitchen staff, teachers, 

governors, office staff, cleaning staff, school meals supervisors and support 
staff; and all those adults who visit the school; parents, carers and visiting 
professionals will follow the Behaviour Policy 

o Sanctions should be on a least to most intrusive scale  
o All actions should be followed by an attempt to repair and rebuild 

relationships  
 
EXPECTATIONS REGARDING PUPILS  
 
Pupils will be expected to:  
 

o Move around school quietly, showing regard for others by holding open 
doors and demonstrating good manners.  

o Be in the right place at the right time 
o Follow reasonable instructions given by school staff  
o Behave in a reasonable and polite manner to all staff and pupils  
o Show respect for the opinions and beliefs of others  
o Complete all class work in the manner required  
o Hand in homework at the time requested  
o Show respect for the working environment  
o Follow the school rules.  



 2 

EXPECTATIONS REGARDING STAFF  
 
Staff will be expected to:  
 

o Arrive on time  
o Create a swift and purposeful start to the lesson  
o Reinforce clear expectations of behaviour  
o Deliver a suitably planned and structured lesson which meets all individual 

needs  
o Deal with incidents of inappropriate behaviour by following the school’s 

procedures  
o Promote and reinforce positive behaviour in the classroom  
o Always speak calmly and respectfully to the children, and never shout. 
o The teacher should establish line order and seating plans at the start of 

each year.  

EXPECTATIONS RECARDING PARENTS AND CARERS  
 
Parents and carers are expected to:  
 

o Work in partnership with staff to ensure good behaviour  
o Inform staff of any concerns  
o Respond to concerns raised by members of staff  

RULES 
 
We have one set of rules that everyone is expected to follow. These rules are on 
display in every classroom. The sanctions list should be on display visible to all adults 
who use the room. 
 
Our five rules are as follows: 
 

• We always listen to adults and each other. 
• We work hard and always try our best. 
• We keep our hands and feet to ourselves. 
• We take care of everything in school. 
• We always treat everyone with respect. 
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MOVING AROUND SCHOOL  
 
Children moving around school with an adult 
 
This is how all adults in school should organise children to move from one place to 
another in school.  This is non-negotiable.  
 

• Line order – This should be decided by the class teacher at the start of the 
year and followed by all staff that is with the class. The Golden Child is always 
leader for the day 

• Whisper – no voices louder than a whisper when moving around inside school 
• No shouting – by adults or children 
• Children’s hands – children should be told where to put their hands as they 

are walking (e.g. behind their back, at their sides, one in front one in back). 
This should vary from day to day.  

 
Moving around school without an adult (e.g. returning registers, during lunchtime, 
playtime)  
 

• Hands (see above) 
• Remember manners: Holding open doors, please, thank you, knocking on 

door before entering etc. 
• Organisation of lunch boxes during lunchtime. Trolleys to hall at the start of 

lunchtime. Appoint monitors for this. 
• Organisation of children leaving hall when finished eating. SMS to organise 

this 
• Only 2 children per class as helpers, chosen in the morning and must stay 

in class. Do not need to have these. 
• Ice pack storage: Adults to take responsibility for returning these. 
• Praise from adults for children walking well around school 
• Y6 prefects to help support at lunchtime.  
• Keeping in own space. Children to raise right arm to touch shoulder in 

front. When going to sit in assembly put hands on hips to give space either 
side. 

 
PLAYGROUND AND TOILETS 
 
The school rules apply at all times of the day and in all locations. Staff on duty at 
playtime and lunchtime need to follow the guidance on sanctions below to 
manage behaviour outside. Every member of staff should have a first aid kit with 
them at all times which should include copies of playground incident sheets. 
 
Every incident should be recorded and reported back to the class teacher at the 
end of playtime.  
 
All support staff received training in playing playground games in autumn 2013. Staff 
are expected to actively engage with pupils in the playground and teach the 
children games.  
 
The playground has been zoned at lunchtime and all staff on duty should take 
responsibility for their ‘zone’. Particular care should be taken in areas that have less 
visibility than the main playground.  
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THE POSITIVE REWARD SYSTEM  
 
Good behaviour is promoted and rewarded through a variety of strategies. This 
could include verbal praise, a comment and/or a smile of recognition, a mention in 
front of the class. Positive feedback can be given to parents and carers through 
informal conversations. 

 
Golden Child (Reception – Year 6) 
 
On a child’s Golden Day they are given a ‘Golden Child’ sticker. The Golden Child 
does special duties e.g. return the register etc. The rest of the children in the class, 
and indeed the rest of the school, are responsible for ensuring that the Golden Child 
has a really special day. They make a special effort to play with them in the 
playground and say as many nice things to them as they can. At the end of the day 
the Golden Child awards 3 stickers to children who have made their day most 
special. The Golden Child must always give a reason for each choice.  
 

• Golden Children in Reception to Year 2 will be given a special soft toy for the 
day.  

• Golden Children in Year 3 to Year 6 will be given the sticker only. 
 
The children are chosen by the Class Teacher in such a way to ensure that all 
children have a chance to be the Golden Child regularly. 
 

House Points (Whole School) 
 
All children in school will be assigned to one of four houses: 
 
 Gandhi – Yellow 
 Nightingale – Blue 
 Shakespeare – Red 
 Mandela – Green   
 
At the start of each year, the class teacher should encourage the children to write 
about the person their house is named after and use this for a display. There will be a 
House Captain for each house elected each term from Year 5. The House Captains 
sit at the front of whole school assemblies, holding up the number of house points on 
a card and report back on any house related matters. 
 
Children can be awarded house points for good behaviour, good work, good 
attitude etc. These points will be recorded on a house point chart on display in each 
classroom. Every Thursday afternoon the House Captains will collect the previous 
week’s house points for a house that is not theirs in order to announce them in the 
Friday morning Celebration Assembly. The winning house each week will be 
awarded a star, which will go onto the house display board in the entrance area. 
The house that wins the most stars each half term will be awarded a special treat 
such as a free mufti-day, a special playtime, own toys time etc.  
 

Visual Reward Display (Nursery, Reception and KS1 only) 
 
All children should have their names displayed on a pictorial reward chart. The 
children should start off at a neutral level every morning. The child can move ‘up’ or 
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‘down’ the chart during the day according to their behaviour. If a child receives a 
sanction and moves ‘down’ they should always have an opportunity to redeem 
themselves and be able to move back ‘up’ the chart again that day. 

 
Gold Tie (Year 6 only) 
 
A gold tie will be awarded to children in Year 6 who have consistently  followed the 
school rules, and set a good example to the younger pupils. The ties are awarded at 
the end of each half term in the celebration assembly. A maximum of three per 
class per half term. 

 
Headteacher (all year groups) 
 
Any child who has made a significant step in their learning or behaviour can be sent 
to the Headteacher for a special sticker.  

 
Merit System  
 
KS1 and KS2 children can be awarded merit stamps in their home/school contact 
book. These are awarded for good behaviour, exceptionally good work and 
consistently following our school rules. For every 18 merit stamps a child will be 
awarded a special bronze, silver, gold, platinum, diamond or Headteacher’s special 
award badge during the Friday celebration assembly.  We would expect the vast 
majority of children to achieve a badge every half term.  
 
In Nursery and Reception merits will be used to reward children for bringing their 
book bag to school regularly.  

 
Cube Jar (KS2 only) 
 
This is a reward system for the whole class. Every time a child or a group of children 
does well, they are asked to add another cube to the jar. Once the jar is full the 
class receives a reward, which is negotiated between the class teacher and the 
children. 
 

Celebration Assembly (Whole school) 
 
Every Friday the badges and any certificates are handed out. This is also where the 
house captains announce the house points for the week. 

 
 
SUPPORT STRUCTURES FOR PUPILS CAUSING CONCERN 
  
The following structures exist within the school to support pupils whose behaviour is 
causing concern. Referral to these areas of support is via the SENCo and/or Phase 
Leader and in all cases parental involvement is essential.  
 
Behaviour Chart 
Pupils whose behaviour is a cause for concern can be placed on Behaviour Chart.  

 



 6 

 
Lunchtime Club 
We offer a lunchtime club for those children who choose not to play outside. There 
might also be a number of children who are asked to attend the ‘Lunchtime Club’ 
because they are at risk of breaking the school rules in the playground.  
 
Mentoring Scheme  
A mentor will be allocated to the pupil to provide support and encourage pupils 
who need extra support with their behaviour.   
 
Placement on the SEN Register  
Pupils on the register are monitored by the SENCo and appropriate interventions are 
put in place.  
 
Involvement of Outreach Support Teachers from the Pupil Referral Unit  
The school has access the LA’s Outreach Support Team to work with pupils on an 
individual basis.  
 
Placement in Pupil Support Unit  
Placement, for up to twenty weeks, in the LA’s unit, is available for pupils for whom 
all other forms of support have been unsuccessful.  
 
Behaviour Support Plans  
These plans are for pupils who are in danger of permanent exclusion. Pupils are set 
targets and the school’s interventions are stated. Pupils may be asked to attend 
part time.  
 
PROCEDURES FOR DEALING WITH UNACCEPTABLE BEHAVIOUR  
 
Ofsted December 2013 
 
Ofsted define disruptive behaviour as the following: 
 

• This may be overt, for example: 
o Pupils ‘shouting out’ 
o Pupils ‘talking over the teacher’ 
o Pupils ‘arguing back’ 

 
• Low level disruption, for example: 

 
o Through continuous chatter 
o Not bringing the right equipment to lessons 
o Not having books  
o Not doing homework 
o Pupils arriving late to lessons 
o Pupils chatting when they are supposed to be working together  
o Pupils being slow to settle to their work and so on.  
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• It may also be more covert, taking the form, for example, of quiet 
reluctance from a number of pupils to participate in group work or to 
cooperate with each other.  

 
SANCTIONS  
 
Most children behave well most of the time. However, despite our positive strategies, 
there are occasions when a child does not follow our school rules and engage in the 
disruptive behaviour described above. This is when sanctions will have to be 
applied. It is important that sanctions are applied fairly and consistently by all adults 
in line with this behaviour policy. 
 
 
DETENTIONS 
 
We hold Detention at lunchtime. A child may be sent to detention for the reasons 
below. Detention will be open for the whole lunch period (this has implications for 
staffing at HF – to be discussed). 
 
The Headteacher, Deputy Headteachers or Assistant Headteachers may send a 
child to detention for a ‘fast-track’ incident or as part of a child’s behaviour 
management programme. Parents and carers must be informed that their child has 
been in detention by the incident sheet that is sent home with the Headteacher’s 
letter.  
 
All children sent to detention should have a completed red sheet and incident sheet 
left in the box in the corridor outside the Headteacher’s office.  

 
In line with Ofsted’s revised guidance (December 2013) 10 minutes detention will be 
given to children for the following reasons:  
 

o Breaking school rules in line with guidance below 
o Not bringing in their P.E. kit  
o Not completing their work to the teachers satisfaction during a lesson   
o Not returning their homework on time  
o Being late to school (KS2 only) – 2 x number of minutes in line with Attendance 

Policy 
o Not having their Reading Diary signed by their parent/carer weekly 

 
A detention record will be maintained and updated weekly.  
 

o A print out of this will be given to each class teacher termly so that they can 
use this at their parents evening meetings.  

o If any child has received more than three detentions in a half term then the 
person maintaining the detention register should email the teacher 
immediately reminding them to set up a meeting with the child’s 
parents/carers.  
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EARLY YEARS 
 
Nursery 
 
• REMINDER 1 - The child is spoken to and told why their behaviour is not 

acceptable and the consequences of their behaviour and given a warning. 
• REMINDER 2 - The child is spoken to and told why their behaviour is not 

acceptable and the consequences of their behaviour and given a warning. 
• REMINDER 3 - If the behaviour continues the child will be spoken to again and 

told that they will be removed from the activity and given a reminder. 
• TIME OUT 1 - If the behaviour continues the child is removed from the activity and 

is given some time out for thinking in a quiet place for no longer than 2 minutes. 
The parent or carer will be spoken to at the end of the session. 

• TIME OUT 2 - If the behaviour continues the child will be taken to one of the 
Reception classes for 10 minutes time out with a red time out sheet. The class 
teacher will speak to the parent or carer at the end of the session. 

• EYFS LEADER – If the behaviour continues, the child will be taken to the to one of 
the above with the completed red time out sheet. The parent or carer may be 
telephoned and asked to attend a meeting to discuss the behaviour. 
 

Three Red ‘Time Out’ sheets or more per half term should trigger a meeting with 
parents or carers, child and the EYFS Leader. 
 
 
Reception 
 
• REMINDER 1 - The child is spoken to and told why their behaviour is not 

acceptable and the consequences of their behaviour and given a warning. 
• REMINDER 2 - The child is spoken to and told why their behaviour is not 

acceptable and the consequences of their behaviour and given a warning. 
• REMINDER 3 - If the behaviour continues the child will be spoken to again and 

told that they will be removed from the activity and given a reminder. 
• TIME OUT 1 - If the behaviour continues the child is removed from the activity and 

is given some time out for thinking in a quiet place for no longer than 5 minutes. 
The parent or carer will be spoken to at the end of the session. 

• TIME OUT 2 - If the behaviour continues the child will be taken to the Phase 
Leader for 10 minutes time out with a red time out sheet. The class teacher will 
speak to the parent or carer at the end of the session. 

• EYFS LEADER – If the behaviour continues, the child will be taken to the to one of 
the above with the completed red time out sheet. The parent or carer may be 
telephoned and asked to attend a meeting to discuss the behaviour. 
 

Three Red ‘Time Out’ sheets or more per half term should trigger a meeting with 
parents or carers, child and a member of the Senior Leadership Team. 
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KEY STAGE 1 
 
• WARNING - The child is spoken to and told why their behaviour is not acceptable 

and the consequences of their behaviour and given a warning. 
• REMINDER 1 - The child’s name will be moved to the ‘reminder 1’ section of the 

visual behaviour display. The adult should make it clear what is acceptable 
behaviour, and make sure that the child understands this.  The reminder will be 
made in as positive way as possible, and children should be praised when they 
behave in a more acceptable way.  

• REMINDER 2 – The child’s name will be moved to the ‘reminder 2’ section of the 
visual behaviour display. The child will be asked to go to the shared area for a 
maximum of five minutes and they will be asked to complete an incident sheet. 
The teacher should copy the incident sheet and file it in the behaviour file. The 
original should be sent home with a copy of the Headteacher’s letter at the end 
of the day. 

• TIME OUT 1 – The child is sent to the next-door class with a completed red time 
out sheet. The child should be given 10 minutes time out. In addition, the child will 
have 10 minutes detention during lunchtime. The receiving teacher should 
complete the red time out sheet and send it back with the child. The class 
teacher should make sure that the red incident sheet is put in the collection box 
in the front office for collection by the Detention Club Leader.  

• TIME OUT 2 – The child is sent to one of the Assistant Headteachers in the 
Leadership Room with an amended red time out sheet. The child should be given 
a further 10 minutes time out. In addition, the child will spend the whole of their 
lunchtime in detention. The Assistant Headteacher will put the red incident sheet 
in the collection box for collection by the Detention Club Leader.  

• DEPUTY HEADTEACHER – If the behaviour continues, the child will be taken to the 
to one of the above with the completed red time out sheet. The parent or carer 
may be telephoned and asked to attend a meeting to discuss the behaviour. 
 

Three Red ‘Time Out’ sheets or more per half term should trigger a meeting with 
parents or carers, child and a member of the Senior Leadership Team. 
 
Each time the child should be reminded of the expected behaviour and praised 
when showing evidence of this. IMPORTANT if a child does something significantly 
well in terms of their attitude and behaviour then they can earn rewards such as 
house points.  

 
Key Stage 2 
 
• REMINDER - The child is spoken to and told why their behaviour is not acceptable 

and the consequences of their behaviour and given a reminder. 
• NAME ON BOARD - The child’s name will be written next to the cloud. The adult 

should make it clear what is acceptable behaviour, and make sure that the child 
understands this.  The reminder will be made in as positive way as possible, and 
children should be praised when they behave in a more acceptable way.  

• TICK 1 – One tick will be added to the child’s name. The child will be asked to go 
to the shared area for a maximum of five minutes and they will be asked to 
complete an incident sheet. The teacher should copy the incident sheet and file 
it in the behaviour file. The original should be sent home with a copy of the 
Headteacher’s letter at the end of the day. 
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• TICK 2 – Two ticks will be added to the child’s name. The child is sent to the next-
door class with a completed red time out sheet. The child should be given 15 
minutes time out. In addition, the child will have 10 minutes detention during 
lunchtime. The receiving teacher should complete the red time out sheet and 
send it back with the child. The class teacher should make sure that the red 
incident sheet is put in the collection box in the front office for collection by the 
Detention Club Leader.  

• TICK 3 – The child is sent to one of the Assistant Headteachers in the Leadership 
Room with an amended red time out sheet. The child should be given a further 
10 minutes time out. In addition, the child will spend the whole of their lunchtime 
in detention. The Assistant Headteacher will put the red incident sheet in the 
collection box for collection by the Detention Club Leader.  

• DEPUTY HEADTEACHER – If the behaviour continues, the child will be taken to the 
to one of the above with the completed red time out sheet. The parent or carer 
may be telephoned and asked to attend a meeting to discuss the behaviour. 
 

Three Red ‘Time Out’ sheets or more per half term should trigger a meeting with 
parents or carers, child and a member of the Senior Leadership Team. 
 
Each time the child should be reminded of the expected behaviour and praised 
when showing evidence of this. IMPORTANT if a child does something significantly 
well in terms of their attitude and behaviour then they can earn rewards such as 
house points.  

 
 
SANCTIONS IN THE PLAYGROUND 
 
These should follow the same general lines as those applied in the classrooms, to 
ensure consistency.  All stages must be followed. Fast Track rules apply as above.  
 
• WARNING - The child is spoken to and told why their behaviour is not acceptable 

and the consequences of their behaviour and given a warning. 
• REMINDER 1 - The adult should make it clear what is acceptable behaviour, and 

make sure that the child understands this.  The reminder will be made in as 
positive way as possible, and children should be praised when they behave in a 
more acceptable way.  

• TIME OUT (by the wall) - The child will be sent to stand by a wall for a maximum of 
ten minutes.  

• DETENTION if this happens at: 
 

o Playtime: the child will be given a DETENTION slip and they 
will be asked to take it with them to Detention Club at 
lunchtime where they will be asked to complete an 
incident sheet. They will need to stay in Detention Club for 
the length of time that it takes to complete the sheet.  

o Lunchtime: the child will be given a DETENTION slip and 
they will be asked to take it with them to Detention Club 
where they will be asked to complete an incident sheet. 
They will need to stay in Detention Club for the rest of 
lunchtime. 
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Three Red ‘Time Out’ sheets or more per half term should trigger a meeting with 
parents or carers, child and a member of the Senior Leadership Team. 
 
 
Each time the child should be reminded of the expected behaviour and praised 
when showing evidence of this. IMPORTANT if a child does something significantly 
well in terms of their attitude and behaviour then they can earn rewards such as 
house points.  

 
LATENESS 
 
Children in Year 3 to Year 6 will be given a detention if they are late to school. They 
will be given 2 minutes for every minute that they are late. For example if a child is 5 
minutes late then they will be given 10 minutes detention. A child is considered late if 
they arrive after 8.50am when the classroom doors are closed.  

 
FAST TRACK 
 
Red Time Out (fast track) is when a child is sent for time out in a link class (bypassing 
the first 4 stages of the behaviour policy)  
 

! Inappropriate language or remarks (e.g. swearing, racist, sexual, extreme 
rudeness). 

! Unprovoked and inappropriate physical contact (e.g. fighting, punching, 
kicking). 

! Refusal to comply with an adult’s request/instruction which results in serious 
disruption to class or puts child, peers and adults at risk. 

 
 

EXCLUSION 
 
The Headteacher (or a member of the SLT deputising for the Head) is the only 
member of staff who can sanction a fixed term or permanent exclusion. In the case 
of all exclusions, parents or carers are informed in writing of the reasons for the 
exclusion and their right of appeal. Excluded pupils are provided with work for the 
duration of the exclusion.  
 
We consider the following behaviours to be totally unacceptable, and such 
behaviours will lead to immediate discussion with the parents of the child concerned 
and may lead to exclusion and the involvement of the local Police if necessary: 
 

• Leaving, or attempting to leave, the school premises without permission 
• The carrying of knives and other such dangerous or illegal items or 

substances. 
• The threat of using knives and/or other dangerous items against another 

child or adult. 
• Deliberate or attempted vandalism of school property or on the way to 

and from school which impacts on the local community. 
• Deliberate continued threat of aggression. 
• Behaviour which is out of control 
• Deliberately hurting someone and leaving them injured 
• Stealing property 
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• Inappropriate sexual language or behaviour 
• Racist, homophobic or any other type of discrimination related abuse. 
• Any behaviour that compromises the health and safety of the child 

and/or others in school 
• Refusal to comply with requests from the Headteacher, Deputy 

Headteacher, or Assistant Headteacher when other sanctions have failed 

 
FURTHER SANCTIONS 
 
If a child is on an SEN stage for their behaviour they may not be allowed to 
accompany their class on school trips. This is to ensure the safety and success of the 
trip for all concerned. If this is the case the class teacher must take care to not give 
out the class letter about the trip to this child or their parent or carer.  A separate 
arrangement must be made with the parent or carer. 
 
Staying for after school clubs and events may be restricted or withdrawn if a child’s 
behaviour is consistently inappropriate. 
 
Where there has been wilful damage to property, pupils and their parents will be 
asked to pay or replace the damaged items. 
 
Children may be asked to write apology or explanatory letters to the person they 
have upset by their behaviour. Sometimes it is appropriate for these to be 
completed at home. 
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NURSERY 
 

• REMINDER 1 - The child is spoken to and told why their 
behaviour is not acceptable and the consequences of their 

behaviour and given a warning. 
 

• REMINDER 2 - The child is spoken to and told why their 
behaviour is not acceptable and the consequences of their 

behaviour and given a warning. 
 

• REMINDER 3 - If the behaviour continues the child will be spoken 
to again and told that they will be removed from the activity 

and given a reminder. 
 

• TIME OUT 1 - If the behaviour continues the child is removed 
from the activity and is given some time out for thinking in a 

quiet place for no longer than 2 minutes. The parent or carer 
will be spoken to at the end of the session. 

 
• TIME OUT 2 - If the behaviour continues the child will be taken to 

one of the Reception classes for 10 minutes time out with a red 
time out sheet. The class teacher will speak to the parent or 

carer at the end of the session. 
 

• EYFS LEADER – If the behaviour continues, the child will be taken 
to the to one of the above with the completed red time out 
sheet. The parent or carer may be telephoned and asked to 

attend a meeting to discuss the behaviour. 
 

 
 

Three Red ‘Time Out’ sheets or more per half term should trigger a 
meeting with parents or carers, child and a member of the Senior 

Leadership Team. 
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RECEPTION 

 
• REMINDER 1 - The child is spoken to and told why their 

behaviour is not acceptable and the consequences of their 
behaviour and given a warning. 

 
• REMINDER 2 - The child is spoken to and told why their 

behaviour is not acceptable and the consequences of their 
behaviour and given a warning. 

 
• REMINDER 3 - If the behaviour continues the child will be spoken 

to again and told that they will be removed from the activity 
and given a reminder. 

 
• TIME OUT 1 - If the behaviour continues the child is removed 

from the activity and is given some time out for thinking in a 
quiet place for no longer than 5 minutes. The parent or carer 

will be spoken to at the end of the session. 
 
• TIME OUT 2 - If the behaviour continues the child will be taken to 

the Phase Leader for 10 minutes time out with a red time out 
sheet. The class teacher will speak to the parent or carer at the 

end of the session. 
 
• EYFS LEADER – If the behaviour continues, the child will be taken 

to the to one of the above with the completed red time out 
sheet. The parent or carer may be telephoned and asked to 

attend a meeting to discuss the behaviour. 
 

Three Red ‘Time Out’ sheets or more per half term should trigger a 
meeting with parents or carers, child and a member of the Senior 

Leadership Team. 
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KEY STAGE 1 
• WARNING - The child is spoken to and told why their behaviour is 

not acceptable and the consequences of their behaviour and 
given a warning. 

• REMINDER 1 - The child’s name will be moved to the ‘reminder 1’ 
section of the visual behaviour display. The adult should make it 
clear what is acceptable behaviour, and make sure that the 
child understands this.  The reminder will be made in as positive 
way as possible, and children should be praised when they 
behave in a more acceptable way. 

• REMINDER 2 – The child’s name will be moved to the ‘reminder 2’ 
section of the visual behaviour display. The child will be asked to 
go to the shared area for a maximum of five minutes and they will 
be asked to complete an incident sheet. The teacher should 
copy the incident sheet and file it in the behaviour file. The 
original should be sent home with a copy of the Headteacher’s 
letter at the end of the day. 

• TIME OUT 1 – The child is sent to the next-door class with a 
completed red time out sheet. The child should be given 10 
minutes time out. In addition, the child will have 10 minutes 
detention during lunchtime. The receiving teacher should 
complete the red time out sheet and send it back with the child. 
The class teacher should make sure that the red incident sheet is 
put in the collection box in the front office for collection by the 
Detention Club Leader. 

• TIME OUT 2 – The child is sent to the EFFS Leader in the Leadership 
Room with an amended red time out sheet. The child should be 
given a further 10 minutes time out. In addition, the child will 
spend the whole of their lunchtime in detention. The Assistant 
Headteacher will put the red incident sheet in the collection box 
for collection by the Detention Club Leader. 

• DEPUTY HEADTEACHER – If the behaviour continues, the child will 
be taken to the to one of the above with the completed red time 
out sheet. The parent or carer may be telephoned and asked to 
attend a meeting to discuss the behaviour. 

 
Three Red ‘Time Out’ sheets or more per half term should trigger a 

meeting with parents or carers, child and a member of the Senior 
Leadership Team. 

 
Each time the child should be reminded of the expected behaviour 

and praised when showing evidence of this. IMPORTANT if a child does 
something significantly well in terms of their attitude and behaviour 

then they can earn rewards such as house points. 
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KEY STAGE 2 
 

• REMINDER - The child is spoken to and told why their behaviour is 
not acceptable and the consequences of their behaviour and 
given a reminder. 

• NAME ON BOARD - The child’s name will be written next to the 
cloud. The adult should make it clear what is acceptable 
behaviour, and make sure that the child understands this.  The 
reminder will be made in as positive way as possible, and children 
should be praised when they behave in a more acceptable way. 

• TICK 1 – One tick will be added to the child’s name. The child will 
be asked to go to the shared area for a maximum of five minutes 
and they will be asked to complete an incident sheet. The 
teacher should copy the incident sheet and file it in the 
behaviour file. The original should be sent home with a copy of 
the Headteacher’s letter at the end of the day. 

• TICK 2 – Two ticks will be added to the child’s name. The child is 
sent to the next-door class with a completed red time out sheet. 
The child should be given 15 minutes time out. In addition, the 
child will have 10 minutes detention during lunchtime. The 
receiving teacher should complete the red time out sheet and 
send it back with the child. The class teacher should make sure 
that the red incident sheet is put in the collection box in the front 
office for collection by the Detention Club Leader. 

• TICK 3 – The child is sent to one of the Assistant Headteachers in 
the Leadership Room with an amended red time out sheet. The 
child should be given a further 10 minutes time out. In addition, 
the child will spend the whole of their lunchtime in detention. The 
Assistant Headteacher will put the red incident sheet in the 
collection box for collection by the Detention Club Leader. 

• DEPUTY HEADTEACHER – If the behaviour continues, the child will 
be taken to the to one of the above with the completed red time 
out sheet. The parent or carer may be telephoned and asked to 
attend a meeting to discuss the behaviour. 

 
Three Red ‘Time Out’ sheets or more per half term should trigger a 
meeting with parents or carers, child and a member of the Senior 
Leadership Team. 
 
Each time the child should be reminded of the expected behaviour 
and praised when showing evidence of this. IMPORTANT if a child does 
something significantly well in terms of their attitude and behaviour 
then they can earn rewards such as house points. 
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We keep our 
hands and 
feet to 

ourselves. 
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We work 
hard and 

always try 
our best.   
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We always 
listen to 

adults and 
each other. 
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We keep our 
hands and 
feet to 

ourselves. 
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We always 
treat 

everyone with 
respect. 
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Ideas for walking in line  
 

• The class earns a reward for compliments from other teachers 
 

• Hands: When in line, ask them all to put their hands (different every day): 
 

o Behind their backs 
o Folded in front of them 
o At their sides with fingers crossed. 
o One in front, one in back 

 
• Spies: Try to go down the hall so quietly no one even looks at us. We tip toe 

past doorways and duck under windows. We all do a "Whew" (wipe our hand 
across our forehead). When we reach our destination. 
 

• Frog and Alligators: Sometimes we are frogs and if we are quiet we won't get 
eaten by the Alligators. Sometimes we have to catch a bubble in our mouth 
and hold it (hold air in cheeks like a bubble). 
 

• Adult vs. children game: We try to see who can be the quietest. If they win 
we put cubes in the jar. If I win, we don't put any cubes in. If it's a tie, we still 
put cubes in the jar. I have had to explain to some other teachers why I didn't 
verbally respond back to them in the hallway, and now when my kids are 
doing a great job, these teachers try to get me to talk so the kids can win. We 
don't do this every time we are in the hallway, but it works well on a chatty 
day.  

 
• Marshmallow Toes poem 

Walking through the hallways, 
Everyone quietly goes... 
Being respectful all the way 
Walking on our Marshmallow Toes!  

 
• Secret person: Before we leave the room I silently choose one secret person. If 

that person walks the whole way and follows the rules of the hall, they "win" 
and get a merit (or other reward). If that person does not, then I don't tell who 
it was but it drives them crazy because they want to be picked so badly. I 
love it because you can cheat - if a child who usually cannot walk in the hall 
is having an especially good day, I can switch my secret person in my head 
so that they get reinforced. I also do it on the way back from where we're 
walking. Soon, I phase to: the person has to complete both the way there 
and back to win. And pretty soon I phase to choosing a secret person only 
every once in a while. Sometimes they'll ask if I can pick one, and by the 
second half of the year, I answer with "it's a privilege... I don't have to reward 
you for walking in the hall. I'll choose a secret person if I see that you are 
working hard to do your best in the hallway" 

 
 
• Follow the current theme (EYFS) When walking through our school, the 

children love movements that correspond to our theme. They usually 
concentrate so hard on how to move that they are quiet, use their “walking 
feet,” and do not bother others. We have walked like sloths, floated like hot 
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air balloons, tiptoed so as not to wake the hibernating bear, and trudged 
through thick mud. 

 
 

•  Activities to keep students attention while in line - Sometimes it is easy to get 
students into line but then it is hard to keep them quiet while they are in line. 
To accomplish this try these things:  
 

o As students are standing in line have them make shapes with their 
bodies like wide or narrow. Alphabet and number shapes work as well. 
It is best to finish with the number "1" or the letter "I" as then they will be 
ready to head onto their next destination.  
 

o Have them point to the muscles on their bodies that you have 
previously reviewed in class (i.e., abdominals, trapezius, etc.).  
 

o Have them point to their eyes, ears, nose, knee, etc. to get their 
attention off of talking to their neighbour. This is especially good for the 
younger students.  
 

o As students walk back to their class have them figure out their heart 
rate 
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PLAYGROUND INCIDENT 
 
This child has had 3 reminders in the playground and is continuing 
to break our school rules. Please make sure that they complete an 
Incident Sheet which should be returned to their class teacher in 
the usual way. 
 
If the incident happened at playtime, then they must remain in 
Detention long enough to complete the Incident Sheet to a good 
standard. 
 
If the incident happened at lunchtime, then they must remain in 
Detention for the rest of lunchtime. 
 
 

PLAYGROUND INCIDENT 
 
This child has had 3 reminders in the playground and is continuing 
to break our school rules. Please make sure that they complete an 
Incident Sheet which should be returned to their class teacher in 
the usual way. 
 
If the incident happened at playtime, then they must remain in 
Detention long enough to complete the Incident Sheet to a good 
standard. 
 
If the incident happened at lunchtime, then they must remain in 
Detention for the rest of lunchtime. 
 

PLAYGROUND INCIDENT 
 
This child has had 3 reminders in the playground and is continuing 
to break our school rules. Please make sure that they complete an 
Incident Sheet which should be returned to their class teacher in 
the usual way. 
 
If the incident happened at playtime, then they must remain in 
Detention long enough to complete the Incident Sheet to a good 
standard. 
 
If the incident happened at lunchtime, then they must remain in 
Detention for the rest of lunchtime. 
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Name of child ……………………………………………………….. 
 
Date: ………………………………………….. 
 
 
Dear Parent/Carer, 
 
Your child has been asked to complete the attached Incident Sheet as they 
have not followed our school rules today.  
 
Please sign to indicate that you have seen this form and discussed it with your 
child. 
 
If you would like to discuss your child’s behaviour then please arrange a 
convenient time with your child’s class teacher. 
 
Yours sincerely, 
 
 
 
Susan Papas 
Headteacher  
 
 
 
 
CHILD’S NAME:__________________________ 
CLASS:________________ 
 
I have read the attached Incident Log in regards to my child’s behaviour and 
have discussed it with them. 
 
 
Signed:_____________________________   Date:___________________ 
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EYFS and KS1 Incident Sheet 
 

TO BE COMPLETED BY ADULT 
 
Name ……………………………………………. Date ……………………………… 
 
Class …………………………   Where ………..…………………………………… 
 
What happened? 
       
Refusing to work  Refusing to follow 
instructions 
 
Inappropriate language Fighting/Physical contact 

 
Rude to an adult/child Endangering self/others  
 
 
Signed Teacher ………………………………………………………………………. 
 
TO BE COMPLETED BY CHILD 
 
Which school rule did you break? (circle the picture) 
 

Listen to adults     Work hard  

Care for things    Keep hands/feet  

Show respect  
 
Signed parent/carer ………………………………………………………………. 
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Behaviour Incident Sheet 
 
 
Name …………………………………………………….  
 
Date…………………………….. 
 
Class………………………………………………………. 
 
 
Where were you? 
 
 
 
Who was involved? 
 
 
 
What happened? (What did you say, what did you do?) 
 
 
 
 
Which school rule did you break? 
 
 
 
What could you have done differently? 
 
 
 
How can you make sure that this doesn’t happen again? 
 
 
 
Signed ………………………………………………………….. (Teacher) 
  
Signed ……………………………………………………….(Parent/Carer) 
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Given ‘time out’ in another class □ 
Sent to Assistant/Deputy/Headteacher □ 
Parent(s)/Carer(s) telephoned □ 
Required to make up work □                   
Work sent home □ 
Written apology □ 
10 minutes detention □    Whole lunch detention □ 
Completed ‘Incident sheet’ and copy of this sheet sent home □ 
 
Signed:                                                                 Date:  
                                          (Child’s Class Teacher) 
 
Detention completed  
 
Signed:  (Detention Leader)                                       Date:  
                                          (Detention Leader) 
 
  
 
 
 

Red Time Out Sheet 
THIS MUST BE PUT IN BOX OUTSIDE OFFICE FOR  

COLLECTION BY DETENTION CLUB LEADER 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                                    

 

 
Name         Class                                  
u     
 
Date                                   Time                    u=Location                           
u                             

Reasons for Report 

Refusing to work □ 
Refusing to follow instructions □ 
Swearing/Inappropriate language □ 
Fighting/Inappropriate physical contact □ 
Inappropriate behaviour towards an adult □ 
Endangering another person □ 
No homework □ 
No PE kit □ 
Late for school by ……………. minutes  
 
 
 
 
 

Action Taken 


