
 

1 

 

 

 
 

Behaviour and Discipline POLICY 
 
 

September 2018 
 
 
 
 
 
 
 
Reviewed September 2018 
Next Review Date: September 2019 

 



 

2 

 

MISSION STATEMENT 
 
St Mary’s School seeks to provide an education firmly founded on Christ and the Catholic Faith. 
 
Spiritual and moral principles are nurtured in a way that is reflected in daily life. 
 
Within a happy and caring environment and based on the recognition of the dignity and worth 
of each child, high standards are expected. Intellectual development is emphasised and 
fostered along with the pursuit of academic excellence. 
 
St Mary’s values the unique contribution of every child within the school community. 
 
St Mary’s aims to encourage an active partnership between home, school, parish and the 
wider community. 
 
 

THE ST MARY’S WAY 
 

Treat other people as you would like to be treated 
Do your best to be your best 

Be honest and truthful 
Listen to each other 
Be kind and helpful 

Forgive 
Share 

 
 
AIMS AND EXPECTATIONS 
 
It is a primary aim of our school that every member of the school community feels valued and 
respected, and that each person is treated fairly and well. We are a caring community, whose 
values are built on mutual trust and respect for all. The school’s behaviour policy is therefore 
designed to support the way in which all members of the school can live and work together in a 
supportive way. It aims to promote an environment where everyone feels happy, safe and 
secure. 
 
The school has a number of rules, but our behaviour policy is not primarily concerned with rule 
enforcement. It is a means of promoting good relationships, so that people can work together 
with the common purpose of helping everyone to learn. This policy supports the school 
community in aiming to allow everyone to work together in an effective and considerate way.  
 
The school expects every member of the school community to behave in a considerate way 
towards others.  
 
We treat all children fairly and apply this behaviour policy in a consistent way. 
 
This policy aims to help children grow in a safe and secure environment, and to become 
positive, responsible and increasingly independent members of the school community.  
 
The school rewards good behaviour, as it believes that this will develop an ethos of kindness 
and cooperation. This policy is designed to promote good behaviour, rather than merely deter 
anti-social behaviour. 
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CODE OF CONDUCT 
 
St Mary's school community of Governors, staff, parents and pupils adhere to an established 
routine and code of conduct as per the staff employment manual.   
 
St Mary’s School sees education as a partnership.  Our staff are committed to excellence, 
aiming to achieve a spirit of trust and co-operation.  We expect the highest values and 
standards of behaviour inside and outside the classroom, as well as outside the school and in 
any written or electronic communication concerning the school.   
 
We expect pupils to treat staff and each other with consideration and good manners and to 
respond positively to the opportunities and demands of school life.  They should follow the 
School Rules and understand what is expected of them and why sanctions may be imposed for 
inconsiderate behaviour.  
 
Everyone has a right to feel secure and to be treated with respect at St Mary’s School, 
Hampstead, particularly the vulnerable. Harassment and bullying will not be tolerated.  Our 
Anti-Bullying Policy is on our website.  The school is strongly committed to promoting equal 
opportunities for all.  
 
St Mary’s School takes its duties under the Equality Act 2010 seriously and makes reasonable 
adjustments for pupils with special educational needs/disabilities  
 
We expect pupils to be ready to learn and to participate in school activities. They should 
attend school and lessons punctually and follow the school's Attendance Policy.  They should 
care for the buildings, equipment and furniture.  We expect pupils to behave at all times in a 
manner that reflects the best interests of the whole community.   

 
St Mary’s School reserves the right to take disciplinary action against pupils who are found to 
have made malicious accusations, whether against other pupils, staff or other individuals, 
which might include any of the actions listed below [up to and including suspension/ 
exclusion]. 
 
REWARDS AND PUNISHMENTS 
 
We praise and reward children for good behaviour in a variety of ways: 
 

Teachers congratulate children. 
Teachers give children house points and golden tickets. 
Children from each class can be nominated to receive stickers for good work from the 
Headmistress. 
All classes have regular Circle Time and “‘Golden Time’” to reward good behaviour and 
decisions. 
All classes have an opportunity to lead Praying Together Services and Drama assembly 
where they are able to show examples of their best work. 
The school acknowledges all the efforts and achievements of children, both in and out of 
school. Children are presented with certificates when appropriate given out in Celebration 
Assemblies each half term.  
The school employs a number of sanctions to enforce the school rules, and to ensure a safe 
and positive learning environment. We employ each sanction appropriately to each 
individual situation. 
We expect children to listen carefully to instructions in lessons.  
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We expect children to try their best in all activities. If they do not do so, we may ask them to 
redo a task. 
If a child is disruptive in class, the teacher quietly reprimands him or her and may give a 
warning that that child will lose ‘Golden Time’ if the behaviour continues. If a child 
misbehaves repeatedly, that child will then lose ‘Golden Time’ and/or may be isolated from 
the rest of the class until s/he calms down, and is able to work sensibly again with others. 
‘Golden Time’ is removed in increments of 1 or 5 minutes depending if they are in the 
upper or lower school. They may not lose all of their ‘Golden Time’.  
The safety of the children is paramount in all situations. If a child’s behaviour endangers the 
safety of others, the class teacher stops the activity and prevents the child from taking part 
for the rest of that session. 
If a child threatens, hurts or bullies another child, the class teacher records the incident and 
the child is punished. If a child repeatedly acts in a way that disrupts or upsets others, the 
school contacts the child’s parents and seeks an appointment in order to discuss the 
situation, with a view to improving the behaviour of the child. 
 

The class teacher discusses the school rules with each class. In addition to the school rules, each 
class also has its own classroom code, which is agreed by the children and displayed on the wall 
of the classroom. In this way, every child in the school knows the standard of behaviour that we 
expect in our school. If there are incidents of anti-social behaviour, the class teacher discusses 
these with the whole class during circle time. 
 
The school does not tolerate bullying of any kind. If we discover that an act of bullying or 
intimidation has taken place, we act immediately to stop any further occurrences of such 
behaviour. While it is very difficult to eradicate bullying, we do everything in our power to 
ensure that all children attend school free from fear. The school Anti-bullying policy clearly 
outlines definitions of bullying and strategies for dealing with bullying. 
  
The school prides itself on the very strong liaison it enjoys with parents and other agencies. 
Parents are involved whenever a child’s behaviour does not appear to improve following the 
procedures outlined above. 
Links with other agencies will be made should the school feel that this would address any 
inappropriate behaviour. 
 
Transition staff meetings are held annually for children moving to the next class and at these 
meetings, behaviour is one of the points for discussion. Teachers share useful strategies and 
approaches to ensure that there is a consistent approach across the whole school.  A full report 
is written for all children moving to another school either as for an occasional place or for those 
moving on to Senior School. Reports are requested for any new children to the school. 
 
Physical Restraint 
 

Like all schools, we reserve the right for our staff to use reasonable force to control or restrain a 
pupil in specific circumstances. The Education and Inspections Act 2006 enables school staff to 
use "such force as is reasonable in the circumstances to prevent 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" 

The Act also defines to whom the power applies as follows: 
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 "Any teacher who works at the school" 
 "Any other person whom the head teacher has authorised to have control or charge of 
pupils" 

All of our staff are trained in the circumstances in which reasonable minimum force may be 
used, both as part of their induction and regular refresher training on managing pupil 
behaviour. 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.  Their 
training deals with the factors that must be considered in reaching a judgement as to whether 
the use of physical restraint is appropriate that are set out in the ATL's Guidance "Restraint," 
that 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" 

Every member of staff will inform the Head Master/Mistress immediately after s/he has needed 
to restrain a pupil physically. The school also has a confidential register within which the school 
includes the pupil's name and year group, the nature and date of the offence and the sanction 
imposed. The school will keep this register on a central file so that any patterns may be 
identified by the school. We will always inform a parent when it has been necessary to use 
physical restraint, and invite them to the school, so that we can, if necessary, agree a 
protocol/regime for managing their child's behaviour. Parents of children who are in the 
school's nursery/EYFS setting will be informed of the incident on the same day or as soon as is 
reasonably practicable. 
 
THE ROLE OF THE CLASS TEACHER 
 
It is the responsibility of class teachers to ensure that the school rules are enforced in their 
classes, and that their classes behave in a responsible manner during lesson time.  
 
The class teachers in our school have high expectations of the children with regard to 
behaviour, and they strive to ensure that all children work to the best of their ability. 
 
The class teacher treats each child fairly, and enforces the classroom code consistently. The 
teachers treat all children in their classes with respect and understanding. Children identified as 
having special educational needs and disabilities are also expected to behave well however 
reasonable adjustments are made for these pupils. 
 
If a child misbehaves repeatedly in class, the class teacher keeps a record of all such incidents. 
In the first instance, the class teacher deals with incidents him/herself in the normal manner. 
However, if misbehaviour continues, the class teacher seeks help and advice from the Deputy 
Headteacher or the Headmistress. 
 
The class teacher reports to parents about the progress of each child in their class, in line with 
the whole-school policy. The class teacher may also contact a parent if there are concerns about 
the behaviour or welfare of a child. 
 
THE ROLE OF THE HEADMISTRESS 
 
It is the responsibility of the Headmistress, under the School Standards and Framework Act 
1998, to implement the school behaviour policy consistently throughout the school, and to 
report to governors, when requested, on the effectiveness of the policy. It is also the 
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responsibility of the Headmistress to ensure the health, safety and welfare of all children in the 
school. 
 
The Headmistress supports the staff by implementing the policy, by setting the standards of 
behaviour, and by supporting staff in their implementation of the policy. 
  
The Headmistress keeps records of all reported serious incidents of misbehaviour. 
  
The Headmistress has the responsibility for giving fixed-term suspensions to individual children 
for serious acts of misbehaviour. For repeated or very serious acts of anti-social behaviour, the 
Headteacher may permanently exclude a child. These actions are taken only after the school 
governors have been notified. 
 
THE ROLE OF PARENTS 
 
Parents and Guardians who accept a place for their child at St Mary’s School undertake to 
uphold the school's policies and regulations, including this policy, when they sign the Parent 
Contract.  They will support the school's values in matters such as attendance and punctuality, 
behaviour, uniform/dress and appearance, standards of academic work, extra-curricular 
activities and homework/private study.   
 
We are always happy to consider suggestions from parents and hope that they find the school 
responsive and open-minded.  The school has a number of support systems in place to meet 
the needs of all pupils.   
 
In the event of any behaviour management issue the school will liaise closely with parents and, 
if relevant, other support agencies including. 
 
Unexplained Absences  
 

We will always telephone parents on the first day of an unexplained absence in order to make 
sure that your child has not suffered an accident. Please note that it is usually the Governors' 
policy not to allow holiday to be taken during term unless in exceptional circumstances.  
 
THE ROLE OF GOVERNORS 
 
The governing body has the responsibility of setting down these general guidelines on standards 
of discipline and behaviour, and of reviewing their effectiveness. The governors support the 
Headmistress in adhering to these guidelines. 
 
The Headmistress has the day-to-day authority to implement the school’s policy on behaviour 
and discipline, but governors may give advice to the Headmistress about particular disciplinary 
issues. The Headmistress must take this into account when making decisions about matters of 
behaviour. 
 
Fixed-term and permanent exclusions 
 
We do not wish to exclude any child from school, but sometimes this may be necessary. The 
school has therefore adopted the standard national list of reasons for exclusion, and the 
standard guidance, Improving Behaviour and Attendance: Guidance on Exclusion from School 
and Child Referral Units (DfES, January 2003). We refer to this guidance in any decision to 
exclude a child from school. The relevant Internet address is: 
www.teachernet.gov.uk/management/workingwithothers/safeschools/exclusions  
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Only the Headmistress (or the acting Headmistress) has the power to exclude a child from 
school. The Headmistress may exclude a child for one or more fixed periods, for up to 45 days in 
any one school year. In extreme and exceptional circumstances the Headmistress may exclude a 
child permanently. It is also possible for the Headmistress to convert a fixed-term exclusion into 
a permanent exclusion, if the circumstances warrant this. 
 
If the Headmistress excludes a child, s/he informs the parents immediately, giving reasons for 
the exclusion. At the same time, the Headmistress makes it clear to the parents that they can, if 
they wish, appeal against the decision to the governing body. The school informs the parents 
how to make any such appeal. The Headmistress informs the LEA [as a Child Protection 
requirement] and the governing body about any permanent exclusion, and about any fixed-
term exclusions beyond five days in any one term. 
 
The governing body itself cannot either exclude a child or extend the exclusion period made by 
the Headmistress. 
 
The governing body has a discipline committee, which is made up of between three and five 
members. This committee considers any exclusion appeals on behalf of the governors. 
 
When an appeals panel meets to consider exclusion, they consider the circumstances in which 
the child was excluded, consider any representation by parents, and consider whether the child 
should be reinstated. 
 
If the governors’ appeals panel decides that a child should be reinstated, the Headmistress must 
comply with this ruling. 
 
Drug and alcohol-related incidents 
 
It is the policy of this school that no child should bring any drug, legal or illegal, to school. If a 
child will need medication during the school day the parent or guardian should notify the school 
and ask permission for the medication to be brought into school. In some cases the school may 
request written notification. This medication should be taken directly to the school office for 
safekeeping. Any medication needed by a child while in school must be taken under the 
supervision of a teacher or other adult worker.  
 
The school will take very seriously misuse of any substances such as glue, other solvents, or 
alcohol. The parents or guardians of any child involved will always be notified. Any child who 
deliberately brings substances into school for the purpose of misuse will be punished by a fixed-
term exclusion. If the offence is repeated, the child will be permanently excluded, and the police 
and social services will be informed.  
 
If any child is found to be suffering from the effects of alcohol or other substances, 
arrangements will be made for that child to be taken home. 
 
It is forbidden for anyone, adult or child, to bring onto the school premises illegal drugs. Any 
child who is found to have brought to school any type of illegal substance will be punished by a 
temporary exclusion. The child will not be readmitted to the school until a parent or guardian of 
the child has visited the school and discussed the seriousness of the incident with the 
Headmistress.  
 
If the offence is repeated the child will be permanently excluded. 
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If a child is found to have deliberately brought illegal substances into school, and is found to be 
distributing these to other pupils for money, the child will be permanently excluded from the 
school. The police and social services will also be informed. 
 
Pupil Sanctions Record 
 
At St. Mary’s a record is kept by the Headmistress of the following offences, which are entered 
onto your son/daughter's pupil record: 

 Alcohol abuse 
 Bullying, including racist, sexist or discriminatory bullying 
 Drug abuse 
 Fraud 
 Gambling 
 Improper behaviour towards a member of staff or another pupil 
 Malicious damage 
 Persistent disruptive behaviour 
 Physical assault/ threatening behaviour 
 Using pornography 
 Racist abuse 
 Sexual harassment 
 Sexual misconduct 
 Theft 
 Violence 
 Any other activity that is illegal under English law 

The sanctions that will be imposed are set out in the school's policy on Discipline and 
Exclusions.  Parents' attention is drawn to our Complaints Policy. 
 
It is the policy of St. Mary’s to keep all our pupil sanctions records securely until your son or 
daughter has reached the age of 25, when they will be destroyed.  They will not be disclosed to 
any third party, unless required by statutory regulations. 
 
MONITORING AND REVIEW 
 
The Headmistress monitors the effectiveness of this policy on a regular basis. She also reports 
to the governing body on the effectiveness of the policy and, if necessary, makes 
recommendations for further improvements.  
 
The school keeps a variety of records concerning incidents of misbehaviour. The class teacher 
records minor classroom incidents. The Headteacher may keep written records of instances of 
misbehaviour in a confidential file in her office. Parents have the right to view these files; indeed 
they may be openly shared with a child’s parents at any individual parent meetings. 
The Headmistress keeps a record of any child who is suspended for a fixed-term, or who is 
permanently excluded.  
 
It is the responsibility of the governing body to monitor the rate of suspensions and exclusions, 
and to ensure that the school policy is administered fairly and consistently. The governing body 
will pay particular attention to matters of racial, gender and sexual equality; it will seek to 
ensure that the school abides by the non-statutory guidance The Duty to Promote Race Equality: 
A Guide For Schools, and that no child is treated unfairly because of race or ethnic background, 
gender or sexual orientation, religion or special educational needs and disability. 
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COMPLAINTS 
 

We hope that you will not feel the need to complain about the operation of our Behaviour 
Management Policy, and that any difficulty can be sensitively and efficiently handled before it 
reaches that stage.  However, the school's Complaints Procedures which apply equally to the 
Nursery Department and have been drafted to meet the specific requirements for EYFS pupils as 
described in the following paragraph are on our website.  We will send you copies on request.  
We undertake to investigate all complaints and to notify you of the outcome of investigation 
within 28 days. We maintain records of complaints for at least three years after your child has 
left our school. 
 
Although the Independent Schools Inspectorate (ISI) is responsible for inspecting the Nursery 
Department, because it is part of an independent school, parents should be aware that if they 
are dissatisfied with the outcome of a complaint, they are entitled to make a complaint directly 
to Ofsted. More details can be found on Ofsted's website 
here: http://www.ofsted.gov.uk/resources/information-for-parents-about-ofsteds-role-
regulating-childcare  
 

http://www.ofsted.gov.uk/resources/information-for-parents-about-ofsteds-role-regulating-childcare
http://www.ofsted.gov.uk/resources/information-for-parents-about-ofsteds-role-regulating-childcare

