
    
 

 Behaviour Management Policy – The Framework 
Appendix 1       Rewards 

Updated for 2022-23 

Aspect 
 

Procedure 

 
House Points 

• Staff to award House Points for excellence 

• Pupils to place counters in appropriate pot in classroom 

• House Captains to count the house points on Thursday Lunchtime 
and record in their journals. Discs to be added to the House Point 
tubes during Star Assembly and points announced. 

• Balance/consistency in distribution. 

• Can be awarded by Teacher/TA/HLTA etc.  

• EYFS children start in the Summer Term. 

 
Class   

Rewards 

 
☺ As a class children decide on a special class reward which they 

would like to work towards, e.g. class party, disco, football 
tournament, art & craft activities, cooking, role-play, extra outdoor 
play, DVD etc. 

☺ Over several weeks the whole class will work towards collecting 10 
of their class reward symbol. 

☺ Reward symbols are given for the whole class doing something 
well, for example working well in a lesson, walking to assembly or 
lining up for lunch. 

☺ When the class have earned 10 reward symbols they are given their 
class reward at the earliest convenient time, e.g. that afternoon in 
place of a theme lesson.  

☺ Maximum one hour reward time. 
☺ Your class should receive their first class reward early in the 

Autumn Term as an incentive. 

 
Honours Awards 

 
☺ Awarded to pupils half termly.  
☺ Agreed focus for each Honours Award announced at the start of 

the year and displayed in the Staffroom.  
☺ Photograph of awarded pupils and names on display in school and 

announced on the website and in latest newsletters.  
☺ Presented by the Principal where possible. 
☺ Includes the EYFS children. 

 
Star of the Week  

 
☺ Awarded in Friday celebration assembly and linked to the Routes to 

Resilience ‘Word of the Week’ 
☺ Can be awarded by Teacher/TA/HLTA etc.  



    
 

☺ 1 pupil per class per week.  
☺ For both academic/ behaviour or social.  
☺ Purchased certificates for ease of preparation.  

 
Verbal 
Praise 

 
☺ Discuss in a circle time. 
☺ Use verbal praise and promote use with pupils (e.g. ‘Thank You’ if a 

pupil has held a door open or ‘Well Done’ if they impress). 
☺ Promote at lunchtimes and break times. 

 
Individual 
Rewards 

 

 
☺ To continue 
☺ Stickers and Stampers – (e.g.) used in marking 

 
 

 
   Appendix 2       Sanctions 

      

 
Good behaviour management starts with the principles of good classroom management strategies.   
 
The sanctions outlined work in conjunction with the rewards and recognition section of the Behaviour 
Management Protocol.  
 
Before applying the stepped sanctions in this framework, the first three bullet points should have 
taken place: 
 

• Non-verbal management – eye contact, pausing, moving closer to a pupil etc. 

• General reminders and comments – either to the individual or the class. 

• Verbal Warning with name put on the board in the classroom. 
 

 
The following steps start afresh each day; however, there are guidelines at the end of this document 
for persistent repeated offences that arise daily/frequently (i.e. pupils continually reaching Step 2 or 
3).  
 
For children to access the procedure a flow chart has been produced to outline the steps.  This flow 
chart will be displayed in all classrooms, the Hall, ICT suite, library and in the playground so that it can 
be easily referred to.  
 

Behaviour Management Framework 
 



    
 

It is suggested that to prevent disruption to the pace of teaching and learning that names are simply 
written on the board (Step 1) and then ticks added as the children reach subsequent levels.  This can 
then be used as outlined further in this policy.  
 
Behaviour Management strategies at Queensmead are age and stage appropriate. EYFS have their 
own Behaviour Management Protocol separate to this. 
 
Step 1 
INCIDENT 1 

• 5 minutes ‘Time Out’ in own classroom.  
 
Step 2 
INCIDENT 2 

• Time out with ‘paired classroom’ (10 minutes reflection whilst working).   We need to establish 
trust in going to the room but teachers could send a simple post it note to explain or use a TA 
or other child to escort the pupil. 

• The child should take work and be encouraged to complete the work in paired room – no 
sitting in corridors on floor.  

• Apology from pupil to own class teacher on return. 
 
Step 3 
INCIDENT 3 

• 15 Minute Lunchtime or Playtime Detention with SLT Rota to supervise.   

• THIS SHOULD BE COMPLETED AT THE NEXT AVAILABLE BREAK OR LUNCHTIME SO THERE IS AN 
IMMEDIATE OPTION.  

• Teacher to fully record this on a detention form. These will be filed by Miss Sewell and act as a 
record of evidence built up over time and show a pattern of repeated behaviours.  

• SLT on duty to fill in the relevant section on the Detention form and hand to Lisa Sewell to file 
in the Detention Folder. 

• If a child reaches Step 3 twice in 2 weeks, the behaviour mentor will phone parents to 
informally discuss concerns.  
If the child then receives a further detention within 2 weeks, parents will be sent a letter 
inviting them for a meeting with the behaviour mentor. Following this meeting, if a further 
detention is given within 2 weeks, children will be monitored with a daily behaviour card which 
may impact on other areas of school (eg. Aftercare/ Clubs etc) 
If further detentions are received within a 2 week period another letter will be sent home to 
invite parents to meet the Phase Leader. Following this meeting, if a further detention is given 
within the rest of the term, parents are invited by letter to meet the Principal.  
In following this pattern, the child will receive support through a behaviour plan or strategy. 

 
 
 



    
 

Step 4 
INCIDENT 4 

• 30 Minute Lunchtime Detention with SLT rota to supervise.   

• THIS SHOULD BE COMPLETED AT THE NEXT AVAILABLE LUNCHTIME SO THERE IS AN 
IMMEDIATE OPTION.  

• Teacher to fully record this on a detention form. These will be filed by Lisa Sewell and act as a 
record of evidence built up over time and show a pattern of repeated behaviours.  

• Member of staff on duty to fill in the relevant section on the Detention form and hand to Lisa 
Sewell to file in the Detention Folder. 

• Class teacher is responsible for informing the parents.  
 
Step 5 
INCIDENT 5  

• Consequences for more serious negative behaviours 

• Whole Lunchtime Detention with SLT rota to supervise. 

• Teacher to record this on a detention form. These will be filed by Lisa Sewell and act as a 
record of evidence built up over time and show a pattern of repeated behaviours.  

• SLT on duty to fill in the relevant section on the Detention form and hand to Lisa Sewell to file 
in the Detention Folder. 

• Involvement of Principal and Learning & Behaviour Mentor – for one to one discussion with the 
pupil.   

OR 

• Internal Seclusion from classroom for afternoons or mornings or both for: 

•  1st occasion at Step 5 – 1/2 day 

• 2nd occasion at Step 5 – 1 day 

• 3rd occasion at Step 5 – 2 days 

• We then look to further behaviour plans, strategies and exclusions with full 
information shared with parents. 

 
Consequences for ‘Exceptional Behaviours’  
Step 6 
 
What is an exceptional behaviour? 

• Deliberate physical hurting 

• Refusal to do as an adult asks 

• Rudeness (including Swearing with Intent or overt foul/obscene language) 

• Other serious breaches of the school code  
 
Actions: 

• Any member of staff to call upon the Learning & Behaviour Mentor, Principal or Deputy 
Principal immediately if ‘exceptional’. 

• Bypass the early steps. 



    
 

• Letter home.  

• ‘Exceptional offence’ – straight to step 5 – Internal Seclusion 

• Internal Seclusion (see above for guidelines) – child removed from own class for at least one 
half of a day, or more depending on the offence. 

• In extreme circumstances a child may receive a Fixed Term Exclusion.  
 
The Learning & Behaviour Mentor, Principal or Deputy Principal will inform class teacher of outcome 
of children reaching the exceptional circumstances sanctions. The Principal and Deputy Principal will 
be the only staff to impose this level of sanction (in consultation with teacher and Learning & 
Behaviour Mentor where appropriate). A simple form will be completed and passed to the class 
teacher so as not to interrupt teaching and learning and also act as a record of decisions made 
(Appendix 7).  
 
Points to note: 
Language of ‘detention’ may not be suitable for KS1 - so consider using terminology such as ‘missed 
playtime/lunchtime’.   If you suspect a child may not take a letter from this system home, then 
forward the letter to Miss Sewell to be posted.  
 
There needs to be clarity and consistency so that the children (and parents) are clear of the sanctions 
that will take effect as a result of negative behaviour.   
 
The implementation and sustained use of this behaviour policy framework requires the effort and 
contribution of all staff to make it work.  We should support each other in our teams, key stages and 
across the school wherever possible.  

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 



    
 

Detention Incident Recording Sheet  
Detention Record Sheet 

To be filed in Detention Folder  
 
Child’s Name 

  
Class 

Date 
 

 

Detention given by:  
 

 

Has the child had 5 mins 
‘time out’ in their own 
class? 

 
Yes /No 

Has the child had 10 mins 
‘time out’ in their paired 
class? 

 
Yes /No 

 
Step 3 – 15 minutes 
 
Step 4 – 30 minutes 
 
Step 5 – 1 hour 
 
Please circle 
 

Please explain the reasons why a detention has been given: 

 
Completed on (Date) 

 

 
Signed 
(SLT/SMT Member) 
 

 

 
Comments on pupil 
behaviour and attitude 
during detention 
 

 

 
Parents Informed 
(by whom and how) 
 

 

Follow up with pupil 
 
 
 
 

 

 
 
 



    
 

Paired Classes will be arranged to support the above framework. 
 

Foundation Stage 
 
 

F1 & F2 
 

Amongst each of the EYFS Classes  

 
 
Rota for Step 3, Step 4 and Step 5 Lunchtime Detentions  
(15 Minutes, 30 Minutes, 1 Hour)  
 
 
Lunchtime Detentions to be completed with the lunchtime duty SLT Member. Children to be 
sent to the Learning Mentor’s room at the start of lunchtime to be collected by the SLT 
member on duty. 
 

Day Name 
 

Monday Miss Onions 
Tuesday Mrs Bentley 
Wednesday Ms Holmes 
Thursday Mrs Catlow 
Friday Mr Gobey 
 
 

Procedures for Lunchtimes 
ALL STAFF including Teaching Assistants, Support Staff and Lunchtime Midday Supervisors should be applying 
the policy in the same consistent and fair way.  The following procedures are designed to enable behaviour at 
lunchtimes and playtimes to contribute to the bigger picture of behaviour over the course of the day.  
Recording lunchtime behaviour also enables us to build up a picture of misdemeanours and offences during 
this period of the day.  
 



    
 

The same sanctions as outlined in the ‘Sanctions’ section of the policy will apply at lunchtime and playtime.  
These will be recorded on a ‘Behaviour Board’ run by the Senior Midday Supervisor or the teachers on duty at 
playtime. 
 

Lunchtime 
Procedure 

CONSEQUENCE 
 

ACTIONS 

 Start 
 

Verbal Warning Apology from child. 

Step 1 5 Minutes Time Out Zone 
 

Stand separately from other children  

Step 2 15 Minutes Detention – Next Day   Midday coordinator will discuss with 
teacher. 

Step 3 30 Minutes Detention – Next Day 
Child brought into school to SLT 
member on duty or assistance sought 
from Principal/Deputy Principal if 
necessary.  

Midday coordinator will discuss with 
teacher. 

Step 4 1 Hour Detention – Next Day  
Child brought into school to SLT 
member on duty or assistance sought 
from Principal/Deputy Principal if 
necessary. 

Midday coordinator will discuss with 
teacher. 
 

Step 5 For deliberate hurting of someone else 
or refusal to do as asked by adult 

Child brought into school to SLT 
member on duty or assistance sought 
from Principal/Deputy Principal if 
necessary. 

 
 Midday Coordinator will communicate any sanctions to class teachers at the start of the afternoon so that any 
warnings/steps received at lunchtime can be added to the ongoing total for the day/week.  

 
 
 
 
 
 
 



    
 

 Classroom behaviour flow chart. 

 

 
 
 

 
 
  

Step 1 

Step 5 
 

Step 4 
 

Step 3 
 

Step 2 
 

• 5 minutes ‘Time Out’ 
within the classroom. 

FOR  

• Physical Hurting 

• Refusal to do as asked 

• Other serious breaches 
of the school code 

• Obscene Language  

• Lunchtime detention 
for 30 minutes at next 
lunchtime. 

 
 

• Break time or 
Lunchtime detention 
for 15 minutes at next 
lunch or break time.  

• 10 minutes ‘Time Out’ 
in Paired Classroom. 

If you reach Step 3 or 4 
twice within 2 weeks a 
phone call informing 

parents will be made, if 
further detentions within 
two weeks a letter will be 
sent home inviting parents 

in for a meeting.  

• See above  

• Behaviour Plan set 
up and monitored 
by Learning 
Mentor/teacher. 

• Internal Seclusion as 
per the policy  

 

• Principal to 
contacts parents to 
discuss 

• Engage Learning & 
Behaviour Mentor. 

• Internal Seclusion 

• Loss of privileges 

• Fix-Term Exclusion 

Non-verbal management. Verbal reminder. Verbal warning and name on board. 

Step 6 
 

• Whole Lunchtime 
Detention 

• Letter home asking 
parents to meet 
Learning Mentor, 
Principal and class 
teacher. 
 

See above  
 


