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Chailey School Behaviour Policy 

(This should be read in conjunction with the Ant-Bullying Policy, Attendance Policy and Physical Restraint Policy) 

Purpose: 

 to promote self-discipline and appropriate regard for authority 

 to encourage good behaviour and respect for others 

 to prevent bullying 

 to engender a climate conducive to effective learning 

 

1. Classroom Management Strategies and Sanction Process 

All staff are expected to abide by key BFL principles which boil down to students having the right to learn and 

teachers the right to teach. 

Classroom teachers should 

 ensure there is a seating plan which can be adapted when necessary 

 establish a positive climate by greeting students as they enter,  check uniform and insist that students have 

appropriate equipment placed on the desk as required 

 encourage active participation from every student 

 record as agreed any lack of punctuality 

 reiterate the 5 rules as and when appropriate 

 ensure students leave calmly and in correct uniform 

 

2. Sanctions Process 

Verbal warnings will suffice to counter most disruption/interruption of a lesson but there is a small minority for 

whom more is needed. The steps below are a guide… 

 student to stand outside for two mins 

 faculty park with FTL if possible 

 send for On Call if the above do not work (see point 5) 

(If a student poses a threat to the safety of a class then On Call should be called immediately) 

This should all culminate in subject teacher/FTL detention. 

(All details of misbehaviour and actions taken by staff must be recorded on a green slip and passed to SSM for filing 

and SIMS.) 

If On Call are involved, the student will immediately be placed in the next lunchtime detention. The teacher must 

complete a green slip and On Call will record the detention in the Lunchtime Detention book in the front office. 

However, if the behaviour has involved rudeness to a member of staff then it may warrant a discussion with the FTL, 

a conversation with home and a more substantial punishment coupled with withdrawal from lesson for a week. It is 

the FTL’s responsibility to place the student in a suitable place to work and ensure they are supervised and have 

appropriate work. 

If a student continues to misbehave across several lessons within the subject, he/she should be placed on FTL report 

for, at the most, two weeks and parents informed. If any misbehaviour, FTL to punish via break or lunch detention.   

If FTL report sees no improvement then there should be a meeting between the FTL, the teacher and the student.  If 

there is no discernible improvement then the FTL should refer to KSD who may decide to do any of the following… 
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 find out how the student is performing across the timetable 

 invite parents in 

 remove from the specific lesson to work with senior member of staff or SSM 

 place on KSD report 

 refer to SLT 

 be on report to SLT 

 consult ESBAS 

Once SLT are involved, isolation, FTE, SENCO consultation, ESBAS, work experience, School to School placements, 

regular reviews with parents and ANPs are on the menu as options for countering persistent misbehaviour/lack of 

engagement. (See Appendix 2) 

3. Recording of Behavioural Incidents 

Staff should record any incident on Behavioural Referral Slip and follow the self-explanatory process and ensure 

everything is passed on as highlighted so that evidence is submitted on SIMS. 

(See Appendix 1) 

 

4. Monitoring Student Behaviour 

There is a staged process of reports flowing upwards from Tutor/Faculty report through to SLT and Head Teacher.  

(See Appendix 2 and 3) 

For longer-term behavioural problems, relevant sections of the ANP are completed which help trigger the 

involvement of outside agencies and may serve as the foundation for EHCP application. 

5. Use of On-Call Support 

On Call support is intended to support all colleagues as part of our behaviour management procedures. To operate 

effectively, it must be used appropriately. It should only be used when a real crisis arises, which is defined as when: 

 A student poses a real threat to the safety of themselves or others 

 A student’s behaviour persistently and genuinely prevents teaching and learning from taking place 

 After all other reasonable strategies to manage the behaviour within the lesson and the department have 

failed 

How to access On Call Support: 

 The subject teacher should send a responsible student to the main school office to request On Call Support 

 The colleague On Call will be alerted by the office staff and will go directly to the classroom 

 Depending on the incident, the colleague On Call should try to reintegrate the student back into the class 

 Failing reintegration, the colleague On Call will take the student to a venue such as their office or empty 

classroom where work should be undertaken, with appropriate supervision 

 An automatic detention will be given which is held in Room 2 that day or the next 

 If they are fit to go to their following lessons they should be released to do so.  If not they should remain in 

isolation until they are ready or it is the end of the school day 

 The issues of concern which led to the On Call Support being required should be discussed and the student 

encouraged to take responsibility for their actions 

 The subject teacher will liaise with the On Call Support colleague as appropriate 

 An Incident Report Form must be written by the subject teacher concerned and an appropriate sanction 

should be put in place.   Another member of the department if appropriate may receive the student causing 

concern into the back of his/her lesson for one lesson or a limited time period using faculty parking. 

 ELT/SLT will monitor the use of On Call support 

 Where there is persistent and cross-curricular disruption, the student will be placed in isolation for a fixed 

period. 
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6. Use of Student Mobile Phones, Smart Watches and other Smart Devices 

Chailey School operates a ‘Bring Your Own Device’ scheme to support and enhance student learning.  Smart devices 

may only be used for learning under the direct supervision of a member of staff.  Once on school site all mobile 

devices must be switched off and not used until after the end of the formal school day.  They should not be seen by a 

member of staff unless they are being used for learning, under the instruction of a member of staff.  Any student 

found with a mobile phone or other smart device will have the phone confiscated.  A telephone call will be made to 

parents/ carers who will be required to collect the phone or other device from reception.  In the meantime the 

phone will be stored securely in a school safe. 

7. Out of Class Protocols/Procedures and use of ‘Community Card’ 

7.1 Community Card (See Appendix 4) 

All students are issued with a community card which is the instrument we have adopted to counter low-level 

transgressions – incorrect uniform, lack of punctuality, anti-social behaviour in corridors etc.  Staff are obliged to 

challenge students and sign their card as appropriate when these offences are committed. The more signatures, the 

greater the punishment tariff running from lunchtime detention through to isolation and onto exclusion. 

Lunchtime Detentions – start as the bell goes for the end of lesson 5. Unreliable attendees are collected by On Call 

during the latter part of lesson 5 

However, those students (the vast majority) have their empty cards entered into a raffle each half-term for a 

lucrative prize. 

7.2 Breaks and Lunchtimes 

Any student who does not comply with instructions from staff will be referred to duty team leader, appropriate KSD, 

next available On Call or SLT. 

Decision regarding appropriate punishment to be made by these staff. 

Repetitious wilful refusal to co-operate over basic expectations (i.e. doing as asked) could result in isolation at the 

least or, at worst, exclusion. 

7.3 Smoking 

Any student found smoking/with smokers/in possession of smoking paraphernalia will serve two lunchtime 

detentions. Parents will be informed. 

If there is a repeat offence - lunchtime detention for a week and parents invited in. 

Whoever issues the detentions must record on green slip (and pass on to SSM) or SIMS. 

In chronic cases, SMS/Smoking cessation advice to be sought and student to be in isolation. 

7.4 Buses 

Any student reported as being a threat to safety on the bus will be warned once and parents contacted that if there 

is a repetition then he/she will be removed for a week or more depending on the severity  

Bus Prefects are responsible for letting KSDs/SSMs and SLT know where there are problems. 

7.5 Tutor Time 

All students have to be at tutor time as it is a legal requirement for second registration. 

If a student refuses to attend then the student is placed in the next lunchtime detention. 

 Repeat offence – 2 lunchtime detentions 

 3rd offence – isolation 

 Parents invited into discuss matters 
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7.6 The School Site 

Students found beyond the school site in school hours will be dealt with as appropriate depending upon 

circumstance. However, given the potential compromise of safety, parents will be informed.  Any damage 

considered wilfully done to the fabric of the school site will be judged on a case by case basis. Students will be 

punished according to the severity of the damage and be asked to pay recompense. 

 

8. Fighting 

Any students who use violence will be punished. Again, the nature of the punishment is contingent on investigation. 

Parents of course will be involved and asked to collect if it is proved on the balance of probability at the least that he 

or she instigated the violence or has been disproportionate in response. 

The Police Liaison Officer may become involved. 

9. Possession of Inappropriate Objects 

Any student found in possession of any inappropriate object (e.g. Laser pens) will have it impounded and parents will 

be contacted to collect it. In extreme circumstances, the police will be informed and asked to confiscate. 

10. Power to Search 

Staff can search students with their consent for any item 

School does not require written consent from the student for this sort of search – it is enough for the teacher to ask 

the student to turn out his or her pockets, or if the teacher can look in the student’s bag or locker and for the 

student to agree. 

If a student refuses to comply where the teacher suspects the student is in possession of a banned item, appropriate 

disciplinary action should be taken. 

It is good practice for a second member of staff to be present. 

11. Searching without Consent 

What can be searched for?  The law says: 

 Knives or weapons, alcohol, illegal drugs and stolen items 

 Tobacco and cigarette papers, fireworks and pornographic images 

 Any article that the member of staff reasonably suspects has been, or is likely to be, used to commit an offence, 

or to cause personal injury to, or damage to property 

 Any item banned by the school rules 

 

Who can search? 

 The Head or any member of staff authorised by the Head 

 Two members of staff should be present at a search wherever possible  

 The search must be undertaken by a staff member who is the same sex as the student; and 

 Where possible, the search should take place out of public view 

 

Establishing grounds for a search 

 Teachers can only undertake a search without consent if they have reasonable grounds for suspecting a student 

may have in his or her possession a prohibited item.  It is good practice for two members of staff to be present 
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12. Investigation of Serious Incidents 

Clearly, serious incidents (e.g. theft, vandalism, bullying) will be investigated by senior staff.   Statements should 

be collated and everything written down as far as possible signed and dated accordingly. The following 

guidelines should be closely adhered to: 

 Isolate individual(s) using an office, empty classroom, On Call Support, SLT 

 Avoid pre-judging the outcome 

 Any comments/questions should be focused on what has been reported 

 Incidents such as fighting, bullying, theft, smoking and vandalism should be investigated and dealt with by 

ELT/SLT. Incidents of racism should be dealt with in the same manner and logged in the racist incidents file 

 A written report must be completed by the student, or where assistance is needed, colleagues may write the 

report, which should then be read back to the student and written confirmation of the accuracy of the 

content signed and dated by the student. 

 Where possible a signed and dated witness statement should be completed. 

 For very serious incidents such as drug use, large-scale theft, possessing of offensive weapons or assault, a 

second person may be present from the start of the investigation.  His/her role could be to scribe comments 

and/or ask additional questions as guided by the ELT/SLT. Drug related incidents should be reported directly 

to SLT and the guidance of the Drugs Policy should be adhered to. Serious accusations against colleagues 

should be reported immediately to the Headteacher or the Deputy Headteacher 

 Any Child Protection issues should be reported to the Deputy Head, (Julian Dale) in the first instance, or to 

Louise Poole, Assistant Head, or Louise Thompson, SENCO 

 It must be a priority to conclude questioning and have written reports on the day of the incident prior to the 

student(s) being sent home 

 As appropriate, parents should be contacted 

 By the end of the following day, the final outcome and action must be agreed and carried out. However, if 

additional information and evidence is required, then interim measures may be set in place e.g. Isolation or a 

fixed period of exclusion, while further investigation occurs 

 

13. Isolation 

Students may be isolated for a fixed period for serious breaches of behaviour. Examples of reasons for isolation 

are given below, although this is not an exhaustive list: 

 Direct swearing/offensive and abusive language or gestures to a colleague 

 Non-compliance with staff requests/defiance 

 Physical aggression towards a member of staff or student 

 Persistent smoking offences 

- if caught once – lunch detention and letter home 

- if caught twice – letter home and after-school detention 

 

There are clear procedures for isolation:  

 Parents are informed and a letter is sent home to inform parents that the student will not be able to take 

part in any enrichment activity for a term 

 Students report to the agreed ELT/SLT the following day at 9am and they will be interviewed by the ELT/SLT 

supervising  

 An arranged isolation location will be decided and their personal effects will be locked in a cupboard until 

the end of the day 

 The students should bring a packed lunch and break and lunch will take place in isolation 

 The students’ day in isolation will finish at 3.30pm 

 The experience is intended to be a negative one – a deterrent 

 If a student does not co-operate or complete the isolation satisfactorily then they should be sent home (1/2 

day exclusion) and do it the following day 
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Where necessary, parents should attend a meeting for feedback from ELT/SLT to facilitate communication and to 

set targets.   

 

14. Fixed Term Exclusions 

 A fixed term exclusion can be given for up to 45 days in one academic year.  Only the Headteacher, or a Deputy 

acting on her authority, may exclude a student 

 Work must be set for the period of exclusion and the SSM will ensure this is collected from subject staff and 

communicated home to the student and their parent 

 Parents will be requested to attend an interview on the student’s return from a fixed term exclusion with a 

member of SLT 

 A Pastoral Support Programme (PSP) may be established during the review meeting 

 

15. Permanent Exclusion 

The following list, which is not exhaustive, outlines the behaviours which could result in permanent exclusion: 

 Racial harassment 

 Sexual harassment 

 Bullying and intimidation 

 Possession of illegal substances 

 Selling illegal substances 

 Possession of articles which could be used as offensive weapons 

 Theft of student or school property 

 Malicious damage to school property 

 Conduct which brings the good name of the school into disrepute when travelling to and from school in 

uniform, or whilst representing the school in sporting events or as a member of a school party 

 Persistent misbehaviour which over a period of time is disruptive to good order in the school and has a 

detrimental effect on the learning of other students 

 Violent behaviour towards any member of the school 

 

16. Communication about Exclusions 

In the event of a student being excluded from school for a fixed term period or permanently, communication will be 

through a member of the Senior Leadership Team or Extended Leadership Team.  

 

17. Rewarding Students 

 

17.1 In the Classroom 

Students respond positively to praise and rewards. A good teacher deploys a variety of methods. We see it as central 

to the motivation and encouragement of students. 

Achievement points are posted on SIMS by subject staff for individual students who have both tried hard and made 

impressive achievement.  

In addition, there are Head Teacher Commendations for work regarded as extraordinary. 

Subject certificates are awarded to students at the end of term in recognition of effort and achievement 

When reports are written, students whose ATL and IL grades fall into the excellent category, those students receive a 

written letter of satisfactory 

17.2 Beyond the Classroom 

Those students who succeed over a term in not having their ‘Community Cards’ marked will have them entered into 

a raffle with the chance of winning a £20 raffle across each year group. 
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17.3 Celebration of Achievement 

The school formally celebrates the hard work and effort of students at our annual Awards Ceremony. 

 

17.4 Keys to Success 

The school recognises students for adhering to, and promoting the school values and uses rewards at the end of 

each term. 

 

Appendices: 

1. Rewards Policy 

2. Behaviour Referral Slip 

3. Report System 

4. ANP Document 

5. Chailey Community Card  
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APPENDIX 1 - REWARDS POLICY 
 

1. RATIONALE 

Students respond positively to praise and rewards. An outstanding teacher will use a variety of praise and rewards 

to motivate and encourage students of all abilities. At Chailey School, the rewards policy is an integral part of the 

school’s strategy to encourage and reward high standards of achievement and effort and to discourage anti-social 

and disruptive behaviour. This policy document offers a structured approach to rewards. There are two main pre-

requisites to ensure its success: 

a) Consistency with other areas of school policy, particularly 

 Behaviour 

 Assessment, Recording and Reporting 

 Equal Opportunities 
 

b) All colleagues must apply the policy consistently, and senior and middle leaders must monitor its use. 

 

 

2. AIMS OF REWARDS SYSTEM 

2.1 To provide a structured system in which different levels of attainment and   achievement can be recognised 
and rewarded. 

 
2.2 To foster a culture in which colleagues regularly use praise and rewards, and higher-level rewards become 

accessible to a larger group of students. In this way students will improve standards of work and behaviour. 
Colleagues and students will raise expectations. 

 
2.3 To provide a system that is clearly understood and valued by students and consistently applied by staff. 
 
2.4 To inform and involve parents more fully in the rewards procedures. 
 
2.5 To draw parents into school life to celebrate the achievements of its young people. 

2.6 To encourage a more consistent and wider use of rewards by all staff. 

2.7 To provide a greater variety of rewards to recognise different levels of attainment and achievement. 

2.8 To give a higher profile to rewards using assemblies, notice boards and the school website. 

2.9 To provide students with valued documents and prizes as evidence of attainment and achievement. 

2.10 To involve form tutors and Key Stage Directors more fully in celebrating the achievements of students in their 

care. 
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3. PROCEDURES 

3.1  KS3 Rewards: 

3.1.1 Praise 

i) Smile: students expect their teachers to demonstrate a real passion for their subject.  

ii) Use students’ names: students need to know that they are acknowledged and liked by their teachers. 

iii) Verbal praise and feedback during, and at the end of, a lesson can have a very positive impact on students’ self-

esteem and sense of control over their own learning. Recognising achievement and explaining the next steps to 

improve learning is effective formative assessment or ‘assessment for learning’. 

iv) Encourage a dialogue between students and the teacher during the lesson with the focus on strategies to improve 

learning. 

v) Written praise in student exercise books. Notes to parents in the student planner. 

3.1.2 Merits 

All staff may award a merit mark to students. Merits can be awarded for achievement in subjects, for participating in 

extracurricular activities, for service to the school, for excellent attendance (95% in any one term) or for general 

improvement e.g. in behaviour, over a period of time. Staff awarding merits should also enter ‘M’ onto SIMS in the 

‘enter comments’ box next to student’s name on the lesson register. This data will be collected and analysed by the 

appropriate SSM on a termly basis. Students also keep the merit stamps they receive on the special merit pages of 

their student planner. This facilitates positive contact with parents and enables students to collect prizes from the 

merit shop.  

3.1.3 Merit Certificates 

Merits awarded are cumulative throughout the year to enable access to certificates by all.  

Staff awarding merits should stamp student planners and also enter ‘M’ onto SIMS. This data will be collected and 

analysed by the appropriate SSM on a termly basis. 

KSDs will reward students who have maintained 95%+ and 100% attendance each term. At the end of Year 9 there is 

a special prize of a ….Voucher for the student who has collected the most merits during Key Stage 3.  

3.1.4 Awards Ceremonies  
Awards ceremonies are promoted in end of term assemblies.  In addition a formal evening awards ceremony is 

conducted at the end of each academic year to reward students who have consistently worked hard or have made a 

special contribution to the school. 

3.2 KS4 Rewards 
 

3.2.1 Praise 
See KS3 procedure above.  Students at KS4 enjoy praise just as much as those students in KS3. 

3.2.2 Awards Ceremonies  

Awards ceremonies are promoted in end of term assemblies.  In addition a formal evening awards ceremony is 

conducted at the end of each academic year to reward students who have consistently worked hard or have made a 

special contribution to the school. 
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3.3 Additional Rewards and Recommendations 
 

 Form Reps, Sports Reps, Charity Reps and Eco Reps receive a badge as a reward for their contribution to the 
school 

 Prefects in Y11 also receive badges as a reward for their contribution to the school 
 

There are a range of other celebrations of achievement by different departments and year teams around the 

school.  These include notice boards to display students’ work, high achievers, gifted and talented students, 

photographs, certificates and press coverage. 

3.3.1 Progress Reports and Academic Reviews 
 
Academic success and sustained achievement shown by Progress Reports and Academic Reviews is celebrated 

in letters of congratulation sent to parents. 

4 KEYS TO SUCCESS 
 
In 2016 Chailey School updated its school values.  The student council worked on putting the school values into a 

friendly and straightforward language, as follows: 

 Engaging with opportunities (yellow) 

 Co-operating and collaboration (blue) 

 Respecting each other (green) 

 Working hard (red) 

 Caring for our communities (black) 

 Participating responsibly (purple) 
 

A reward scheme to celebrate students that have consistently shown these values will involve students being 

given ‘Key’ badges in the special colour, their name in a prominent place on our celebration board, a mention in 

the weekly bulletin and a letter home. 

5 HEAD TEACHER’S STUDENT OF THE WEEK 
 
Each week a student is celebrated as the Head Teacher’s ‘Student of the Week’ for meeting one or more of the 

school values. 

6 MONITORING AND EVALUATION 
 

6.1 In liaison with their SSM, Key Stage Directors monitor and analyse the regularity and frequency of merits, 
postcards and other awards each term.  

 
6.2 This information is collated and published to all tutors on a termly basis. 
 
6.3 CTL/FTL monitor carefully the consistency with which staff award merits and postcards. Departments may also 

have their own certificates and rewards to help develop a positive classroom climate. 
 
6.4 Assemblies play an important role in publicising the rewards systems, and reflect the positive ethos of the 

school. 
 
6.5 The school strives to maintain a balance in its communications with parents, writing home to give praise, as 

well as to seek support where there are difficulties. 
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6.6 Awarding Criteria for each Merit  
 

6.6.1 Subject attainment and effort 

i) An excellent piece of work or excellent effort applied to a piece of work 

ii) Consistently good or better, or marked improvement in content or presentation 
iii) Consistently good or better, or marked improvement in contribution/engagement 

iv) Consistently good or better, or marked improvement in homework 

 

6.6.2 Pastoral care 

i) Taking extra care of the school environment, beyond that which is expected 

ii) Consistently good or better, or marked improvement in punctuality/attendance 

iii) Consistently good or better, or marked improvement in attitude/behaviour 

iv) Showing good or outstanding citizenship qualities 

v) Showing good or outstanding leadership qualities 

 

6.6.3 Good citizenship 

i) Performing in a concert or a play 

ii) Taking part in an assembly or presentation 

iii) Representing the school at a function, event or elsewhere 

iv) Acting as host to visitors 

v) Collecting for charity 

vi) Working as a Form, Charity, Eco or Sports Representative 

vii) Working as a prefect and/or peer supporter or mentor 
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Appendix 2 - Behaviour Referral Slip 

 

 

 

  

Staff: ___________________ Date/Time: ______________ Student: _________________ 

Teacher/Staff - Details of the concern/incident: 

Teacher/Staff - Action/consequence: 

Behaviour Category: 

Disruption 

Defiance 

Antisocial 

Bullying 

Hate 

Quality of work 

Other ____________ 

Strategies: 

Warning/s 
2 mins outside room 
Faculty parking 
Phone parents/carers 
Detention 
On call 
Other _______________ 

FTL - Action/consequence: If no further action by 
FTL is required, FTL to  
input onto SIMS and 
pass to KSD. 
 
Input onto SIMS? 
YES 
NO 

KSD/SLT - Action/consequence: Once all action has been 
taken pass to SSM for 
input onto SIMs 
 
Input onto SIMS? 
YES 
NO 
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Appendix 3 – Report System  

Notes:  

 In most cases, Stage 1 report will follow on from behaviour management strategies used at 

classroom level, including warnings, detentions and Faculty Parking 

 Serious behaviour issues may result in students entering the system above Stage 1 

 Decisions regarding level of entry to be made by KSD/SenCo 

 

Report Stage Strategies and Action Consequences of stage failure 

 
Stage 1 – Tutor report/Faculty report 

 

 Phone call home by Tutor or Faculty 
Leader. 

 Behaviour report for 2 week period 
to Tutor or Faculty leader. 

 

 Move onto stage 2. 

 
Stage 2 – KSD/SenCo report 

 

 Parental meeting with KSD or SenCo. 

 Behaviour report for 2 week period 
to KSD or SenCo. 

 

 1 day Isolation (inc break & 
lunch). 

 Retry report for 2 week 
period. 

 Failure of second attempt, 
move to stage 3. 

 
Stage 3 – SLT report 

 

 Parental meeting. 

 Behaviour report for 2 week period 
to SLT. 

 ESBAS referral made. 

 ANP* to be begun if considered 
long-term issue 

 

 2 day Isolation. 

 Retry report for 2 week 
period. 

 Failure of second attempt 
results in 2 day FTE and 
move to Stage 4. 

 
Stage 4 – Head teacher report 

 

 Parental meeting (reintegration). 

 Behaviour report for 2 week period 
to Head teacher. 

 ANP to be written. 

 

 3 day FTE. 

 Retry report for 2 week 
period. 

 Failure of second attempt 
may lead to  
a) School to school transfer 
b) Permanent exclusion. 

 

 

Appendices 4 and 5 on following pages:  ANP document and Community Card information 
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