
               

BEHAVIOUR AND ACHIEVEMENT POLICY 
RATIONAL AND PURPOSE  

We firmly believe that the encouragement of high standards of behaviour is crucial in the 
development of a positive and successful learning environment. We believe that consistently high 
expectations of good behaviour will ensure the smooth running of the school, and create a safe, 
warm, caring, friendly and happy place where learning can flourish.  

Students’ behaviour around the school should be impeccable; every lesson should be 
characterised by a relentless focus on learning, free from distractions. Every student and every 
member of staff should be able to feel relaxed and happy, confident that their working environment 
is one where people are kind, courteous and respectful at all times. 
  
We have very high expectations of our students and a belief that every student is capable of 
meeting them.  These expectations are highlighted as our Golden Rules.  

At school, in every situation where there are rules, students either choose to follow them or they 
make a choice to break them and face the consequences. The rules have to be clear and the 
consequences need to be consistent for this to work and that is our aim in implementing the 
systems we use. 

WHAT WE WANT TO ACHIEVE 

• To provide a welcoming safe and secure environment in which there are consistently high 
behavioural expectations. 

• To achieve a consistent approach to behaviour management throughout the school. 
• To promote moral values and acceptable codes of behaviour.  
• To make children aware of their rights, responsibilities and the consequences of their 

actions in decision making. 
• To allow children to voice their opinions and be listened to in relation to behaviour issues 

(often through Circle Time, within nurture groups and through pupil voice). 
• To promote a positive ethos across the school where behaviour allows learning to flourish 

and potentials to be realised. 
• To ensure all members of the school community (teaching staff, non-teaching staff, 

Governors, students, lunchtime supervisors, kitchen staff, caretaker, cleaners and all other 
adult support) are aware of and promote a positive ethos. 

To help achieve these aims, we will use SEAL (Social, Emotional Aspects of Learning) materials, 
which focus on:  
  

Develop Self Awareness, Managing feelings, Motivation, Empathy, Develop Social Skills 

This will be supported by a strong SMSC (Social, Moral, Spiritual and Cultural) curriculum, which 
feeds throughout the whole school curriculum. 



APPROACHES: 

• DEVELOPMENTAL APPROACH 

SEAL learning resources provide a developmental scheme of work. 

• HOLISTIC APPROACH 

Promote self-esteem. 
All members of the school community are encouraged to model positive behaviours desired in 
others and so support the behaviour policy. 
Interactive/engaging reward systems – i.e. Class Dojo, ‘Going for Gold’ 

• COLLABORATIVE APPROACH 

The most important area for collaboration is with those who have parental responsibility for the 
children.  Behaviour education should be a partnership between parents/carers, children, 
school staff and Governors. 

GUIDANCE AND RESOURCES 

• SEAL themes and materials 
• Golden Rules (created in consultation with children) 
• Gold, Green, Amber, Red incentivised system & Reflection Room  
• School Rewards – House points, Class Dojo, stickers, stars, raffle tickets, bonus time, top 

table, golden table, weekly prizes for raffle tickets per key stage. 
• Head Teacher Awards, given in weekly ‘Celebration Assembly’ to one child in every class. 
• ‘Gold’ achievements celebrated in ‘Celebration Assembly’ with continued outstanding 

behaviour celebrated every half term. 

OUR EXPECTATIONS 

At Stephenson Memorial we want to create a warm and welcoming environment and one 
where the children feel safe to come to at all times.  It is important to us that the children 
know that they are part of a community and that sense of belonging will help to foster the 
behaviour that we expect from the children at all times.   

➢ We require the children of our school to: 

• Wear correct school uniform at all times, including sensible footwear for outdoor break and 
lunchtimes. (See school dress policy) 

• Have the correct PE kit in school at all times. (See school dress policy) 
• Have appropriate, sensible hairstyles. (See school dress policy) 
• Adhere to the Golden Rules. 

POSITIVE HANDLING/PHYSICAL INTERVENTION 

Stephenson Memorial Primary School is committed to ensuring that all staff and adults with 
responsibility for children’s safety and welfare will deal with all incidents involving aggressive 
behaviour and only use physical intervention as a last resort in line with DFE advice.  If used at all, 
it will be in the context of a respectful, supportive relationship with the pupil.  We will aim to ensure 
minimal risk of injury to pupils and staff. 
For further information please see DFE document entitled: Use of reasonable force, available on: 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/444051/
Use_of_reasonable_force_advice_Reviewed_July_2015.pdf 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/444051/Use_of_reasonable_force_advice_Reviewed_July_2015.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/444051/Use_of_reasonable_force_advice_Reviewed_July_2015.pdf


(See Appendix 5 for Positive Handling Risk Assessment & Positive Handling Plan)  

BULLYING 

Bullying is when a person or a group repeatedly and intentionally uses or abuse their power to 
intimidate, hurt, oppress or damage someone else.  It can be covert or cyber-based (happening 
online through social networks or even through mobile phones).  Bullying can be physical or 
emotional. 

➢ There are five different kinds of bullying behaviour.  They are: 
• Physical bullying: when physical actions such as hitting, poking, tripping or pushing, are 

used to hurt and intimidate. Repeatedly and intentionally damaging someone's belongings 
is also physical bullying. 

• Verbal bullying: involves the use of negative words, like name calling, insults, homophobic 
or racist slurs, or words used to intentionally upset someone. 

• Social bullying: when lies, the spreading of rumours or nasty pranks are used. This includes 
repeated mimicking and deliberate exclusion from groups. 

• Psychological bullying: involves the repeated and intentional use of words or actions, which 
can cause psychological harm. Examples include intimidation, manipulation and stalking. 

• Cyber bullying: this is when technology is used to verbally, socially or psychologically bully. 
It can occur in chat rooms, on social networking sites, through emails or on mobile phones. 

For more advice see: www.bullying.co.uk 
Bullying isn't: 

• Mutual arguments and disagreements 
• Single episodes of social rejection or dislike 
• Single-episode acts of nastiness or spite 
• Random acts of aggression or intimidation. 

➢ Physical/Verbal/Social/Psychological Bullying 

• There is a zero tolerance approach to bullying within the school. 
• Any reported incidents of bullying are dealt with immediately and positively by class 

teachers and SLT and a record of any incidents are kept in school. 
• Parents are informed of incidents of bullying and how it is being dealt with within school and 

how they can support their children. 
• Nurture groups / sessions are put into place to allow individuals/groups to reconnect 
• Friendship lunches (can be adult led) put into place to allow children to get to know each 

other on a personal level. 

➢ Cyberbullying 
Cyberbullying is bullying that takes place using electronic technology. Electronic technology 
includes devices and equipment such as mobile phones, computers, and tablets as well as 
communication tools including social media sites, text messages, apps, chatrooms and 
websites. 
Examples of cyberbullying include mean text messages or emails, rumours sent by email or 
posted on social networking sites, and embarrassing pictures, videos, websites or fake profiles. 

• There is a zero tolerance approach to bullying within the school. 
• Any reported incidents of bullying are dealt with immediately and positively by class 

teachers and SLT and a record of any incidents are kept in school. 
• Parents are informed of incidents of bullying and how it is being dealt with within school and 

how they can support their children. 
• Nurture groups / sessions are put into place to allow individuals/groups to reconnect 
• Friendship lunches (can be adult led) put into place to allow children to get to know each 

other on a personal level. 



• Children/Pupils learn about the dangers of online bullying and the responsibilities they have 
when they access the internet or social media through regular E-Safety lessons. 

• Children/pupils made aware through E-Safety lessons what they should do if they are the 
victims of or encounter incidents of online bullying. 

• As incidents of cyberbullying often take place outside of the school day, children are 
encouraged not to delete any inappropriate messages, voicemails, photos etc., which may 
be used as evidence in the event that the Police or Local Authority are contacted. 

➢ Racism 

• There is a zero tolerance approach to racism within the school. 
• Any reported incidents of racism are dealt with immediately and positively by class teachers 

and SLT and a record of any incidents are kept in school. 
• Parents are informed of incidents of racism and how it is being dealt with within school and 

how they can support their children. 
• Any incidents of racism are recorded in the racism incident book and reported to North 

Tyneside Council. 
• Nurture groups / sessions are put into place to allow individuals/groups to reconnect 
• Friendship lunches (can be adult led) put into place to allow children to get to know each 

other on a personal level. 
• SEAL & PSHCE sessions throughout the year remind children about tolerance and 

acceptance of everyone. 
• Yearly sessions take place with agencies outside of school, including Show Racism the Red 

Card. 

➢ Homophobia (discrimination towards LGBT) 

• There is a zero tolerance approach to Homophobia within the school. 
• Any reported incidents of Homophobia are dealt with immediately and positively by class 

teachers and SLT and a record of any incidents are kept in school. 
• Parents are informed of incidents of Homophobia and how it is being dealt with within 

school and how they can support their children. 
• Nurture groups / sessions are put into place to allow individuals/groups to reconnect. 
• Friendship lunches (can be adult led) put into place to allow children to get to know each 

other on a personal level. 
• SEAL & PSHCE sessions throughout the year remind children about tolerance and 

acceptance of everyone. 



SCHOOL RULES 

Both staff and children have worked together to decide on the six main rules we feel are needed to 
have a happy, safe and respectful learning environment. All adults and children share the rules, 
routines, rewards and sanctions. They provide a secure framework for positive behaviour 
reinforcement. Everyone speaks the same language; everyone has the ability to acknowledge 
children/pupils behaving well and reward with house points, Class Dojo points and stickers. They 
can say precisely what pupils are getting right precisely when they get it right.  Children are then 
able to recognise, believe, and internalise positive messages about themselves and their peers.  

 

CLASSROOM CONSEQUENCES 

➢ REWARDS FOR ACCEPTABLE BEHAVIOUR & ACHIEVEMENT 

• Each class will be using an incentivised system.  Every child will start the day on green and 
excellent/impeccable behaviour moves them to gold. Gold stickers and 3 dojo points are 
given out and children’s names are recorded on the ‘gold achievement’ list. 

• All children will start a new day on green.  Poor choices move the chn on the traffic light 
system to amber, where they can earn their way back to green through evidence of 
improved behaviour.  Continued poor choices will result in children being moved to red, 
expected to complete a ‘Time to think’ card and then will result in spending break time of 
that day or the next day in reflection.  

• Each class will use Class Dojo reward system to award points - Every 10 dojo points gains 
the child a raffle ticket.  Raffle tickets are drawn out in celebration assembly each Friday for 
a choice of prizes.   Each phase to determine rewards / achievement goals depending on 
age of children. 

• Children who behave exceptionally well or overcome barriers to learning behaviour are to 
be celebrated on school website and in celebration assembly. 

• SLT to keep record of visitors to office in behaviour file. 
• Parents/Carers to be informed of good behaviour achievements through face to face 

conversations, telephone conversations, website and twitter notifications, stickers, stamps, 
certificates and achievement postcards. 



• Weekly Celebration Assemblies to reward behaviour and achievement both in and out of 
school. 

• Chn who reach gold throughout the week will be celebrated in the weekly celebration 
assembly. 

• Children in each class who achieve the highest number of gold achievements in a half term 
will receive a special ‘Gold table’ invitation to sit on the special ‘Gold Table’ at lunch. 

➢ SANCTIONS 

• Behaviour for Learning (traffic light system) - After two warnings about poor choices of 
behaviour, a child’s name will be moved to amber.  At this point, a child is still able to work 
their way back to green by displaying improved choices in behaviour. If a child continues to 
display poor choices they will move to red.  At this point, a ‘Time to think’ card will be issued 
to allow the child to reflect on the reasons for their behaviour, they will be asked to attend 
the ‘Reflection Room’ at break-time to consider their actions. Traffic lights are re-set to 
green everyday to give the children a fresh start to each day. 

• A note home or a word with parents (either face to face or by telephone) 
• A note will be sent home to the parents if a child repeatedly does not bring in homework, PE 

kit etc. 
• Each class will keep a record of children who fail to bring PE kits or attempt any homework 

given. 
• For more serious incidents – fighting, physical aggression towards another person, 

inappropriate language etc. children will automatically move to Red and spend their break-
time in The Hub as well as discussing their behaviour with the Access and Family Links 
Manager (a record will be kept).  

• Where serious incidents occur (see Appendix 1) children can be considered for a fixed term 
exclusion, either internal or externally. 

• Any incidents of racist abuse will be dealt with as above and a record will be kept in the 
‘Racist Incident Behaviour Log’ (Kept in The Hub) and will be reported annually to LA.  
Provision will also be made to provide Nurture/PSHCE sessions to work with both the victim 
and perpetrator of any racial incidents. 

• Records to be kept electronically on CPOMS  of all children who receive reflection. 

➢ REFLECTION 

• Children who get onto red will attend ‘Reflection’ in The Hub at break time on the day of the 
incident(s) or the following day. 

• A record of attendance will be kept in the behaviour file, highlighting name, reason for 
attendance and further actions alongside an electronic entry on the school CPOMS system.  

• During reflection, to make task ‘real’, children will complete a ‘Reflection’ sheet, allowing the 
child to think about how they were feeling during the incident and how others may have 
been affected.   

MONITORING BEHAVIOUR 

• Behaviour Lead will produce a report fortnightly on behaviour incidents and children who 
have been in reflection and share with SLT (Senior Leadership Team) and also school staff 
in phase meetings.   

• If a child has an automatic red a second time within a half-term period, they will need to 
discuss their behaviour with member of staff from Senior Leadership Team.  Three times in 
a half-term period will result in a Behaviour Plan being set up for an agreed length of time.  
Parents will also be informed at this stage. 



HOME/SCHOOL PARTNERSHIPS 

Parents/Carers to know that they have a responsibility to support the school in managing their 
child’s behaviour and that the school will reciprocate that support where applicable in helping 
Parents/Carers in managing behaviour outside of school. 

• Parents/Carers to be kept abreast of their child’s behaviour (both good and bad) through 
giving of certificates, stickers, prizes, ClassDojo weekly email links (all parents (and 
students) have option to sign up and receive updates on their child), informal meetings at 
start and end of day, phone calls, emails, tweets and where necessary formal arranged 
meetings. 

• Any formal meetings to be recorded on the school CPOMS system and notes kept in files, 
as per policy and follow-up actions agreed. 

• School will offer any help it reasonably can to support parents/carers with managing their 
child’s behaviour outside of school, through the use of incentivised behaviour sheets/charts, 
providing telephone numbers/websites/email addresses of people/organisations who can 
offer support outside of school. 

• Where necessary, weekly meetings can be held with Child (where appropriate) Parents/
Carers, Relevant School Staff to discuss behaviour both in school and at home and agree 
actions to move forward.  

➢ INDIVIDUAL BEHAVIOUR RISK ASSESSMENTS 

• Where deemed necessary, children will be assessed and an individual behaviour risk 
assessment will be put in place to support all staff involved in a child’s education. 

• These plans will highlight potential triggers to negative behaviour, strategies to support both 
pupil and staff in dealing with behaviour; what steps to implement should behaviour 
escalate and worsen; who key members of staff are to support in dealing with the child’s 
escalated behaviour. 

• Plans will be reviewed regularly and shared with parents/carers. 
(see Appendix 4 for example of Individual Behaviour Risk Assessment) 



THE STEP PLAN 

➢ THE STEP PLAN AND BEHAVIOUR DIAMOND 

The Behaviour Diamond is displayed around school and in every classroom so that each reward 
and sanction is visually clear to all. 

!  

1- A verbal warning will be given up to two times. 

2- Move to amber on the traffic light system. 

3-A further warning will result in a move to red and reflection. 

4- An automatic move to red will occur following physical aggression, inappropriate language or 
racial incidents. 



5-  Step 1 – Persistent unacceptable behaviour (reflection 3 times within one half term) will result 
in the child escalating to Step 1 of the ‘Behaviour Plan’. The Behaviour Team will organise a 
meeting with Parents and class teacher and a behaviour chart will be set up and behaviour closely 
monitored. The behaviour chart gives the child the opportunity to assess their own behaviour 
(giving a mark out of 10) alongside the class teacher. The reverse of the behaviour plan will show 
specific strategies which the child and/or class teacher can use to support the child to make good 
choices throughout their school day. The child will attend a weekly “Kickstart’ group at the 
beginning of the week, to discuss behaviour and look at any potential issues which could arise 
during the upcoming week. If behaviour improves, and this can be sustained for 2 weeks (no Red 
on behaviour system) then the child will be taken off the Step Plan. If behaviour continues to be 
unacceptable, then this will result in moving up to Step 2 of the plan. 

Step 2 – The child, their parent/carer and the Head Teacher or Assistant Head Teacher will meet 
to discuss the behaviour of the child, how they can improve and actions for the future. If the 
behaviour of the child improves, and this can be sustained for 2 weeks (no Red on behaviour 
system) then the child will be taken off the Step Plan. If behaviour continues to be unacceptable, 
then this will result in moving up to Step 3 of the plan. 

Step 3 – Internal Exclusion (see Appendix 2 for Internal Exclusions policy) 

Step 4 – External Exclusion (see North Tyneside Fixed Term or Permanent Exclusion policy) 

The general behaviour of pupils is a matter of great importance to the well being of the community 
and the running of the school.  When children raise concerns, matters are taken seriously and 
dealt with fairly; children are listened to and every effort is taken to find out the cause of a problem/
incident. 

Children are expected to show politeness, respect and thought for all, so we therefore request the 
support of parents/carers in upholding these expectations to allow us to work in constant 
partnership to offer our children the best possible education. 

Reviewed & updated  September 2019 



Behaviour & Achievement Agreement 

Dear Parents and Carers 

At Stephenson we are always looking for ways to support and promote high expectations of 
standards and behaviour. We have updated the school Behaviour & Achievement Policy. We hope 
this will help you to understand the school expectations and how we can help each other to 
maintain high standards of behaviour. 

The Behavior and Achievement Policy clearly shows  
¨ how we expect the children to behave 
¨ what happens when behaviour is inappropriate 

The Behaviour and Achievement Policy is in place to enable 
¨ everyone to achieve their potential 
¨ all children to learn in a safe environment 
¨ all teachers to teach effectively without disruption 
  
The Behaviour and Achievement policy will help us  
¨ promote citizenship 
¨ develop a caring community in which everyone is valued and respected 
  
Please sign below to show that you support our aims and actions in this matter. 

We look forward to your support. 

 

Name of Child: _______________________________ Class: ______________________ 

I have read and understood the Behaviour and Achievement Policy and I agree to support the 
school in helping it to become a safe and happy environment. 

I will ensure that my child will attend school wearing the appropriate uniform with an appropriate 
hairstyle. 

Signed: ____________________________________   Date: ______________________ 

Every child must return a signed form to the class teacher. 



Appendix 1 
NATIONAL STANDARD LIST OF REASONS FOR EXCLUSION 

The 12 categories should cover the main reasons for exclusions and the ‘other’ category should 
be used sparingly.  The further details suggesting what the descriptors cover should be used as a 
guide and is not intended to be used as a tick list for exclusions. 
 
Physical assault against pupil (PAP) 
Includes: 
• fighting 
• violent behaviour 
• wounding 
• obstruction and jostling 

Verbal abuse/threatening behaviour  
against pupil (VATBP) 
Includes: 
• threatened violence 
• aggressive behaviour 
• swearing 
• homophobic abuse and harassment 
• verbal intimidation 
• carrying an offensive weapon 

Bullying (B) 
Includes: 
• verbal bullying 
• physical bullying 
• homophobic bullying 
• racist bullying 

Sexual misconduct (SM) 
Includes: 
• sexual abuse 
• sexual assault 
• sexual harassment 
• lewd behaviour 
• sexual bullying 
• sexual graffiti 

Damage (D) 
Includes damage to school or personal property  
belonging to any member of the school 
community: 
• vandalism 
• arson 
• graffiti 

Persistent disruptive behaviour (PDB) 
Includes: 
• challenging behaviour 
• disobedience 
• persistent violation of school rules 

Other (O) 
Includes incidents which are not covered by the categories above but this category should be used 
sparingly.  

Example: Reason for exclusion = DA (a) 

Physical assault against adult (PAA) 
Includes: 
• violent behaviour 
• wounding 
• obstruction and jostling 

Verbal abuse/threatening behaviour  
against adult (VATBA) 
Includes: 
• threatened violence 
• aggressive behaviour 
• swearing 
• homophobic abuse and harassment 
• verbal intimidation 
• carrying an offensive weapon 

Racist abuse (RA) 
Includes: 
• racist taunting and harassment 
• derogatory racist statements 
• swearing that can be attributed to racist 

characteristics 
• racist bullying 
• racist graffiti 

Drug & Alcohol related (DA) 
Includes: 
• possession of illegal drugs 
• inappropriate use of prescribed drugs 
• drug dealing 
• smoking 
• alcohol abuse 
• substance abuse 

Theft (T) 
Includes: 
• stealing school property 
• stealing personal property (pupil or adult) 
• stealing from local shops on a school outing 
• selling and dealing in stolen property 



Appendix 2 
Internal Exclusion Policy 

At Stephenson Memorial Primary School it is our intention to provide all children with the 
opportunity to work and play in a safe secure environment enabling all teachers to teach and all 
children to learn. The school Behaviour Policy underpins the above statement.  Children whose 
behaviour is causing concern are the children who regularly fail to respond to the expectations set 
out in the Behaviour Policy. It can’t be emphasised enough that for our school, exclusion is a last 
resort.  We are committed to ensuring that the needs of all children, regardless of background or 
ability are met. 

If a child reaches step four of the ‘Behaviour & Achievement Policy’ consideration will be given to 
the degree of exclusion the child is to undertake. This will be either fixed term or permanent.  

Permanent exclusion from school is absolutely the last resort when dealing with children who are 
having difficulties conforming to acceptable behaviour that enables them and others to learn. In 
most cases children will be given a fixed term internal exclusion.  

It is the decision of the Headteacher if a child is to have an internal exclusion.  

Parents are to be informed of the reason for the internal exclusion. Such exclusions are recorded 
within the school record system (Emerge) by the SLT and under severe incident (other) and details 
of exclusion to be written in the notes section. 

Internal Exclusion @ Stephenson 
 
Children will attend school but do not attend lessons. Instead they follow their programme of work 
in isolation under the supervision of a member of senior staff. During this period the child will be 
provided with work set by the class teacher and a return to school appointment will be made to 
meet 1:1, with the SLT or Access and Family Links Manager (Mrs Mason) to reflect on their 
behaviour and actions. This meeting will be documented and records kept in the relevant Year 
Group Meeting File in the Access and Family Links Mangers room. 
 
The school will adopt a progressive approach building up to a maximum internal exclusion period 
of five days. The Head Teacher will determine the nature and length of the exclusion in 
consultation with senior staff. 
 
Parents will be informed on or before the first day of any internal exclusion. 
 
Pupils will have reasonable access to break times depending on age and stage of development 
and the seriousness of the consequence being imposed. Break times and lunchtimes will not be 
taken with their peers. 

Internal Exclusion Reflection Meetings 
For each day a child is excluded internally, he/she will have a one to one meeting with SLT or Mrs 
Mason to reflect on their behaviour. They will discuss the reasons for the exclusion from class and 
develop strategies to prevent further incidents occurring. 

Parents and School working together 
Parents are asked to support the school at all times if their child has behaved inappropriately in 
school. By working together the parents and the school can help a child make the most of the 
learning time. This positive relationship often also helps children behave in a calmer way out of 
school.  

N.B. This policy has been modelled on the guidance attached (see Appendix 3) 



The Internal Exclusion Policy has been consulted and ratified: 

Name __________________________ Signature _______________ Date________ 
(Chair of Governors) 

Name __________________________ Signature _______________ Date________ 
(Headteacher) 



Appendix 3 
Internal Exclusion Guidance – Teachernet 

Introduction 
This guidance on internal exclusion is aimed at all schools and offers advice and good practice 
that schools may find helpful. There is no requirement for schools to follow this guidance; it should 
be used as a guide as to what internal exclusion should look like. 
  
Internal exclusion is an internal process within the school and is used when the objective is to 
remove the pupil from class, not from the school site, for disciplinary reasons. It may be a formal 
process within the school but it is not a legal exclusion so exclusions legislation and the 
department’s guidance on exclusion from school does not apply. Sending a pupil off site for 
behavioural reasons is a legal exclusion and has to be dealt with and recorded as such. 
  
There is not a prescribed model for the use of internal exclusion. This advice is intended to 
support schools to consider best practice in relation to their own setting and individual 
circumstances. Internal exclusion can form part of a whole school approach to promoting positive 
behaviour. Many schools operate behaviour management systems that involve the use of internal 
exclusion.  

Internal exclusion may serve a number of different purposes, although its primary function is as a 
sanction to accommodate those pupils who have been removed from a lesson at very short notice 
for poor behaviour. It is mainly a feature of secondary provision. In a primary school the facility 
may more commonly be the head teacher’s room or other teaching area, while in secondary 
schools there may be a designated “remove room”. Internal exclusion or remove rooms are often 
supervised by senior staff, although not exclusively so.  

Remove rooms are a separate resource from a Learning Support Unit which provides short-term 
teaching and support programmes tailored to the needs of pupils who need help in improving their 
behaviour, attendance or attitude to learning. Advice on establishing and maintaining a Learning 
Support Unit can be found at www.teachernet.gov.uk/learningsupportunits/.  

It is not advisable to use the term ‘internal seclusion’ as the word ‘seclusion’ legally means 
forcing a child to spend time alone against their will, whereas the aim of internal exclusion should 
be to provide appropriately supervised education not simply as a punishment but to secure 
improvements in the pupil’s behaviour. It is also inappropriate to use the term ‘inclusion room’. In 
this guidance we refer simply to a ‘remove room’.  

Effective Practice 
  
As part of a whole school approach to behaviour and attendance, internal exclusion usually offers 
immediate, short-term provision in order that learning and teaching for the majority of pupils can 
continue uninterrupted. Any period of internal exclusion should be for the shortest time possible. It 
is good practice to develop a clear and shared understanding between all staff, children and young 
people, parents and carers about the policy and practice involved in internal exclusion. If internal 
exclusion is one of the disciplinary measures used by a school this should be reflected in the 
school’s behaviour policy. Guidance for schools on the establishment of school behaviour policies 
(including both the relevant legal requirements and good practice advice) is available at http://
www.teachernet.gov.uk/wholeschool/behaviour/schooldisciplinepupilbehaviourpolicies/. 

Remove rooms should be used:  
• for pupils who have been internally excluded and referred through the correct channels  
• when a potential explosive situation can be resolved by placing pupils in the remove room  
• in line with the school’s behaviour policy  

http://www.teachernet.gov.uk/learningsupportunits/
http://www.teachernet.gov.uk/wholeschool/behaviour/schooldisciplinepupilbehaviourpolicies/
http://www.teachernet.gov.uk/wholeschool/behaviour/schooldisciplinepupilbehaviourpolicies/


Remove rooms should not be used:  
• for statutory education provision for excluded pupils  
• as a place where pupils catch up on coursework or missed exams and tests  
• for pupils sent without using the school’s referral mechanism  

Internal exclusion should not become:  
• a provision for long-term respite care  
• a dumping ground for pupils who may need specific support  
• a ‘badge of honour’ for children and young people (i.e. they can gain inappropriate approval from 
their peers)  
• a fast track to permanent exclusion  

Referrals 
There needs to be a transparent referral system for pupils who are internally excluded. An internal 
exclusion could, for example, be authorised by the Head of Year or a senior member of staff on the 
recommendation of the class teacher. The reasons for the referral to the remove room should be 
made clear to the pupil (and parents/carers if appropriate). The referral should also include 
information on what lessons the pupil will be missing and any suggested work that can be 
completed in the remove room. All referrals should be reported to the head teacher.  

Schools may wish to inform parents of any longer referral to the remove room. This would help to 
emphasise the seriousness of the sanction. Parents and carers need to know and understand the 
school’s policy on internal exclusion, as part of the school’s behaviour policy. Further information 
about communicating the behaviour policy to parents can be found at http://
www.teachernet.gov.uk/wholeschool/behaviour/schooldisciplinepupilbehaviourpolicies/
nonstatguidanceforheadsandstaff/communicatingbehaviourpolicy/ 

Education in the remove room  
Pupils should understand that they will be required to complete set work whilst excluded from 
class and this work should be provided by teachers. Pupils should also be encouraged to reflect 
on the reasons for their internal exclusion.  

Where pupils are placed in internal exclusion for more than half a day, particular attention should 
be given to the activities they will undertake during this time. These activities might include:  
• completing a task set by the class or subject teacher  
• completing a task set by staff supervising internal exclusion  
• discussing the incident with an adult  
• conducting a self review resulting in a practical outcome such as a written apology  
• analysis of the pupil’s behaviour with supervising staff with suggestions as to how the same 
situation can be avoided in the future  

Structure  
The programme of activities for the remove room should be carefully planned and structured. As 
internal exclusion is a sanction for poor behaviour, then any time a pupil spends in the remove 
room should be focused and used constructively to tackle any problems or carry on with class 
work. It is important that the pupils understand exactly what they have to do and why they are 
doing it.  

The remove room may operate different start and finish times compared to the rest of the school. If 
this is the case, then timings would need to be coordinated with any transport arrangements that 
are already in place and any out-of-school responsibilities that the pupil may have, such as 
escorting a younger pupil home or being a primary carer for a family member.  
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Environment  
The remove room may be located within a classroom in a quiet area of the school, be a separate 
room within the school or in a separate building with its own entrance. A limit should be set 
regarding the number of pupils that can be in the remove room at any one time as overcrowding 
will diminish the positive effect this sanction can have. Staff should have access to an internal 
telephone or mobile phone. It is important that the remove room is completely separate and 
distinct from the Learning Support Unit and from any special educational needs bases.  

Appropriate resources, such as pens, pencils, rulers, calculators and PCs, should be available for 
the staff member on duty to lend to pupils while in the room. It is also useful to have a variety of 
literacy, numeracy and problem solving exercises ready for pupils to carry out if they have finished 
their work or while waiting for it to arrive. This will help to ensure that all the time pupils spend in 
the room is usefully occupied.  

The pupils should have appropriate access to toilets and drinking water. Lunch may be provided in 
the room unless this contravenes health and safety regulations, in which case it is advisable to 
ensure lunch is provided at a different time from the rest of the school. 

It is also useful to have examples of the type of behaviour expected (as described within the 
school behaviour policy) on display, as a reminder to pupils as they reflect on the incident that has 
resulted in their internal exclusion. It may also be helpful to provide a display of reflective 
questions, as a stimulus, as pupils consider the consequences of their actions and how they might 
put a situation right. 

Costs including staffing 
Schools will wish to consider the costs involved in setting up provision for internal exclusion. There 
may be some initial start-up costs, but thereafter costs will mainly relate to staffing. The remove 
room could be supervised by staff on a rota basis or a permanent member of staff could take on 
this role, with the support of senior staff. 

Schools will want to ensure that all staff who supervise internal exclusion have the appropriate 
skills in managing difficult situations where pupils may be volatile, upset, angry or distressed in 
some way. This could potentially be a good development opportunity for staff and some staff may 
benefit from additional training. They will need to understand the purpose and functions of internal 
exclusion and be confident in applying agreed policy and procedure. 

Monitoring 
It is good practice to monitor all referrals to the remove room on a regular basis, including the 
gender, ethnicity, SEN status and age of pupils referred to the remove room and also the class 
from which they were removed and the length of time each pupil spends in the remove room. This 
can result in a useful set of data that will help with early intervention projects and school self 
evaluation. Schools can use the data to analyse referrals to internal exclusion and identify any 
trends that may occur. 



Appendix 4  
Example of Individual Behaviour Risk Assessment 

 



Appendix 5  
Example of how to Risk Assess Child’s Behaviour 

Risk Assessment of Children’s Behaviour 

It is essential that staff understand that risk can only ever be reduced, it can never be completely 
removed. All planning and recorded on the templates provided should be within the concept that 
all risk assessments involve three simple stages. 

Example 
Stage one is to identify what is an inherent risk, i.e. a child running from class if upset (if that has 
occurred before). 

Stage two, identifying how to moderate that risk such as through an individual plan for the pupil 
(e.g. identifying the cause such as frustration at not understanding the work). 

Stage three is to identify the residual risk, e.g. the risk which remains after the moderating plan 
has been implemented.  

It is essential that all planning is proportionate to the risk identified. If there is any doubt as to 
proportionality then further advice can be accessed through the link Senior Educational 
Psychologist, P&FS. 

Target of Behaviour:    

Who is it directed towards (self, other pupils, staff, property etc) 

Likelihood of Behaviour: 

V – Very Likely – Evidence suggests more likely than not to occur. 
L – Likely – There is a possibility that the behaviour will occur again. 
U – Unlikely – The context has changed or can be changed to make it unlikely to happen again. 

Behaviour Causing 
Concern

Target of Behaviour Likelihood of 
Behaviour

Seriousness of 
Behaviour

Swearing

Verbal

Kicking

Hitting

Biting

Damaging Property

Running Off

Refusing to move

Fighting

Other – be specific



Seriousness of Behaviour: 

A – Behaviour would cause physical injury – beyond first aid, serious distress, extensive damage, 
prolonged disruption. 
B – Injury requiring first aid, minor damage to property, some distress to self/others, brief 
disruption to normal school routines. 
C – No physical injury or damage to property; minor distress or disruption. 

Environmental changes which may reduce likelihood of behaviour 

Preventative Measures In Place Action by 
whom

Appropriateness 
to be recorded

Seating/position in classroom

Curriculum activities appropriately 
structured and supported.

Opportunity to have timeout to calm 
down.

Pupil involved in planning and review. 

Parents involved in planning and 
review. 

Individual Education Plan in place. 

Opportunities to learn new social/
emotional skills. 

Regular feedback about positive 
behaviour. 

Alternative activities available at break. 

Pupil escorted at transition times. 

Communicative function of behaviour 
understood. 

Opportunities to teach new skills.

Other – be specific



Risk Assessment Summary 

Signed: _______________ Name: _______________ Role: _______________ Date: 
__________  

End of Assessment 

Challenging behaviour 
risk assessment 
summary for:

Completed 
by:

Completed 
on:

Behaviour(s) Causing 
Concern (i.e. inherent 
risk)

Seriousness 
(A, B or C)

Key preventative strategies 
(i.e. moderating action)

Key reactive strategies and 
residual risk remaining



Positive Handling Plan (PHP) 

Pupil Name: ____________________________________            Date: _____________________  

People involved in developing this plan (must include parents/carers): 

Why does the child or young person require a PHP? 

Details of the strategies that: 

Detail the hold or holds that would be used (if there were a need to hold the pupil firmly to prevent 
harm to themselves or others). 

Create the most appropriate environment for this pupil making it less likely that physical 
intervention would be required.

May de-escalate a situation.



Details the persons who are authorised by the head teacher to hold the pupil if necessary 

Name: ________________________________   Name: ________________________________  

Name: ________________________________   Name: ________________________________ 

Name: ________________________________   Name: ________________________________ 

Name: ________________________________   Name: ________________________________ 

I, the parent/carer of _________________________ have discussed this positive handling plan 

and agree to ___________________ being held safely if their staff assess that there is no 

alternative for his/her own safety or the safety of others. 

Signed: ________________________________   Date: ________________________  

On behalf of the staff of ___________________________________ school, I undertake to ensure 

that we inform the parents/carers of _______________________ on each occasion that we have 

to hold safely. 

Signed: ________________________________   Date: ________________________  
(Head Teacher) 

Date of review of plan:  __________________________  

Appendix 5 taken in part from Service Children’s Education Restrictive Physical Intervention (RPI) 
Policy
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