
 

1 | P a g e  
 

 

 

 

Name of Policy/Document Behaviour, Sanctions and Learning Policy 

 

Date September 2022 

 

Author Tracey Woodcock, Headmistress 

 

Ratified by Catherine Quinn, Proprietor 

 

Date of next revision September 2023 

 

 

Guide to the law 

The following legislative framework has been referred to in the preparation of this policy: 

• Education Act 1996 

• School Standards and Framework Act 1998 

• Education Act 2002 

• Education and Inspection Act 2006 

• School Information (England) Regulations 2008 

• Equality Act 2010 

• The Education (Independent Schools Standards) (Amended) (England) Regulations 2014 

• Education Act 2011 

• Schools (Specification and Disposal of Articles) Regulations 2012 

• https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/

file/488034/Behaviour_and_Discipline_in_Schools_-

_A_guide_for_headteachers_and_School_Staff.pdf 

 

Policy Statement 

It’s the primary aim of our school that every member of the school community feels valued and 

respected and that each person is treated fairly. We are a very caring community whose values are 

built on mutual trust and respect for all. The school’s behaviour policy is designed to support, the 

way in which, all members of the school, including Early Years Foundation Stage (EYFS), can live and 

work together. It aims to promote an environment where everyone feels happy, safe and secure. 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/488034/Behaviour_and_Discipline_in_Schools_-_A_guide_for_headteachers_and_School_Staff.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/488034/Behaviour_and_Discipline_in_Schools_-_A_guide_for_headteachers_and_School_Staff.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/488034/Behaviour_and_Discipline_in_Schools_-_A_guide_for_headteachers_and_School_Staff.pdf
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The school rewards good behaviour and fosters a sense of responsibility, as it believes that this will 

develop an ethos of kindness and co-operation. This policy is designed to promote good behaviour 

not merely deter anti-social behaviour. 

Effective teaching and learning can only take place in a well-ordered environment. Promoting positive 

behaviour requires the commitment of all members of our school community, students, parents and 

staff. It requires a consistency of practice across the school to ensure that students know the 

standard of behaviour that is expected of them.  

Our Behaviour, Sanctions and Learning Policy invites all members of the school community to 

actively participate in enabling all our children to strive to reach their full potential.  

Following the policy assists Stratford Preparatory School in offering all students an education of the 

highest quality as an essential preparation for life and to enable each student to develop their talents 

to the full, both as an individual, and as a member of the wider community. 

Staff at Stratford Preparatory School recognise that there might be underlying causes for a child’s 

behaviour. If staff suspect a child’s behaviour is because the child is suffering, or is likely to suffer, 

significant harm, then the procedures set out in the Safeguarding and Child Protection Policy are 

followed. 

 

If all members of the school community are to develop and achieve their best then they must be free 

to learn and teach in an environment that is caring and respectful, open and welcoming, culturally 

affirming and equitable.  

Everyone has a right to feel secure and to be treated with respect at Stratford Preparaoty School, 

particularly the vulnerable. Harassment and bullying will not be tolerated. The Anti-Bullying Policy is 

on the school website and available to parents on request. The school is strongly committed to 

promoting equal opportunities for all, irrespective of ethnicity, culture or religion, home language, 

ability, age, learning difficulties or disabilities, gender, sexual orientation or family background.  

 

High expectations and a broad view of supporting children contribute to their wider wellbeing 

through:  

• Providing challenging and enjoyable learning experiences  

• Having high expectations of everyone  

• Developing confident, ambitious and determined learners who take pride in their work and 

everything they do  

• Ensuring that everyone feels safe, secure and happy to be at school  

• Promoting the acquisition of life skills and self confidence to attempt challenges  

• Valuing and celebrating each individual’s progress and effort  

• Supporting, guiding and inspiring each individual in order to maximise their potential  

• Expecting personal responsibility and respect for others  

• Engaging and helping parents to actively support their children’s learning and development  

 

General Principles  

The emphasis is on good order and respect for the individual thus enabling high quality teaching and 

learning for all members of our school. It is our belief that if our approach to behaviour management 

is consistent and applied by all it will make a significant difference to our ability to teach well and our 

students’ ability to learn effectively. We recognise that the vast majority of pupils want to behave 
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well and want to learn. With positive behaviour management we can help them to achieve to the 

best of their ability.  

All members of staff are aware of the regulations regarding the use of force by teachers, as set out 

by the DfE: 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/444

051/Use_of_reasonable_force_advice_Reviewed_July_2015.pdf 

Teachers throughout our school, including in the EYFS, do not use or threaten any form of 

corporal punishment. Staff only intervene physically to restrain children to prevent injury to another 

child, or if a child is in danger of hurting him/herself. The actions that we take are in line with 

government guidelines on the reasonable use of force advice (updated July 2015). 

 

Aims  

The Headmistress and all school staff have set out in this Behaviour and Learning policy the 

following:  

• To promote good behaviour, self-discipline and respect.  

• To prevent bullying. 

• To ensure that children complete homework. 

• To regulate the conduct of our children in the school  

Further aims of the Policy  

• To maximise the effect of the school to positively influence behaviour.  

• To raise levels of self-esteem so that children feel good about themselves and achieve their 

full potential.  

• To clearly identify what is meant by good and bad behaviour.  

• To ensure that the application of rewards and sanctions is consistent. 

• To give school staff and children a sense of direction.  

• To ensure children’s attitudes and behaviour are consistently positive toward learning in a 

range of different teaching groups and towards a range of staff including administration.  

• To support children to make an exceptional contribution to a safe, positive learning 

environment where they make every effort to ensure others learn and thrive.  

• To produce children with high levels of engagement, courtesy, collaboration and co-

operation with excellent, enthusiastic attitudes to learning, enabling lessons to proceed 

without interruption.  

• To create children who are highly adept at managing their own behaviour. 

The Curriculum and Learning 

We believe that an appropriately structured curriculum and effective learning contribute to good 

behaviour. Thorough planning for the needs of individual children, the active involvement of children 

in their own learning, and structured feedback will help to avoid the alienation and disaffection which 

can lie at the root of poor behaviour. It follows that lessons should have clear learning objectives, 

understood by the children. 

Marking and record keeping can be used both as a supportive activity, providing feedback to the 

children on their progress and achievements, and as a signal that the children’s efforts are valued and 

that progress matters. It is essential that children complete all work set and that teacher mark all 

work set in order to provide effective feedback to move forward. 

 

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/444051/Use_of_reasonable_force_advice_Reviewed_July_2015.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/444051/Use_of_reasonable_force_advice_Reviewed_July_2015.pdf
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Classroom Management  

Classroom management and teaching methods have an important influence on children’s behaviour. 

The classroom environment gives clear messages to the children about the extent to which they and 

their efforts are valued. Relationships between teacher and children, strategies for encouraging good 

behaviour, access to resources and classroom displays all have a bearing on the way students behave. 

Materials and resources should be arranged to aid accessibility and reduce uncertainty and 

disruption. Displays such as our WOW boards, should help develop self-esteem through 

demonstrating the value of every individual's contribution, and overall the classroom should provide 

a welcoming environment.  

Teaching methods should encourage enthusiasm and active participation for all. Lessons should aim 

to develop the skills, knowledge and understanding, which will enable the student to work in co-

operation with others. Praise should be used to encourage self-belief. Constructive criticism should 

be a private matter between teacher and child to avoid resentment. 

Responsibilities  

Teachers 

Good behaviour does not happen by accident. It is the responsibility of those concerned with the 

school - parents, staff, and children - to ensure good behaviour. Children’s responsibilities have an 

essential part to play in relation to the policy. Children are to show respect for and co-operate with 

all members of the school community, who work among them and have charge over them.  

Teachers and assistants are expected to respond fairly and consistently throughout the school when 

children misbehave. The guidelines below are common to all members of staff. Whenever possible, 

staff ensure that:  

 

• they are consistent in all aspects of discipline  

• they rarely show anger  

• they are never patronising  

• they use with the children the manners they would expect from them  

• they expect each child to be well behaved  

• they show surprise when a child behaves inappropriately  

• they do not give whole-class punishments  

• they listen to all sides in any given dispute  

• they are more often positive than negative  

• they start afresh after any incident  

• they admit their mistakes and apologise for them  

• they value what children have to offer 

• work in close co-operation with parents in matters of behaviour management and to 

encourage children to take responsibility for their own behaviour.  

• recognise and celebrate children’s achievements.  

 

Pupils 

The ethos of, and respect for, the school is enhanced by listening to all our children from the 

youngest in Nursery to the oldest in Junior 4. Staff encourage the children to make constructive 

suggestions about the school with opportunities for discussion being provided in class time, PSHE 

lessons and in School Council meetings.  

 

All of the children are supported in developing appropriate behaviour through positive 

reinforcement, praise, reminders and encouragement. 
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Staff are fully aware that a child displaying persistent disruptive or withdrawn behaviours does not 

necessarily have special educational needs or disabilities. Appropriate adjustments are made and 

strategies are devised to assist any child with emotional or behavioural difficulties in the management 

of their behaviour irrespective of whether or not the child has special educational needs or 

disabilities. These strategies and adjustments are devised following observations by the teaching staff 

to determine whether or not there are any causal factors or triggers for behaviours. Staff are 

supported in devising strategies by the school SENCO and the Headmistress. Continuing disruptive 

behaviour might be the result of unmet educational or other needs. The School will consider 

whether a multi-agency assessment of the child should be recommended to parents. Staff are also 

aware that there might be underlying safeguarding concerns about a child with persistent disruptive 

or withdrawn behaviours and they take appropriate actions to follow up any such concerns as set 

out in more detail in the Safeguarding and Child Protection Policy. 

Support strategies for the younger children include sticker charts or communication books to focus 

on specific aspects of their behaviour and understand the behavioural expectations. Behaviour 

Support Plans might also be implemented to provide focused targets for improvements in behaviour. 

These will be devised in consultation with parents and in conjunction with the school SENCO in 

accordance with the school SEN Policy. The Mental Health Hub can sometimes be used to help 

support children with social, emotional and behavioural needs. This is a safe place to meet with a 

member of staff to discuss issues and explore how to manage their individual needs. 

 
Adjustments are made for children with social, emotional and behavioural needs when required. An 

additional adult might accompany the children on a trip, outing or off-site visit to ensure that this is 

accessible to the child and to provide additional support. The needs of the child will be considered 

as part of Risk Assessments so that specific adjustments can be planned and implemented if 

necessary. 

 
When there are issues with a child’s behaviour the support of the parents is sought at the earliest 

opportunity. The concerns are discussed with parents and strategies for managing the child’s 

behaviour are discussed so that a consistent approach can be developed. This might include the 

implementation of a Behaviour Support Plan as described above. Parents sometimes request advice 

about their child’s behaviour outside school. Staff offer guidance when appropriate.  

 
We expect our children to: 

 

• Work to the best of their ability and allow others to do the same. 

• Treat others with respect. 

• Follow the instructions of school staff.  

• Take care of property and the school environment.  

• Co-operate with other children and adults.  

• Work together to prevent bullying of all kinds.  

• Complete all homework to the best of their ability.  

• Wear uniform correctly at all times during the school day.  

• Children should arrive and depart correctly dressed and attend school and arrive on time.  

 

Parents, Guardians and Carers have responsibilities as role models for our young people and they 

have an essential part to play in relation to the Behaviour and Learning Policy. The policy cannot be 

seen in isolation from the parent’s task as being primarily and principally responsible for their child’s 

education. Under the policy, parents are expected to co-operate with Stratford Preparatory School 

and work with teachers and other members of staff to help their child develop to their full potential.  
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Parents / carers’ responsibilities are to:  

• Support the Behaviour and Learning Policy  

• Share concerns about their child’s education, welfare and behaviour with the school. 

• Take an interest in their child’s work and achievements  

• Help their child with their work  

• Attend Parents’ evenings and support school functions  

• Support the school in achieving an outstanding attendance rate for their child  

• Inform the school of any absence  

• Ensure their child arrives at school on time  

• Ensure their child is in full school uniform and wears that uniform correctly  

• Ensure their child completes homework to the best of their ability.  

Liaison with other agencies 

 

In order to ensure that the emotional and behavioural needs of a child are addressed, it is 

sometimes necessary, following discussion with parents, to seek guidance and advice from outside 

agencies such as educational psychologists, health and social services and voluntary bodies.  

 

Acceptable behaviour can be defined; 

• Includes respecting others;  

•  Includes listening to and responding to teachers;  

• Includes avoiding conflict with others.  

Above all it means our children accepting responsibility for their own actions and their own learning 

and ensuring that they do not affect the education of others by poor behaviour. It is part of our 

policy at Stratford Preparatory School that every child will be taught, in an atmosphere that permits 

them to gain maximum benefit in every lesson. To achieve this, our Behaviour and Learning Policy 

has been developed alongside school values - each student is entitled to be taught in classrooms free 

from disruption and to be able to walk about school free from harassment.  

The foundations of our Behaviour and Learning Policy at Stratford Preparatory School are the 

following elements.  

Achievement We always strive to be the best that we can. 

Support We work together to help one another  

Perseverance We never give up, we are open and honest in everything that we do  

Respect We care for ourselves, each other and the environment around us  

Enrichment We make the most of a wide range of opportunities in and out of school  

 

School and Class Expectations 

All staff and children are expected to behave in a way, which is respectful of other people and the 

school environment. Good discipline is the responsibility of all staff. It is maintained through shared 

expectations and consistently high standards of courtesy, behaviour, effort, presentation of work, 

self and punctuality.  
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For the majority of children positive relationships between teacher and child play a more significant 

role in maintaining good discipline than any fixed system.  

Classrooms are places of work and there needs to be clearly understood rules and expectations 

which allow everybody to work safely, successfully and enjoyably.  

Expectations of behaviour for the classroom:  

• No shouting out, every child puts their hand up to talk  

• If the teacher is speaking, the class must listen  

• If the teacher asks someone to speak, the class must listen  

• Make sure that everyone has the correct equipment  

• At the beginning of the lesson, every child must take their assigned seats, and quickly begin 

work given to them  

• All homework must be handed in on time  

• All work must be completed to the best of their ability  

• No one is allowed to leave the room, or walk around the room without permission.  

• All children should show manners to every other member of the class, and to any other 

guests in the room. 

• All children and staff are guided to tolerate the needs of others and to respect differences. 

 

Rewards  

As a school we are committed to promoting, celebrating and rewarding achievement. It is 

recognised that our children possess a range of talents and abilities.  

Rewards have the ability to increase student motivation, improve behaviour, attendance and 

achievement as well as encourage parent engagement.  

Rewards include: 

• Stickers for younger children. 

• Prizes. 

• Best of the week certificates.  

• Prefect certificates for being caring and respectful. 

• Public acknowledgement in class and assemblies. 

• House points in Infants and Juniors 

• Good behaviour points recorded in planners. 

• Becoming a prefect. 

• Speech Day Prizes. 

• Medal at sports day. 

• Top Infant badges. 

Methods of Managing Behaviour  

The sensitive use of reprimands and sanctions is an effective means of stopping inappropriate 

behaviour. 

When imposing sanctions we need to remember:  

• To criticise the behaviour not the child.  

• To be consistent when dealing with children and when implementing the school’s policy.  

• To take into account age, aptitudes and abilities of the child 
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• Once a sanction has been imposed the child is made aware that the incident is over and they 

can make a fresh start.  

The initial responsibility for dealing with the children’s behaviour lies with the member of staff who 

witnesses the inappropriate behaviour, this includes all paid members of staff, and consistent 

concerns with a particular child or group should lead to consultation with relevant staff so that 

problems are resolved. 

The school recognises its legal duties under the Equality Act 2010, in respect of safeguarding and in 

respect of children with special educational needs (SEN).  

Obviously, it is our expectation that all of our children will conduct themselves in a pleasant, polite 

and respectful manner. However, if there is an incident where behaviour and learning is not deemed 

to be at an acceptable level there will be a very clear system of referral/actions being followed by all 

staff.  

The order of these referrals/actions are outlined below;  

• Children will be issued with a verbal warning and reminded of the ‘School Expectations’. If 

the learner responds in a positive way and learning continues no further action is required.  

• If the behaviour continues to be deemed inappropriate then it may be necessary to impose a 

sanction. 

Protected Characteristics 

• There are 9 protected characteristics under the Equality Act 2010 and all schools should be 

able to demonstrate that no form of discrimination is tolerated and that pupils show respect 

for those who share the protected characteristics.   

• The 9 Protected Characteristics are: 

                        

• age 

• disability 

• gender reassignment 

• marriage and civil partnership 

• pregnancy and maternity 

• race 

• religion or belief 

• sex 

• sexual orientation 
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At Stratford Preparatory School, when determining appropriate sanctions under the school’s 

Behaviour Policy, we aim to ensure that any protected characteristics of the children are taken into 

account, as well as an any additional learning needs the children may have.  

 

Authority of the Headteacher 

Government legislation makes it clear that the Headteacher has the authority to discipline pupils for 

behaviour that takes place off the school premises if it is deemed to be in connection with a school 

matter (eg when pupils are off site but wearing school uniform, or when attending a school trip or 

fixture etc). 

Searching 

 

Appropriate Adult  

 

Make sure a child or young person’s wishes and feelings are known and  

focus on the safeguarding needs of the child/children 

 

The DSL should liaise with the headteacher or principal to inform him or her of issues- especially 

ongoing enquiries under section 47 of the Children Act 1989 and police investigations. This should 

include being aware of the requirement for children to have an Appropriate Adult. Further 

information can be found in the Statutory guidance - PACE Code C 2019. 

 

In accordance with DfE guidance Searching, screening and confiscation - Advice for headteachers, school 

staff and governing bodies –  

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/674

416/Searching_screening_and_confiscation.pdf school staff can search a pupil for any item if the pupil 

agrees.  The headteacher and any member of staff authorised by the headteacher also has a statutory 

power to search pupils or their possessions, without consent, where they have reasonable grounds 

for suspecting that the pupil may have one or more of the following prohibited items in their 

possession: knives or weapons; alcohol; illegal drugs; stolen items; tobacco and cigarette papers; 

fireworks; pornographic images; indecent images of children; any article that a 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 the property of any person (including the pupil).  

 

The headteacher and authorised staff can also search for any item banned by the school rules which 

has been identified in the rules as an item which may be searched for.  

 

School staff can confiscate any prohibited item found as a result of a search.  They can also 

confiscate any item they consider harmful or detrimental to school discipline. 

 

In the event that a member of staff suspects that a confiscated device contains indecent images of 

children, they will pass the device to the DSL and will not examine the device themselves.  The DSL 

will take advice from the Police and/or the Integrated Front Door (MASH) before examining the 

device. 

 

 

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/674416/Searching_screening_and_confiscation.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/674416/Searching_screening_and_confiscation.pdf
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Sanctions 

Sanctions are used at Stratford Preparatory School to set boundaries and to manage challenging 

behaviour which may include peer-on-peer abuse, bullying or sexual harassment or violence as set 

out in the Anti-Bullying Policy and the Safeguarding and Child Protection Policy. When signing the 

Terms and Conditions, parents and guardians undertake to support the authority of the 

Headmistress in inculcating the Stratford Preparatory School Values in a fair manner that is designed 

to safeguard the welfare of the community as a whole. 

 

The Headmistress, for her part, undertakes to apply any sanctions fairly, and, where appropriate, 

after due investigative action has taken place. Sanctions may undergo reasonable change from time 

to time, but will not involve any form of unlawful or degrading activity. Sanctions are proportionate 

and reasonable and take into account the child’s age, any special educational needs or disability and 

any religious requirements affecting them. 

Malicious accusations against staff made by a pupil will be investigated and appropriate discipline will 

be applied based on the findings and any contributory factors.  

 

When sanctions are applied they must be recorded in the Behaviour Log, which is situated in the 

Staff Room. This book is inspected daily by the Headmistress who will decide if the contents of the 

Log are appropriate or if the parents need to become involved. Any matters arising are discussed 

during the school staff meeting. 

This Policy is on the school website, and parents and pupils should be aware of the more serious 

sanctions, including suspension and expulsion, that the Headmistress can impose for serious 

breaches of the rules and regulations, including criminal behaviour. 

 

Usually, a look or a firm word will be enough to deter a child from behaving unacceptably. Teachers 

should feel able to adopt any reasonable approach or sanction within the classroom and will talk to 

the child so that the child understands what is unacceptable. The Class Teacher may choose to 

speak to the parents informally. If an incident happens in the playground, the person on duty should 

deal with it and inform the Class Teacher. If unacceptable behaviours are repeated, constitute 

bullying or are of a more serious nature, the Headmistress must be informed. Repeated 

unacceptable behaviours or serious behavioural concerns will be discussed with parents, including 

the parents of any other children involved, where appropriate. The Anti-Bullying Policy will be 

followed where a child’s behaviour constitutes bullying. 

 

Possible sanctions include: 

Poor behaviour (for example being disruptive during lessons, being too rough in the playground, etc) 

• A verbal reprimand 

• Losing privileges for example a playtime or fort time 

• Negative marks on behaviour cards. 

Repeated poor behaviour or more serious misdemeanours (for example physically hurting another 

child, use of bad language, general disrespect for all, disruption of class peers etc) 

• Being sent to the Headmistress 

• Being removed from the class to work with the headmistress 

• Being given a home communication book 

• Meeting with parents 
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Staff should not feel that they have to deal alone with persistent bad behaviour. Support will be given 

by the Headmistress and a strategy will be formed if necessary. A child with suspected behavioural 

problems may be referred to the School SENCO and the child’s needs will be discussed with his or 

her parents. Staff are supported in their implementation of behaviour management strategies by the 

Headmistress. Records of concerns about children’s behaviour are maintained so that patterns and 

trends can be identified. 

Sanctions for Breaches of Discipline that Merit Exclusion 

 

A decision to exclude a pupil, either for a fixed period or permanently, is seen as a last resort by the 

School. When considering an exclusion, the School considers possible contributing factors for the 

child such as safeguarding concerns, SEND or mental health concerns. See also Safeguarding and 

Child Protection Policy. 

 

The School is responsible for communicating to pupils, parents and staff its expectations of standards 

of conduct. A range of policies and procedures is in place to promote good behaviour and 

appropriate conduct. 

 

In the event of the most serious poor behaviour, and once the sanctions above have been tried and 

exhausted, the Headmistress will, in consultation with the Principal, and always in discussion with 

parents, impose the following escalating sanctions: 

Reasons for Exclusion 

 

The continued presence of any pupil in the school is solely at the discretion of the Headmistress, 

and depends upon the pupil’s application, progress, conduct, attendance and behaviour (including 

outside of school) being in accordance with such standards as the School deems necessary and 

appropriate. Pupils who are found to have made malicious accusations against school staff may also 

be subject to exclusion. 

 

The Headmistress may also at his sole discretion exclude, or require parents to remove, a child if 

the behaviour of either parent is, in the opinion of the Headmistress, unreasonable and affects or is 

likely to affect adversely any pupil’s progress at the School or the well-being of the School or its 

staff, or to bring the School into disrepute. 

 

A fixed or permanent exclusion may be considered for a child who has been found to be sexually 

bullying or sexually abusing a peer or who has been found to be sexually violent towards a peer, 

subject to the provisos set out below and the principles of the Safeguarding and Child Protection 

Policy.  

 

Whilst a pupil is excluded from the School, either for a fixed-term period or permanently then the 

pupil must remain away from School and will have no right to enter School premises during that 

time without written permission from the Headmistress. 

 

Fixed-term Exclusion 

 

A fixed-term exclusion should be for the shortest time necessary: OFSTED evidence suggests that 

one to three days are usually enough to secure benefits without adverse educational consequences. 
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Persistent or Cumulative Problems 

 

Exclusion for a period of time from half a day to five days for persistent or cumulative problems 

would be imposed only if the School had already offered and implemented a range of support and 

management strategies. These could include:  

 

• Discussion with the pupil  

• Mentoring (Tutor support)  

• Report card  

• Target setting  

• Checking on any possible provocation  

• Internal exclusion 

 

Exclusion will not be used for minor incidents (e.g. failure to do homework, poor academic 

performance or breaches of uniform rules) except when these are persistent and/or defiant. 

 

Single incident 

 

Fixed-term exclusion may be used in response to a serious breach of the Stratford Preparatory 

School Values and policies or a disciplinary offence. 

 

In such cases the Headmistress will investigate the incident thoroughly and consider all evidence to 

support the allegation, taking account of the School’s policies. The pupil will be encouraged to give 

his or her version of events, and the Headmistress will check whether the incident may have been 

provoked, for example by bullying or racial or sexual harassment or violence. 

 

If necessary, the Headmistress will consult the Proprietor. 

 

Permanent Exclusion 

A permanent exclusion is a very serious decision, and the Headmistress will consult with the 

Proprietor before enforcing it. 

 

As with a fixed-term exclusion, it will follow a range of strategies and be seen as a last resort, or it 

will be in response to a very serious breach of school rules and policies, or a grave or persistent 

offence such as, but not limited to:  

 

• Carrying an offensive weapon  

• Fraud  

• Malicious damage  

• Persistent bullying  

• Possession or use of an illegal drug  

• Racial harassment  

• Sexual harassment  

• Sexual misconduct  

• Any other activity that is illegal under English law 

 
Further guidance and information on the School’s Policy regarding the use or possession of alcohol, 

tobacco, solvents or drugs by children is given in Appendix 3 of this policy. 
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Only the Headmistress has the absolute discretion to remove a pupil from the School. The 

Headmistress is obliged to keep the Proprietor informed of any exclusion, however they will then 

not be able to sit on an Appeals Panel. 

 
Exclusion procedure 

 
The Headmistress is responsible for ensuring that the exclusion procedures are followed correctly 

and for reporting progress regarding any exclusions procedures to the Proprietor. 

The Headmistress will:  

 

1. Inform the pupil’s parents of the period of any fixed-term exclusion or permanent exclusion in 

writing setting out the reason for the exclusion.  

2. Advise the parents that they may appeal to the Proprietor against the exclusion. Should parents 

wish to appeal to the Proprietor the request must be made as soon as possible and in any event 

within seven days of the Headmistress’s decision being notified to the parents.  

3. Advise the parents of the Appeal Procedure (see below).  

4. Notify the Proprietor of the details of and reasons for the exclusion.  

 
Appeal procedure 

 
If parents wish to appeal against the exclusion of their child:  

 

1. The Parents will be referred to the Proprietor to call a hearing of the Pupil Discipline Appeal 

Panel.  

2. The matter will then be referred to the Panel for consideration. The Panel will consist of at least 

three persons, one of whom shall be independent of the management and running of the School. 

Each of the Panel members will be appointed by the Proprietor. The School Secretary, on behalf of 

the Panel, will then acknowledge the appeal and arrange a hearing as soon as is practicable, notifying 

the parents of the names of the Panel members – normally within 14 days. The Panel will seek all 

relevant information and evidence from both parties.  

3. If the Panel deems it necessary, it may require that further particulars on any related matter be 

supplied in advance of the hearing. Copies of such particulars shall be supplied to all parties not later 

than 10 working days prior to the hearing.  

4. The parents may be accompanied to the hearing by one other person. This may be a relative, 

teacher or friend. Legal representation will not normally be appropriate.  

5. If possible, the Panel will resolve the parents’ appeal immediately without the need for further 

investigation.  

6. Where further investigation is required, the Panel will decide how it should be carried out. After 

due consideration of all facts it considers to be relevant, the Panel will reach a decision and may 

make recommendations, which it shall complete within 10 working days of the hearing. The Panel 

will write to the parents informing them of its decision and the reasons for it.  

7. The decision of the Panel will be final. The Panel’s findings and recommendations, if any, will be 

sent in writing to the parents, the Headmistress and the Proprietor. 

 
Parents can be assured that the appeal will be treated seriously and confidentially. All 

correspondence, statements and records will be kept confidential except in so far as is required of 

the School. 

 
There will be no refund of fees following temporary or permanent exclusion. In the case of 

permanent exclusion the Acceptance Deposit will not be returned or credited. Fees in lieu of notice 

will not be charged but all outstanding fees will be payable in full. 
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Removal from the School for other reasons  

 
The Headmaster may send a pupil home, after consultation with that pupils’ parents, and a health 

professional as appropriate, if the pupil poses an immediate and serious risk to the health and safety 

of other pupils and staff, for example because of a diagnosed illness such as a notifiable disease. This 

is not an exclusion and should be for the shortest possible time. 

 

Physical Restraint 

 

Like all schools, Stratford Preparatory School reserves the right for staff to use reasonable force to 

control or restrain a pupil in specific circumstances, including to manage a child’s behaviour if 

absolutely necessary. Staff are aware of the potential risks when using reasonable force in response 

to risks presented by incidents involving children with special educational needs or disabilities 

(SEND), mental health or with medical conditions. The Education and Inspections Act 2006 enables 

school staff to use "such force as is reasonable in the circumstances for the purpose of preventing a 

pupil from doing (or continuing to do)" any of the following:  

 

• Committing any offence (or, for a pupil under the age of criminal responsibility, what would 

be an offence for an older pupil)  

• Causing personal injury to any person (including the pupil themselves)  

• Causing damage to the property of any person (including the pupil themselves)  

• Prejudicing the maintenance of good order and discipline at the school, and among any pupils 

receiving education at the school, whether during a teaching session or otherwise. 

 

Records are kept of any occasion where physical intervention is used and parents/carers are 

informed on the same day, or as soon as reasonably practicable. 

 

The Act also defines to whom the power applies as follows:  

 

• Any teacher who works at the school and  

• Any other person whom the headteacher has authorised to have control or charge of pupils 

This: - includes support staff whose job normally includes supervising pupils such as Teaching 

Assistants, Learning Support Assistants, Learning Mentors and Lunchtime Supervisors;  

- can also include people to whom the head has given temporary authorisation to 

have control or charge of pupils such as paid members of staff whose job does not 

normally involve supervising pupils (for example catering or premises-related staff) 

and unpaid volunteers (for example parents accompanying pupils on school-

organised visits);  

- does not include prefects.  

 

The power may be used where the pupil (including a pupil from another school) is on school 

premises or elsewhere in the lawful control or charge of the staff member (for example on a school 

visit). Under no circumstances (including staff or pupil safety) will a pupil or group of pupils be 

locked in a room for any reason (other than a lockdown situation managed by SLT), nor will this be 

threatened. 

 

All staff are made aware of the circumstances in which reasonable minimum force may be used, via 

the comprehensive Appendix 2 on this subject (The Use of Force to Control or Restrain Pupils). In 

particular, they are advised always to use their voices first, and to use the minimum force necessary 

to restrain a child for the shortest possible period of time. A number of factors must be considered 

in reaching a judgement as to whether the use of physical restraint is appropriate.  
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These include:  

 

• The seriousness of the incident, assessed by the effect of the injury, damage or disorder that 

is likely to result if force is not used  

• The chances of achieving the desired result by other means  

• The relative risks associated with physical intervention compared with using other strategies 

Consideration of any particular special educational need (SEN) and / or disability that a pupil 

might have. 

 

Every member of staff will inform the Headmistress (or in her absence, the Head of Early Years), 

immediately after he or she has needed to restrain a pupil physically. Parents are always informed 

when it has been necessary to use physical restraint, and they are invited to the school so that staff 

can, if necessary, agree a protocol for managing that individual pupil’s behaviour. 

 

Reducing the likelihood of situations arising where use of force may be required 

 

Although preventative measures will not always work, there are a number of steps which The 

Stratford Preparatory School will take to help reduce the likelihood of situations arising where the 

power to use force may need to be exercised:  

 
a. creating a calm, orderly and supportive school climate that minimises the risk and threat of 

violence of any kind;  

b. developing effective relationships between pupils and staff that are central to good order;  

c. adopting a whole-school approach to developing social and emotional skills;  

d. taking a structured approach to staff development that helps staff to develop the skills of positive 

behaviour management, managing conflict and also to support each other during and after an 

incident.  

e. recognising that challenging behaviours are often foreseeable;  

f. effectively managing individual incidents. It is important to communicate calmly with the pupil, using 

nonthreatening verbal and body language and ensuring the pupil can see a way out of a situation. 

Strategies might include, for example, going with the staff member to a quiet room, away from 

bystanders or other pupils, so that the staff member can listen to concerns; or being joined by a 

particular member of staff well known to the pupil; and  

g. wherever practicable, warning a pupil that force may have to be used before using it. 

 

Corporal Punishment 

 

Corporal punishment is illegal and is entirely rejected by Stratford Preparatory School. It will not be 

given to any child of any age by any person who cares for or who is in regular contact with children 

at Stratford Preparatory School, or by any person living or working on the premises, nor will it be 

threatened. No form of punishment is used or threatened which could have an adverse impact on 

the child’s well-being. A person shall not be taken to have given corporal punishment in breach of 

the above where physical intervention was taken for reasons that include averting an immediate 

danger of personal injury to, or an immediate danger of death of, any person (including the child) or 

to manage the child’s behaviour if absolutely necessary. If any such action is taken the member of 

staff or volunteer must report this to the Headmistress. Records are kept of any occasion where 

physical intervention is used and parents/carers are informed on the same day, or as soon as 

reasonably practicable.  

 
Any person who is alleged to have carried out corporal punishment will be investigated under the 

School’s disciplinary procedures. 

 

Corporal punishment by parents is a safeguarding issue. 
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Complaints 

 

Stratford Preparatory School hopes that parents will not feel the need to complain about the 

operation of the Behaviour Management and Exclusions Policy, and that any difficulty can be 

sensitively and efficiently handled before it reaches that stage. However, the School’s Complaints 

Procedure, which applies equally to the children in the EYFS, is on the school website. Copies of the 

Procedure can also be sent on request. 

 

Related Policies, Monitoring and Policy Review 

 
This Policy should be read in conjunction with other related whole school policies including: Anti-

Bullying, Safeguarding and Child Protection, Missing Child, Equal Opportunities, EYFS and Special 

Educational Needs. This Policy will be reviewed at least annually to ensure that it complies with 

statutory requirements and to ensure that any changes in practices are accurately reflected. It will be 

presented to the Proprietor for approval in the Michaelmas Term each year. 
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APPENDIX 1 – ALCOHOL, TOBACCO, SOLVENTS AND DRUGS GUIDANCE AND 

INFORMATION  

 

1. ALCOHOL 

 
Any child found to be drunk on the school premises or on a trip, outing or off-site visit will receive 

initial medical assistance from a First Aider. Thereafter, parents or guardians may be required to 

remove him/her from the premises, or trip, outing or off-site visit, if erratic or disruptive behaviour 

is displayed. In serious cases, the police and ambulance services may be summoned. 

 

Alcohol found on any child will be confiscated and returned to his/her parents/guardians accordingly. 

‘Suspicious’ drinks brought on to the campus or taken on a trip, outing or off-site visit may also be 

confiscated, and a ready supply of drinking water made available as a substitute. 

 

Pupils found drunk or in possession of alcohol on school premises or on a trip, outing or off-site visit 

will be liable to disciplinary action. Sanctions will include time with the Headmistress and further 

education on the dangers of alcohol. Offences may also lead to temporary or permanent exclusion. 

 
2. TOBACCO 

 

Smoking on the school premises and on school trips, outings or off-site visits is expressly forbidden. 

Smokers’ requisites found on any child will be confiscated and returned to the parents/guardians 

accordingly. Sanctions will include time with the Headmistress and further education on the dangers 

of tobacco. Offences may also lead to temporary or permanent exclusion. 

 
3. SOLVENTS 

 
Any pupil found suffering from solvent intoxication will be given emergency medical attention from a 

First Aider, and his/her parents contacted immediately. 

 

Where a pupil is involved in solvent abuse on the school premises or on a trip, outing or off-site 

visit, the school will ensure that the child’s parents are informed. 

 

Pupils found under the influence, or in possession, of solvents on school premises or on a trip, 

outing or off-site visit will be liable to disciplinary action. Sanctions will include time with the 

Headmistress and further education on the dangers of solvent abuse. Offences may also lead to 

temporary or permanent exclusion. 

 
4. DRUGS 

 
Controlled drugs and the law 

 
Under the Misuse of Drugs Act 1971, it is an offence:  

 

• To supply or to offer to supply a controlled drug to another in contravention of the Act  

• To be in possession of, or to possess with intent to supply to another, a controlled drug in 

contravention of the Act  

• For the occupier, or someone concerned in the management of any premises, knowingly to 

permit or suffer on those premises the smoking of cannabis, or the production, attempted 

production, supply, attempted supply or offering to supply of any controlled drug. 
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Classification of controlled drugs 

 
Drugs can be divided into the following categories:  

 

• Depressants (designed to slow down the body)  

• Stimulants (to give a feeling of energy)  

• Hallucinogenics (substances that alter perceptions)  

• Medicines (substances that alleviate the symptoms of illness). 

 
Controlled substances in common use 

Category A 

 
• Heroin (slang: boy, china white, dragon, H, scag, smack, junk)  

Derived from the opium poppy, this can be identified as a white powder. It can be smoked, 

sniffed, injected or inhaled.  

• Cocaine (slang: crack, rock, C, charlie, coke, dust, snow)  

Extracted from the coca plant, this can be used as a white powder or in a small white block 

(crack). It is sniffed, injected or smoked.  

• Ecstasy (slang: E, adam, burgers, Dennis the Menace, brownies, MDMA, XTC)  

This will be found in capsules and tablets of various sizes and is swallowed.  

• LSD (slang: acid, tabs, blotters, frash, lucy, dots, transfers, rhubarb and custard)  

This is generally made into small white or brown tablets, or found as blotting paper soaked 

in chemicals. These substances are swallowed.  

• Amphetamines (slang: speed, whizz, sulph, uppers, stimulants)  

These can be included in category A (if prepared for injection) or Category B (if ingested). 

Found in powder, tablet or capsule form, they are either sniffed, swallowed or injected.  

 
Category B 

 

• Cannabis (slang: hash, grass, dope, ganja, pot, blow, draw, marijuana)  

Hash is a brown solidified resin from the cannabis plant, whereas grass consists of dried 

leaves of the cannabis plant. This substance is smoked with tobacco, or on its own. It can 

also be eaten.  

• Hallucinogenic mushrooms and solvents are not illegal substances unless otherwise 

prepared, or knowingly sold, for eating or sniffing. 

 

Drug abuse identification 

 
Warning signs – individuals 

 

• Changes in attendance and an unwillingness to participate in school activities  

• Decline in performance in school work  

• Unusual outbreaks of temper, marked swings of mood, restlessness or irritability  

• Increased time spent away from home, possibly with new friends in older age groups 

Excessive spending or borrowing of money  

• Stealing of money or goods  

• Excessive tiredness without obvious cause  

• Lack of interest in physical appearance  

• Sores or rashes on the mouth or nose  

• Lack of appetite  

• Heavy use of scents to disguise the smell of drugs  

• The wearing of sunglasses at inappropriate times 
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Warning signs – groups  

 

• Regular absence on certain days  

• Keeping a distance from other pupils  

• Being the subject of rumours about drug taking  

• Stealing  

• Using drug takers’ slang  

• Associating with an older person not normally part of the peer group 

 

Objects that may indicate drug misuse:  

 

• Foil containers or spoons discoloured by heat  

• Metal tins  

• Pill boxes  

• Plastic or glass bottles  

• Twists of paper  

• Straw  

• Sugar lumps  

• Syringe and needles  

• Cigarette papers and lighters  

• Spent matches  

• Stamps, stickers, transfers or similar items  

• Plastic bags or butane gas containers (solvent abuse)  

• Cardboard or other tubes (heroin)  

• Paper folded to form an envelope (heroin)  

• Shredded or home-rolled cigarettes and pipes (cannabis) 

 

Possession and supply of illegal substances 

 

If a pupil is found in possession of, or using a controlled drug on campus, or on a trip, outing or off-

site visit, the drug will be immediately confiscated and handed to the police. Where a threat exists to 

the safety of others, it is permitted in law to destroy the substance confiscated. 

 

In cases where a pupil or other person is found to be supplying, or offering to supply, controlled 

drugs (‘pushing’), the police will be informed immediately. Disciplinary action will follow which may 

involve either temporary or permanent exclusion. 

 
Search and discovery of illegal substances 

 

If the Headmistress or a member of staff has reason to believe that a pupil’s desk (or personal 

belongings when on a trip, outing or off-site visit) contains unlawful items, a search will be conducted 

by two people in the presence of the pupil. Where pupils are suspected of concealing illegal drugs on 

their person, every effort will be made to encourage a voluntary handing over of such substances. 

Should a pupil refuse, the police will be summoned. On no account will intimate physical searches be 

undertaken. 

 

Any substance seized that is not disposed of will be stored in a secure place and taken as soon as 

possible to the local police station, or arrangements made for the police to collect the substance 

from the school. The substance will be packed securely and labelled with the date, time and place of 

discovery by two people. The package will be signed by the person who discovered it. 
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It is also legally permissible to dispose of an illegal substance by incineration or by flushing it away. 

Such a means of disposal must be witnessed by another member of staff and careful note made of it. 

The resulting report must be signed by both members of staff involved. 

 
Responsibilities of the Headmistress 

 
The Headmistress’ responsibilities in respect of drug-related matters on school premises, or while 

pupils are elsewhere engaged on school activities, fall into two categories:  

 

• The paramount duty of care to all pupils, to ensure their health, safety and welfare according 

to their needs at all times; to act in loco parentis (as a reasonable parent) to all pupils 

entrusted to the school.  

• The observance of and compliance with laws related to controlled substances. 

 

Interviewing pupils 

 

When a pupil is interviewed, a witness must always be present. In most cases, it is appropriate to 

inform parents if their child is involved in a drug-related incident. One should nevertheless be 

sensitive to the possibility of adverse reactions from parents, who might accept such information 

with reluctance. 

 
Dissemination of information 

Parents 

 

The Headmistress will inform parents or guardians as soon as a case of substance misuse (or supply 

on the school premises, a school trip, outing or off-site visit) has been positively identified. Should a 

pupil disclose information about the use of illegal substances, the Headmistress will verify the 

disclosure with the appropriate member of staff before contacting the parents concerned.  

 

Pupils cannot be guaranteed that a disclosure will be treated in confidence. The Headmistress is 

under an obligation to inform parents and appropriate agencies when required.  

 

The school may consider acting as an agent in these matters and facilitate a meeting between the 

child and the parent. Should concerns exist regarding the safety of the child at home after a drug 

incident, the school will alert Children’s Services. 

 
Police 

 
Consistent with the recommendations of the Department for Education (DfE), the Headmistress 

may consider it appropriate to inform the police when a drug incident or offence has been 

discovered on the premises.  

Police wishing to interview a child in school must inform his/her parents. According to the DFE 

Circular 5/95, ‘In exceptional cases, the police may interview pupils on school premises with the 

headteacher’s agreement and provided that efforts have been made to inform the pupil’s parents. 

The Police and Criminal Evidence Act 1974, in its Code of Practice, sets out the procedures in 

respect of the detention, treatment and questioning of young people by police officers, which should 

be observed when children are interviewed on school premises.’  

 

Parents have the right to refuse to allow their child to be interviewed. 

 

In cases where a pupil or other person is found to be supplying or offering to supply controlled 

drugs (‘pushing’), the police will be informed immediately 
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Exclusion 

 

Exclusion may well be an appropriate outcome resulting from continued abuse of substances, but the 

school will consider the whole welfare of the child involved. Fixed term exclusion may be 

appropriate in some cases, and permanent exclusion may be warranted as a final sanction when all 

other reasonable steps have been taken. Where it is regarded as the right course of action, 

exclusion will be conducted in accordance with appropriate procedures. 

 
HEALTH AND SAFETY SUPPORT FOR PUPILS 

 
Any pupil suspected of experimenting with illegal substances will be given appropriate counselling 

and support via the school’s pastoral system. Should a pupil suffer the effects of an illegal substance, 

appropriate emergency care will be sought from a First Aider and from professional medical 

services. Attempts will be made to contact parents in cases where professional medical support has 

been summoned.  

 

Should a child lose consciousness owing to drug misuse or admit to an overdose of drugs, staff must 

adopt the following procedures:  

 

• Summon help from a First Aider but do not leave the child alone  

• Ensure that airways are clear and, where necessary, place the child in the recovery position 

Phone 999 for an ambulance  

• Keep the child warm to prevent shock  

• Inform the Headmistress immediately  

• Contact the child’s parents or guardian as soon as possible 
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APPENDIX 2 - THE USE OF FORCE TO CONTROL OR RESTRAIN PUPILS  

 

DfE 

 

The following information is extracted from the non-statutory DfE 2013 Guidance ‘Use of 

Reasonable Force – Advice for Headteachers, Staff and Governing Bodies’. This means that there is 

no legal requirement for schools to follow it. However, the guidance is intended to provide 

clarification on the use of force to help school staff feel more confident about using this power when 

they feel it is necessary, and to make clear the responsibilities of headteachers and governing bodies 

in respect of this power.  

 

The advice is aimed at school leaders and school staff in all schools 

 

KEY POINTS  

 

School staff have a legal power to use force and lawful use of the power will provide a defence to 

any related criminal prosecution or other legal action.  

 

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

excessive force.  

 

Senior school leaders should support their staff when they use this power. 

 

 

WHAT IS REASONABLE FORCE?  

The term ‘reasonable force’ covers the broad range of actions used by most teachers at some point 

in their career that involve a degree of physical contact with pupils.  

Force is usually used either to control or restrain. This can range from guiding a pupil to safety by 

the arm through to more extreme circumstances such as breaking up a fight or where a student 

needs to be restrained to prevent violence or injury.  

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

As mentioned above, schools generally use force to control pupils and to restrain them. Control 

means either passive physical contact, such as standing between pupils or blocking a pupil's path, or 

active physical contact such as leading a pupil by the arm out of a classroom.  

Restraint means to hold back physically or to bring a pupil under control. It is typically used in more 

extreme circumstances, for example when two pupils are fighting and refuse to separate without 

physical intervention.  

School staff should always try to avoid acting in a way that might cause injury, but in extreme cases it 

may not always be possible to avoid injuring the pupil. 

“All schools” include Academies, Free Schools, independent schools and all types of maintained schools. 

 

WHO CAN USE REASONABLE FORCE?  

 
All members of school staff have a legal power to use reasonable force*  

 

This power applies to any member of staff at the school. It can also apply to people whom the head 

teacher has temporarily put in charge of pupils such as unpaid volunteers or parents accompanying 

students on a school organised visit. 
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WHEN CAN REASONABLE FORCE BE USED?  

 

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

property, or from causing disorder.  

 

In a school, force is used for two main purposes – to control pupils or to restrain them.  

The decision on whether or not to physically intervene is down to the professional judgement of the 

staff member concerned and should always depend on the individual circumstances.  

 

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

can and cannot be used. Schools can use reasonable force to:  

 

• remove disruptive children from the classroom where they have refused to follow an 

instruction to do so;  

• prevent a pupil behaving in a way that disrupts a school event or a school trip or visit;  

• prevent a pupil leaving the classroom where allowing the pupil to leave would risk their 

safety or lead to behaviour that disrupts the behaviour of others;  

• prevent a pupil from attacking a member of staff or another pupil, or to stop a fight in the 

playground; • restrain a pupil at risk of harming themselves through physical outbursts. 

 

Schools cannot use force as a punishment. It is always unlawful to use force as a punishment.  

 

Stratford Preparatory School only permits the use of safe restraint techniques, appropriate to the 

age of the children at the school. 

 

STAFF TRAINING  

 

Staff at Stratford Preparatory School are given appropriate training to carry out their responsibilities 

taking full regard to the needs of the pupils, when required.  

 
TELLING PARENTS WHEN FORCE HAS BEEN USED ON THEIR CHILD  

 

The member of staff concerned should tell the Headmistress  

 

*Section 93, Education and Inspections Act 2006  

 

It is important that there is a detailed, contemporaneous, written report of all occasions where 

force is used to manage challenging behaviour. The member of staff concerned should therefore 

provide a written report for the Headmistress as soon as possible afterwards. This should include:  

 

• the name(s) of the pupil(s) involved, and the time and location of the incident  

• the names of any other staff or pupils who witnessed the incident  

• the reason for the use of force  

• how the incident progressed, e.g. the pupil’s behaviour, steps taken to defuse the situation 

and the degree of force used  

• the pupil’s response and the outcome of the incident  

• details of any injuries suffered and / or damage to property  

• A Pro forma for the report is provided in Appendix 5 (Use of Force to Control/Restrain 

Incident Report Form) 
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Staff may find it helpful to seek advice from a senior colleague or a representative of their 

professional association when compiling a report. They should always keep a copy of the report.  

 
Incident Report Forms or written reports will be filed in the relevant Incident Files kept by the 

Headmistress and in the individual file for the child(ren) concerned. Other staff will only be informed 

on a ‘need-to know’ basis.  

 

Incidents involving the use of force can cause great concern to the parents of the child concerned. It 

is always advisable to inform parents of an incident involving their child, and give them the 

opportunity to discuss it. At Stratford Preparatory School the Headmistress, will contact the child’s 

parents on the same day, or as soon as is reasonably practicable.  

 

It is also good practice for parents to be given a copy of this Policy which includes information on 

post-incident support. 

 

All injuries should be recorded in accordance with school procedures. The school should take action 

to report relevant injuries to staff or pupils to the Health and Safety Executive’s Incident Contact 

Centre.  

 

It is good practice for Proprietor to monitor incidents where force has been used. The 

Headmistress has an important role in reporting such incidents to the Proprietor.  

 

Members of staff who have been assaulted will wish to consider reporting that to the police. 

 

POST-INCIDENT SUPPORT 

 

The Stratford Preparatory School will:  

 

a. decide whether multi-agency partners need to be involved and, if so, which partners.  

 

b. where a pupil is responsible, hold the pupil to account so that he or she recognises and 

repairs the harm caused or which might have been caused. In addition to punishing the pupil, 

this may involve giving them the opportunity to repair the relationships with staff and pupils 

affected by the incident and / or to develop their social and emotional skills.  

 

c. help the pupil and staff develop strategies to avoid such crisis points in future and inform 

relevant staff about these strategies and their roles. 

 

d. ensure that staff and pupils affected by an incident have continuing support for as long as 

necessary in respect of: 

i) physical consequences;  

ii) support to deal with any emotional stress or loss of confidence; and  

iii) opportunity to analyse, reflect and learn from the incident. 
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COMPLAINTS  

 

All complaints about the use of force should be thoroughly, speedily and appropriately investigated.  

 

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

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

prosecution or other civil or public law action.  

When a complaint is made the onus is on the person making the complaint to prove that his / her 

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

 

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

excessive force. Stratford Preparatory School will refer to the DfE statutory guidance ‘Keeping 

Children Safe in Education’ 2022 where an allegation of using excessive force is made against a 

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

careful thought.  

 

Stratford Preparatory School will consider carefully whether the circumstances of the case warrant a 

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

more appropriate.  

 

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

named contact who can provide support. 

 

The proprietor should always consider whether a teacher has acted within the law when reaching a 

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

 

Stratford Preparatory School has a duty of care towards its employees. Appropriate pastoral care is 

provided to any member of staff who is subject to a formal allegation following a use of force 

incident. 

 

WHAT ABOUT OTHER PHYSICAL CONTACT WITH PUPILS? 

 

It is not illegal to touch a pupil. There are occasions when physical contact, other than reasonable 

force, with a pupil is proper and necessary. 1 

 

Examples of where touching a pupil might be proper or necessary:  

 

• Holding the hand of the child at the front / back of the line when going to assembly or when 

walking together around the school  

• When comforting a distressed pupil  

• When a pupil is being congratulated or praised  

• To demonstrate how to use a musical instrument  

• To demonstrate exercises or techniques during PE lessons or sports coaching  

• To give first aid. 

 

 

 

 

 

 

 



 

26 | P a g e  
 

APPENDIX 3 - USE OF FORCE TO CONTROL / RESTRAIN - INCIDENT REPORT FORM 
 

THIS FORM MUST BE COMPLETED AND SIGNED BY MEMBERS OF STAFF 

 

CC:  Headmistress                                      

                         

Date of Incident: 

     

This written report should include:  

The name(s) of the pupil(s) involved, and the time and location of the incident  

The names of any other staff or pupils who witnessed the incident  

The reason for the use of force  
How the incident progressed, e.g. the pupil’s behaviour, steps taken to defuse the situation, degree of force 
used, etc.  

The pupil’s response and outcome of the incident  
Details of any injury suffered and / or damage to property 
 

Child: Class:   

 

   

Brief Details of the Incident: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Signed:                                                                                              Date: 
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Action Taken by the Headmistress: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Signed:                                                                                 Date: 

 

A copy of this form will be placed on the relevant child/ren’s file. 
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