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Positive Behaviour Policy & Procedures 

 
Ethos of the school 
 
We endeavour to create a school environment to develop self – esteem and emotional 
literacy in our children; we strongly believe that self – esteem enables children and 
adults alike to develop confidence in dealing with the successes and failures of life in a 
balanced and rational way.  We promote positive behaviour that provides an equal and 
fair chance for all pupils to thrive and learn in an atmosphere of respect and dignity.  
Consequences and sanctions are set in agreement with staff and pupils annually. They 
are set in proportion to the circumstances taking into account age, special educational 
needs and disabilities they may have, and any religious requirements affecting them. 
 
Aims and objectives: School’s Expectations 
 

 To raise awareness among the children, the sense of individual as well as 
collective responsibilities for their actions; 

 

 To achieve a sense of community in the children, where they are motivated to 
think positively and share their actions; 

 

 To create a school atmosphere where both adults and children feel valued and 
respected; 

 

 To raise awareness in the children the respect for their environment and for 
the wider community; 

 

 To extend awareness and/or develop an understanding amongst the school 
community that good behaviour underpins and supports pupils’ learning; 

 

 To foster behaviour that demonstrates respect for others including freedom 
from bullying/harassment, cyber-bullying, addresses prejudice and prejudice 
based bullying; 

 

 The school challenges all forms of prejudice that stand in the way of fulfilling 
our commitment to the PSED legal duties:   

A. prejudices around disability and special educational needs 
B. prejudices around racism and xenophobia, including those that are directed 

towards religious groups and communities, for example anti-Semitism and 
Islamophobia, and those that are directed against Travellers, migrants, 
refugees and people seeking asylum 

C. prejudices reflecting sexism and homophobia. 
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We foster these objectives by providing the opportunities to: 
 

 Have their say without interruption. 

 Resolve their own disputes in a non-violent way with an adult as arbitrator, if 
necessary. 

 Work on individual/group/class basis for resolving disputes under the umbrella 
of the Golden and Safety Rules. 

 Provide reinforcement at all times dealing with the children. We (all staff) see 
ourselves as role models of the behaviour that we expect to see in the children. 

 Listen carefully, to all their grievances and deal with them fairly. 

 Teach and promote Social and Emotional Aspects of Learning. 
 
We believe and promote positive thinking, Adults and Children who can: 

 Make mistakes 

 Take risks 

 Stretch themselves 

 Have good communication skills 

 Are committed to doing whatever it takes to succeed/as long as it hurts no-one 
else. 

 Have passion and driving purpose 

 Believe in their ability to learn/change/self-regulate 

 Have strategies for achieving results 

 Develop skills to be able to resolve conflict via restorative approaches. 
 
 

GENERAL RULES AND RESPONSIBILITIES 
The behaviour policy consequences and sanctions covers pupils when the child is: 
- taking part in any school-organised or school-related activity or 
- travelling to or from school or 
- wearing school uniform or 
- in some other way identifiable as a Carlton pupil.  

 
Additionally, whether or not the above conditions apply, that:  
- could have repercussions for the orderly running of the school or 
- poses a threat to another pupil or member of the public or 
- could adversely affect the reputation of the school. 

 
1. Jewellery, transfers, tattoos, make up, hats/caps (except hot weather), sweets, 

gum, crisps, sugary drinks are not permitted. 
2. Bullying, homophobia and racism will not be tolerated. 
3. All children are expected to attend school wearing school uniform and sensible 

footwear (leggings need to be in school colours not under skirts as fashion 
item). 

4. All children and adults alike to follow the Golden and Safety Rules. 
5. For everyone to be punctual. 
6. To specifically praise when praise is due. 
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7. To foster a positive behaviour philosophy and use restorative language to solve 
conflict and disagreements. 

8. To take an active interest in the school community and its environment. 
 
 
 
Organisation and Activities integrated within the school, which foster a positive 
ethos. 
 
Celebrating Learning Time 
Golden learner of the week 
Restorative Conversations for dealing with conflict/disagreements 
Circle Time 
School Council 
Class of the Week 
Golden Rules 
Rights and Responsibilities 
Golden Table 
Celebrating Learning Assembly 
Playground Friends 
Lunchtime Monitors 
Wet Play Awards 
Extra Curriculum Activities 
Playground Activities and allocated play areas 
Attendance and Punctuality Awards 
Community Projects  
Team points – class based 
Head Teachers awards 
Behaviour awards 
Pupil Target Setting and reviews 
Rainbow Room 
Time Out/Reflection Room 
Class points for assemblies, playground/lunchtime/lining up/behaviour 
SEAL integrated into ethos and curriculum 
PASSurvey/pupil/staff/stakeholder voice 
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CARLTON CHILDREN’S EXPECTATIONS 
 

 We expect everyone in the school to follow the Golden Rules. 
 

 We expect to be provided with the best education. 
 

 We expect the teacher to plan interesting lessons and activities. 
 

 We expect to feel safe in school. 
 

 We expect to be treated fairly by all adults and for them to listen to both 
sides of an issue. 

 

 We expect to be treated with respect. 
 

 We expect to be able to voice our opinions in a non – aggressive manner and 
taken seriously. 

 

 We expect to be listened to and taken seriously. 
 

 We expect to be taught by adults who are interested in our work. 
 

 We expect all adults to be polite and friendly with a sense of humour or a 
smile. 

 

 We expect to be told the results of important tests so we know how we are 
doing and how we can improve. 

 

 We expect to receive regular information about our progress and needs. 
 

 We expect our water fountains to be kept clean and open at all times. 
 

 We expect our school to be clean and warm. 
 

 We expect to be provided with a good healthy school dinner including a 
choice of vegetarian dishes. 

 

 We expect our play areas to be safe and clean. 
 

 We expect to be allowed to be responsible and make the right choices. 
 

 We expect to be allowed to work in a quiet classroom. 
 

 We expect to enjoy coming to school. 
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Reviewed with School Council Spring 2009/10 

        School Council and Carlton Community July 2010 
 

We have a right to: 
 

1. Not to be judged by the colour of or skin, of our religion or by our families 
2. To be respected 
3. To be fit and eat healthily 
4. To be safe and happy 
5. Not to be bullied 
6. To have good opportunities to learn 
7. To be friends and work together 

 
 
 

We have a responsibility to: 
1. Be kind and respect each other 
2. Follow the golden rules 
3. Keep ourselves and others safe 
4. Use our education time wisely 
5. Come to school on time, wearing our correct uniform 
6. Be a good role model and make the school a better place 
7. Be more sustainable by remembering to look after our school and 

environment 
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POSITIVE BEHAVIOUR POLICY AND PROCEDURES 

Code of Conduct 
 

It was agreed by all staff, in order to foster positive behaviour in school all adults must 
be consistent in their approach/dealings towards/with the children and must maintain 
continuity at all times. 
 
The following decisions were made: 
 

1. Playground /Lunchtime 

 The staff on duty should be in the playground before the bell rings for the 
start of play. 

 All teachers must be in the playground before the second bell is rung to 
help reinforce lining up procedures. 

 The first bell is a warning bell for the children and adults; reminder to get 
water or go to the toilet. When the second bell is rang – 5 mins before the 
end of playtime, children walk straight to their lines and line up silently.  
The class teacher awards points to whole class when they arrive in the 
classroom, sat on the carpet or at desks ready to start the next lesson. They 
will be recorded on a weekly sheet by the class teacher. The teacher brings 
the points to BLP/celebration assembly on Friday’s. Classes should not enter 
the building until silent. 

 Staff must escort the children back to class and not send them up the stairs 
by themselves, a member of support staff will bring up the back of the line 
to support the teacher – silence must be expected and enforced. 

 If any teacher is late collecting their class due to unforeseen circumstances 
a message must be sent to the playground immediately. 

 Children must not be in the building without bands or stickers during break 
times. 

 
2.  Lunchtime Supervision –  

    See Appendix for Lunchtime Structure and Procedures 
 

 The same routine for the end of playtime should be followed at the end of 
lunchtime play (KS1and Year 3 1.10pm/KS2 Y4-6 1.25pm) 

 
3. Movement outside the classroom/calming period 

 All teachers must escort the children to and from the playground before and 
after breaks. 

 Classes should use their fire exits to go to and from the playground. 

 There should be no children outside classes between 3.00 - 3.30 (story time), 
there should be no interruptions to classes between 9 – 11am and 3.00 – 
3.30pm including children going to the toilet. 

 Children working outside classes must be supervised and limited in number. A 
rota can be worked out for classes sharing an outside area. 
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 Children not on task outside the classroom or misbehaving must return to class 
immediately.   

 Children misbehaving are not to be placed outside the class. 

 Children going to the toilet should go individually and be wearing a badge and 
only go out one at a time 

 

 Children in Year 4 to Year 6 will sign in and out of the ‘walkabout’ book. In KS2 
children are not allowed to go to the toilet/drinks within 30mins of entering the 
classroom. (Teachers use discretion for genuine medical or urgent cases). 
(individual children – see SENCO) 

 All teachers must have a split list in their classrooms/office year 3/4/5/6 split 
between them, year R/1/2 (Recep use nursery as well) split between them. 

 

 All classrooms must display wet play activities (no computers) and have a 
clearly named box of activities. 

 
4. Assemblies  

 Classes should be lined up and organised to achieve a calm undisruptive 
silent line. 
 

 If children have behavioural needs, the teachers must consider carefully 
where to place them in the line. 

 

 All children must be brought into the hall calmly and silently. 
 

 All children should know what is expected of them. 
 

 Assemblies should be uninterrupted, with no movement through the 
hall. 

 

 Members of the support staff should attend assemblies when possible 
and be involved in reward schemes. 

 

 The teacher on assembly duty should be in the hall before the other 
children arrive. 

 

 All adults must remain in the hall to supervise the children, unless 
directed otherwise by the teacher on duty – a rota can be drawn up for 
this if desired – children should be used as much as possible in 
assemblies. 

 

 All adults must act as role models for the children. 
 

 BLP/celebration assembly involves one certificate given once a week for 
every year group and the ‘Learner of the week’ will be celebrated. 
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Autumn 1 will always focus on the presentation policy and BLP learning 
focus. 

 

 Children arriving late should not enter assembly but go to a pre-
designated classroom to be supervised until assembly ends. 

 
 

5. Playtime and Lunchtime Management 
 
1) A member of staff manages the lunchtime rainbow room, which is designed to 
support children who find unstructured break times difficult to manage. Activities will 
be provided to ensure the child doesn’t think they are being punished. A calm, co-
operative environment is created including games, creative and curriculum activities. 
 
2) Children who break the golden rules and receive a red letter as a consequence, or 
have difficulties which need a calm space to resolve their conflict will be sent to the 
Rainbow Room to complete an incident form which is recorded in a file and handed to 
DH at the end of the term for analysis. Any red-letter incidents will result in the 
supervising adult completing the letter and passing it on to the office to send home, 
the Office Manager texting the parent/carer to attend a meeting at 3.30pm or 8.30am 
the following morning and the class teachers notified at the end of lunch or play so 
they are aware the child has been involved in an incident. 
 
Any children who receive red letters during play or lunchtime and need to miss the 
following play session, it is the responsibility of all staff to write the name of the child 
on the white board to ensure the member of staff covering the Rainbow Room are 
clear, as to which children should be with them. 
 

6. Adult Consistency 

 If on duty adults should not go into the staffroom to make refreshments either 
on the way to or from the playground. 

 All staff should follow the positive behaviour guidelines and policy. 

 All staff should be aware of inappropriate behaviour and take the appropriate 
action. 

 All staff should take responsibility for discipline around the school. 

 All staff should be punctual to meetings. 

 Interruptions to classes should be kept to a minimum.  

 All staff should be available to listen to any complaint that children have to 
make and must be seen to be dealing with it in a fair way. Children must feel 
that all adults in the school are caring and fair. 

 No drinks or food in assemblies or first aid room and no hot drinks in any rooms 
during teaching times. 

 All adults must adhere to mutual respect and quiet and silence observations in 
agreed spaces around the school. 

 All adults must follow guidance and practice as advised and trained in the Team 
Teach approach to behaviour management, restorative conversations and de-
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escalation techniques. Consequences and sanctions must be consistent with 
school policy 

 All adults working with each class will use the first circle time per term to go 
over class, golden and safety rules. 

 An Inclusion/SEN coaching session/meeting will be scheduled for members of 
staff to discuss specific children with medical, emotional or behavioural 
concerns, EMA, underachievement and progress. The aim of this is to seek 
advice and support.  
 

7. Sexualised/Bullying/Racist/Homophobic Incidents 
All incidents must be recorded in the book (kept in the office in the DH Teachers Box) 
with the action taken. At the end of the week the Head-teacher views the book and 
takes further steps, looks for patterns etc. If you are unsure of the consequences for an 
incident etc. refer to HT immediately or member of Leadership Team if unavailable. 
 

8. Safeguarding/Child Protection 
Any disclosures, remarks made about incidents, physical marks or health concerns 
must be written down verbatim and given to the Child Protection Officer urgently 
(break/lunch etc.) Remember to use non leading questions:- 

 Was anyone there? Not who or was mum there? 

 Is there anything else you would like to say? Not what did …………. Do next? 

 How did it make you feel Not What did you say/do? 
If you feel unsure about what you are discussing or may be asking leading questions 
tell the child you would like them to tell another adult who can help them. 
Don’t compromise yourself – legally it can be more damaging for the child. A serious 
case which goes to court or parents/carers interpret or imply we ‘put words in their 
mouths,’ could result in placing the child in a more harmful situation. 
REFER to CP Policy for detailed procedures. 
 

9. Dealing with violent/abusive parents/carers 
 
If the parent/carer/adult in question interrupts lessons and becomes abusive to you or 
another child or other children ask the individual to step outside the classroom to 
discuss the matter. State the matter will be dealt with and reported back to him/her. 
 
If the person continues to be abusive ask him/her to leave. If you feel threatened send 
for CODE RED/next door colleague/support staff depending on the urgency of the 
situation and they will call down to office. “Child/adult needs support in Class 
_______/Take Support Card” 
 
Please ensure that the classroom door is open during any such incidents or 
disturbances. 
 

10. Dealing with extreme behaviour in the classroom 
 
1. Ensure the safety of other children. 
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2. Before you send for someone think – could this be handled by myself or 
another adult in the classroom, would Time Out calm the child down, cooling 
off in my parallel class with work for 10 minutes, use de-escalation 
techniques/TTch. 

      If the answer is NO call the office stating calmly ‘Support Needed Class 
____’and Inclusion member of staff will attend. (code red) 
3. Send for another adult (e.g. colleague next door, support staff) within the 

immediate vicinity. 
4. Any support required by another adult – send your class card to the classroom 

supporting adult based. 
 
NB: Important: if the child in question runs out of class/school send a message 
down to the office, who will try to inform the parents/carers by telephone 
immediately and follow above procedures. 
 
5. Under no circumstances the child must be physically restrained unless they 

present a safety hazard to the child/him/herself or other children/adults. – 
refer to policy on reasonable force written in line with The Use of Reasonable 
Force: Advice for HT, Staff and Governing Bodies (DFE 2011). 

 
Physical intervention can only occurs when a child is endangering/harming self or 
others, if you can empty a room or move location etc. do not restrain. 
 
1. Only use Team Teach holds if you have followed all the calming techniques and 

have been through each step - last resort. 
2. Remind yourself of the restraint guidance within the behaviour policy. 
3. Ensure restraint is carried out in view of another member of staff. 
4. Do not use physical touch or restraint if you have not been trained or you do 

not feel confident applying Team Teach Caring C’s. 
 

NB: If children are being very challenging and confrontational 
 
Try not to threaten consequences for the child’s behaviour that will escalate a 
situation. 
 
Try not to demand emotionally difficult actions that a child will not be ready to do in 
their emotional state. 
 
Try not to use words that humiliate or embarrass children. 
 

5. If physical intervention has occurred: 
 
a.  An independent person must check the child/or you after the incident for injury 

and record - Ideally the Health and Safety person. 
b.   Inform the Head teacher or member of Inclusion Team/Leadership Team 
d.   Contact/see the parents/carer before the end of the school day. 
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e.   Following a physical intervention it must be recorded in the Serious Incident book 
(kept in Deputy 

Head’s Box) and a positive handling plan be drawn up with key worker 
immediately. 

 
NB: 

Confiscation of equipment can occur if causing serious disruption, against school 
rules. Have an adult witness in the room.  Searching for equipment, owing to theft, 
allow time warning – e.g. over playtime or until story time. Conduct search with 
another adult present.  Refer to Screening, Searching and Confiscation briefing in 
line with guidance from (DFE2011). 

 
11. Calming Techniques 

 
Step 1. Identify 
Be sure to correctly identify the child’s feeling. 
Ask more questions if you are not sure what the child is feeling. 
Don’t label at all if uncertain. 
 
Step 2. Reflect 
Tell the child the name of the emotion. This helps differentiate and understand how 
she/he is feeling. 
Labelling our feelings reduce frustration of feeling uncomfortable at not knowing 
how to express the emotion; hence child is less likely to act out the emotion just to 
let people know how bad they are feeling. 
 
Step 3. Empathy 
Give a concrete example from your own life or experiences that proves you 
understand what they are feeling. Health Warning: don’t inform them of something 
really personal if the relationship is not suitable – it’s not about empathy for you it’s 
about us engaging with them. This will help prevent the child from feeling alone with 
the problem, it helps them understand you have feelings too and relieves some of 
their tension by having their feelings expressed for them. 
 
Step 4. Reassure 
Let the child know that you understand his/her feelings and that you are ready to help. 
Demonstrate how they can handle this on their own. It gives a greater sense of self – 
worth and achievement for the child. Your role is to assist the child and that they 
understand the problem is under control. 
 
Step 5. Redirect 
Get them moving, not dwelling – get them to help you do something to elevate their 
self – esteem, reinforce wanted behaviour, cement the relationship. 
 
Step 6. Brave 
Be sure to reward the person for constructive action (when they comply with the 
redirection actively). 
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12. Class Room Reminder List 
 

Each room must have a ‘Citizen’s together’ display area – not sporadic sheets around 
the room, a collective focus is imperative. (IWB) 
 
Each board must have: 
 

1. Rights and Responsibilities 
2. Golden Rules 
3. Circle time rules and consequences 
4. Behaviour consequences and sanctions 
5. Class expectations – set at beginning of year 
6. Give me 5 
7. Classroom rules/moto 
8. Wet play award chart – Raindrop 
9. Wet play activity list 
10. Visual timetable 
11. Time out/reflection area in classroom – key questions/activities/egg timer 
12. Split List in back of register 
13. Support pointers regarding children (put in register) for cover teachers (look 

at children’s passports) 
14. Good sitting poster 
15. School Moto poster “If you believe you can achieve” 
16. School vision 
17. Effort-based learning scale descriptors 

 
 
 

13. Early Years and Foundation Stage Information 
 
While following the principals of the school behaviour policy, there are a number of 
adjustments and details more specific for the EYFS setting. 
 

1. As part of quality first-wave behaviour management; teachers, nursery nurses 
and teaching assistants will use the visual traffic lights, reflection mirror, 
specific calm spaces and the time-out chair. 

2. To assist in activity transitions, all adults will be expected to use the warning 
bell shaker, and use song/clapping to ensure all children are following 
instructions. 

3. Specific children may have specific behaviour plans created by or with the 
SENDCo. In these plans it will be clear the actions needed to be taken to 
support the child and when others may need to be contacted. All adults in the 
setting will be expected to understand and follow set plans. This will allow 
adults to fill different roles if needed. 

4. If there is an emergency, each adult will understand what roles need to be 
filled. (For example, contacting the office, parents, moving children) 
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5. There will be a fortnightly discussion led by the EYFS leader of learning to 
discuss behaviour, offer staff the chance to feedback around individuals or 
situations and for updates to be shared. 

 
14. PLAYGROUND EQUIPMENT GOLDEN RULES 

 
1. Do look after equipment – Do not mistreat anything 

 
2. Do be honest if you lose equipment or if it goes on the roof/over the wall – 

Do not walk off and pretend someone else did it. 
 

3. Do think about what you are going to play with the equipment – Do not carry 
it around to stop others playing with it. 

 
4. Do remember it belongs to everyone – Do not be selfish with it. 

 
5. Do be gentle with the equipment – Do not grab or snatch it, so it breaks 

 
6. Do respect other’s playtime – Do not argue over who can or can not play with 

the equipment. 
 

7. Do be patient, wait your turn – Do not lose your temper and push in front of 
others. 

 
8. Do return the equipment to the staff – Do not leave it lying on the floor. 

 
9. Do follow the equipment rota for use of the apparatus, football and 

equipment – Do not spoil other children’s playtime. 
 
 

15. Playtime and Lunchtime Emergency Procedures 
 
a) For all incidents within consequences and sanctions list follow procedures as 
detailed except incidents referring to bullying, racist and sexualised issues e.g. serious 
concern. 
 
b) In these cases procedures should be followed as normal e.g. Incident forms 
completed for all pupils involved, a written adult report ideally at the time, bullet 
points to get main drift with verbatim quotes from pupils if applicable. Pupils and 
incident forms should be then taken to the Senior Meal Supervisor who will assess the 
incident as to its severity. If the Senior Meal Supervisor deems the Leadership Team 
are required she/he will take all reports and pupils to them. 
 
c) All incidents must be recorded in the book (kept in the Deputy Heads Box) with the 
action taken. At the end of the week the Head Teacher views the book and takes 
further steps, looks for patterns etc. If you are unsure of the consequences for an 
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incident, you feel very strongly about an incident etc. refer to Head Teacher 
immediately or Deputy Head or Senior Teacher if unavailable. 
 
d) Any incidents you are unsure about, its better to check with the Leadership Team 
and react over cautiously rather than under. 
 

 
 

 
Does the situation alarm me? 
 
Does it have racist content or sexualised content that is inappropriate to the  
child’s age? (E.g. As a parent would you think this was disturbing if your own child 
experienced this or behaved in this way). 
 
Have I recorded everyone’s side of the events, children and all adults involved? 
 
Have I dealt with this objectively, sympathised with the victim, told everyone I have 
to tell another adult who can help? 
 
Remember to question carefully without giving leading questions. 
 
Have I told my supervisor who will brief the class teacher? The class teacher can 
then gain further information from the Head or if it is an incident in which you’ve 
noticed many children doing this e.g. kiss chase or saying inappropriate phrases. 
The teacher can reinforce what has been said to the children by yourself or the 
Leadership Team and carry out a circle time for example or speak with their 
parents/carers at the end of the day. 
 

16. Playground Friends Procedures: reviewed in 13/14 
 
Play and lunchtime KS1 & 2 
 
Weekly -:  

 2 children to teach new games and play with approx. groups of 10 

 2 children to circulate playground and help out by being a ‘good friend’ and 
monitor friendship stop. 

 
All children will be recognised by their bibs with playground friend’s logo – designed by 
the children. (Bibs in group colours.) 
 
A member of support staff will work with the games friends. (Who ever is timetabled 
for cover of games area). All adults need to support P.F’s in their role. (Use behaviour 
policy to sanction children who respond inappropriately to P.F’s). 
 

NB: Quick checklist to assess situation 
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Year 6 children will rotate on a weekly basis. In the last half term Year 5 children will 
shadow the children in preparation for next year. Rotas for weeks are provided. 
Training/application can then begin cycle again. *See Appendix. 
 
Children will begin trialling at lunchtime initially, and Playground Friends Co-ordinator 
to monitor and observe P.F’s every 2-3 weeks, have weekly meetings and fortnightly 
training updates. The Playground Friends Co-ordinator can organise incentives and 
rewards for good P.F 
 

17. Playground friends Rules and Responsibilities 
 

 Do listen – Don’t take sides 

 Do tell an adult when necessary–Don’t try to resolve the problem by yourself 

 Do offer help and support – Don’t put pressure on anybody 

 Do be fair – Don’t be selective 

 Always smile and be gentle and caring – Don’t lose your temper 

 Always follow the playground friends rules and expectations 

 Try to use W.I.T.S and encourage other children to use the same strategies. 

 Follow the Golden Rules and Safety Rules 
 

18. Whole School Strategies and Techniques 
 
1. Whole school technique for gaining attention use Gimme 5  - adults do not 

commence speaking until everyone is listening (expectation that all adults and 
cover teachers use technique) Some adults use other techniques e.g. 
tambourine, ‘do this’, clap once if you can hear me etc., clapping patterns. 

 
2. ‘OOPSAT’ – Only One Person Speaks At One Time Could be introduced into 

classrooms. 
3. Good Listening, Sitting, Writing – poster ideas. 

 
4. Optional class rules – can be set up to support the teacher’s rules in the 

classroom. 
 

5. Positive rewards – Extrinsic and Intrinsic rewards 

 Consistent positive language, following Golden Rules and behaviour 
policy. 

 Group or team points 

 Class targets – e.g. for lining up, coming in and out of assembly 

 Marbles in jar, smiley faces etc. 

 No Put Downs Zone – unacceptable use of put downs from any adults or 
children/could design poster etc/Circle Time discussion as to how this 
makes children/adults feel. 

 Peer feedback/self – assessment /peer marking 

 Marking Policy 

 Personal Targets 
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6. Personal Targets – celebrations 

 

 Review in circle time half termly or as and when achieved 5 min slot in 
weekly CT for teacher or child to raise how they noticed someone 
reaching their targets. 

 Achievement wall/Tree/Peacock Feathers/Starry Night Sky Findings any 
way of demonstrating when children have achieved their targets 

“I can …………………Name”. significant Post its – achievement or note of 
praise recorded and put onto Celebration Display. 

 

 Use of assessment symbols to link to personal targets e.g. 

                                                                                                               
                                                      

                  Star                Smiley Face              Window                          Wish 
               Achieved          Proud of              Have Learnt             want to learn/do 
 
 

7. Developing self-esteem/emotional literacy/positive relationships – link to 
curriculum, include in Circle Time, extra activities, daily massage, brain breaks 
/gym and SEAL and PHSE materials. 

 
Teachers and Adults 

 Use ‘about to’ phrases when child not following instructions e.g. you 
have spotted someone not tidying up, instead of ‘I asked you to tidy up, 
say I’m glad to see_______________ is about to tidy away his book’ 

 Greet your class at the door and use their name positively every 
morning and after lunch. 

 Use life mapping activities 

 Reinforce what you expect and why – e.g. Good sitting, talking, 
listening. 

 Describe what you like-behaviour. 

 Give time limits for work and behaviour. 

 Separate the child from the behaviour- remember a child is a child who 
is currently feeling angry not an angry child! 

 Use traffic lights/trains-children to show how they are feeling in the 
morning, during a lesson, after lunch etc. 

 Use traffic lights to demonstrate G-I understand what I am doing, A-I 
need a little more help/not quite sure R-I don’t understand yet. 

 Use personal diaries-children write you messages or how they feel and 
leave somewhere private and you respond-this helps when you can not 
listen straight away. 



 

Page 18 of 40 
 

 Keep calm-let others deal with it if you feel you are going to ‘really 
shout/loose it’. 

 Set clear rubber boundaries. 

 Set up buddy system. 

 Conference on behaviour as well as work-privately remember ‘no put 
down zone’. 

 Be flexible-emergency C.T.’s. 

 Be open and honest-seek help don’t generate stress! 

 Use your time out area or cushion and mirror (Early Years). 

 Use mumble box, listening box in classroom. 

 Rota 5 minute chats at playtimes/lunchtimes etc to avoid roll over into 
lessons. 

8. In order to help build positive relationships and as a calming technique, peer 
massage can be included during circle time or early morning/post lunch. 
Massage can be used during curriculum time e.g. VAK approach to learning a 
story. 

9. Use of Carlton Community Script for supporting and managing Children 
Resolving Conflict – refer to Early Years Policy for further information and 
support. 

 
 

19. The Golden Rules 

The set of moral value rules or golden rules are: 
 
Do be gentle – Don’t hurt 
 
Do be honest - Don’t cover up the truth 
 
Do work hard – Don’t waste time 
 
Do listen to others – Don’t interrupt 
 
Do look after property – Don’t damage anything 
 
Do be kind – Don’t hurt people’s feelings 
 
 
 
 

 
 
 

Both sets of rules are visible around the school and the playground. 

There is also a set of safety rules 

in the playground. 
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The golden rules must be visible in the classroom with the children’s 
signature/contracts/helping hands.  
 
The golden rules must be positioned in shared areas so attention can be drawn to 
them were necessary. 
 
The rules must be signed by all parents/carers so staff and children know home life 
supports school life. (Home/school agreement) 
 
The children must be reminded of the rules after each holiday through whole school 
assembly and class circle times. 
 
Class Rules have been agreed by all staff to ensure consistency throughout the 
school. These will compliment children’s rules and their expectations of staff. 
 

20. Circle Time/Rules and Consequences 
Planning should be included on the foundation planning sheet and PHSE midterm 
planning sheets on a weekly basis. Additionally, objectives met and additional 
comments can be highlighted on the year group objective framework. 
 
Circle time should have continuity throughout the school and it is important that we all 
follow these guidelines and use the same rules and sanctions. All classes have circle 
time where possible at exactly the same time. The circle should include all the children 
and any other adults in the room. 
 
In addition, Circle Time can also be used as and when the need arises, to reinforce 
rules, overcome specific class/whole school difficulties and feedback on school council 
issues every three weeks. 
 
To ensure continuity throughout the school every class should put a ‘do not disturb 
sign on the door’ so that there are no interruptions and use the stone/egg for passing 
around the circle. 
 
Circle time should include an issue or problem to be discussed (see framework for year 
group objectives). The PHSE Scheme of work includes circle time themes to co-inside 
with the curriculum areas and SEAL themes. 
 
Games and a diverse range of strategies should be used to make the session fun and 
productive. 
Children must be reminded to: 
 
‘Think Watch, Listen and Concentrate’. 
 
 
CIRCLE TIME EXPECTATIONS 
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1) There must be no talking or disruption from anyone who is not holding the egg. 
 
2) No names can be mentioned 
 
3) No one discusses what has been said outside the circle. 
 
4) If you do not want to speak you must say pass. 
 
5) Handle the egg carefully 
 
6)  Sit still and listen 
 
7) Respect each others point of view. 
 

CONSEQUENCES 
 
1) If the rules are broken the child is given a warning. 
 
2) If the rules are broken again the child must leave the circle and miss the 
game/activity/discussion. 
 
3) If the child continues to disrupt they miss 5 minutes golden time. 
 
4) If the child continues to disrupt, the child must miss 10minutes of golden time and if 
possible be removed from the room so that the circle can continue. 
 
Teachers may wish to support or participate in other class circle times. This may be 
especially useful for teachers who are new to the school and have not done circle time 
before. 
Children can prepare their answers in advance. 
The answers can be limited to one word. 
Classes could have an agenda or suggestion box for subjects to be disgusted. 
Younger children could have two or more circles each with an adult. 
Younger children could use a puppet to talk to. 
A different situation for circle time could be found for a child who is persistently 
disruptive. For example they could have a small circle with another member of staff. 
 
MUMBLE BOX 
 
As children may sometimes find it hard to share their feelings and problems within 
circle time or directly with a member of staff, each class should have a mumble box 
(box with a letter box opening) for children to write down anonymously personal 
grievances. This box is only to be opened by the class teacher and children should be 
informed of this. 
 
The teacher may decide to deal with their issues in the following way. 
1) Directly approach the individual(s) involved. 
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2) Use circle time as a vehicle to explore/discuss the issue in question, ensuring names 
are left out (as generic issues). 
3) Seek advice from other agencies/staff.  
 
An additional mumble box is placed outside the Head teacher’s office. 
School Council is also a valuable tool for children to share their ideas discussed in circle 
time. Class representatives have a book to record such matters to be raised and 
discuss, keep the minutes from the bi-weekly meetings. 
 
Circle Time/PHSE and Celebrating Learning Time 
We have identified the needs for circle time and PHSE as vitally important in promoting 
and fostering positive behaviour. ‘Celebrating Learning Time’ creates a time for 
children to develop a range of building learning power ‘muscles’ as a class, in groups or 
as individuals.  This is a time for children to reflect with the class teacher on the 
muscles they need to build up. These three sessions form an integral part of our 
positive behaviour policy for learning.  
 
Through these sessions children learn to:- 
 
1) Interact with adults and each other in a positive way. 
2) Take responsibility for their action and develop the ability to make healthy choices. 
3) Take care of each other, the school community and environment. 
4) Develop a sense of belonging and ownership within the school. 
 
Children celebrate success through Circle Time, Celebrating Learning Time and BLP 
assemblies. We, therefore as staff decided that these sessions should be a part of our 
allocated time for PHSE. 
 
Both CLT and Circle Time are timetable on a weekly basis and are included in the 
weekly planning. 30/40 minutes a week are allocated for circle time and 45 minutes a 
week are allocated for Celebrating Learning Time. 
 

21. Key Stage One and Two play times. 
 

Behaviour for Learning TA – responsible for KS1 and KS2 
 
Playtime & Lunchtime Organisation 

 
KS2 warning bell rings 11.20 reminder 5 mins – for children and teachers Y3/4 
move to own playground/KS1 warning bell rings 10.10 reminder. At 11.25/10.20 
teachers in place on spots – teacher on duty rings bell standing in middle of two 
playgrounds very loud so EVERYONE hears – all children calm down and start to 
move to line (not stop and silence at the part) – go to line and get into silent/order 
– teacher awards points once everyone back in class. Judgement for points include: 
lining up/going up the stairs/coats off and in place. TA’s will go straight to class line 
to follow class up – teachers are still required to walk up class in silence between 
the line – i.e. always being able to see all children – not walking on ahead only. Two 



 

Page 22 of 40 
 

TA’s will be allocated the tick book for children not lining up appropriately – 3 ticks 
result in missed lunch or play – kept in Wed/Fri with SLT. 
Points 3/2/1/0: 3 exceptional all in line quickly silently and upstairs silently, 2 good 
may need a prompt, 1 most of class manage, 0 needs to practice – Assistant Head 
to do lining up practice weekly for those that cannot manage. 
KS2 Friday reward: 12.30 post BLP class get extra 10mins, if more than 1 class 12.25 
have 10 mins extended lunch. 
KS1 Friday reward: 1.30 post BLP assembly get extra 10mins play, if more than 1 
class children come down at 3.15pm for extra playtime at 3.30. 

 
Termly 
The year group with the most points at the end of the term receive a prize determined 
by the parallel teachers. E.g. an afternoon at the Heath, extra play or trip out, or new 
game for Circle Time/Wet Play. 
 
End of year 
The class with the most points receive the School Behaviour Trophy awarded by the 
Governors and Head teacher. 
 

Points will be counted for Friday’s BLP assembly. Behaviour For Learning Support 
staff/SLT record points weekly throughout the year. 
 
Behaviour hierarchy of actions: 
 

 
 
Traffic Light system: 

Low level behaviour accumulative – on red traffic light two three times a day with 
TO – call parent meet to discuss. If continues in same week send red letter and 
child out of class for afternoon session. 3 red letters – SLT meeting with you and 
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parent – child will require either behaviour plan or goes on report – to be decided 
at meeting with Inclusion Team – if child is SEND please ensure talk to SENDco as 
well so everyone clear about concerns. 

 
Under special circumstances a child may be excluded internally within the school. 
Information is recorded appropriately and recorded as other exclusions, including the 
child’s file. The leadership Team take responsibility for managing where and how the 
child will spend their day. Parents/carers will be notified appropriately. 
 
External Exclusion 
See Exclusion Policy and Procedures. 
 

22. Additional Information 
 
Children withdrawn from class following a red letter must have appropriate 
independent work. This is the class teachers’ responsibility. 
 
Red letters apply to the area or learning situation they are in. A child cannot be 
withdrawn from class for an incident at playtime or lunchtime, they must miss their 
play or lunch time in the Rainbow Room therefore ensuring TA staff are allowed to 
manage behaviour equal to the teaching staff or Leadership and Inclusion Teams. 
 
At the end of play and lunchtime any child who has received a red letter or been 
involved in a serious incident, the class teacher will be informed by the member of 
staff dealing with the issue concerned.  
 
Time Out/Reflection areas are designed to support ‘cooling off/reflecting’ in your 
classrooms as well as support for children who are withdrawn from other classes. 
Time Out is not sending your child out to another -class unless this is an agreed part of 
their Behaviour Management Programme set up in agreement with the Inclusion 
Team. 
 
When children are moved to their support class please ensure an adult escorts the 
child. If this is not possible a sensible child should go with them to ensure safe arrival. 
Do Not send children who may ‘provoke or bait’ the already emotional child. 
 

23. APPENDIX: see attached documents for letters. 
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Internal Exclusion Letter  
 
Dear Parent/Carer, 
 
Date ……………………………………………………………… 
 
Name……………………………………………………………… 
 
Class …………………………………………………………….. 
 
Today …………………………………. was removed from the  
classroom/playground/lunchtime for a whole day/half day/no. of day internal 
exclusion owing to exhibited exclusion level of behaviour, in line with the school’s 
exclusion policy. 
 
 

 
Reported incident: 
 
 
 
 
 
 
 
 
 

 

 
Witnessed by: 

 

 
Investigated by: 

 

 
Evidence checked: 

 

 
Outcome/decision: 

 

Parents/Carers 
informed 

 

 
 
Signed ………………………………………………………………………………… 
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Date …………………………………… 
 
 
 
 
 
 

Behaviour Support Classes 
 
Early years – use traffic lights, time out and reflection area and move 
towards whole school system in the summer term. 
 

 
 

Year One Year Four 
Year Two Year Six (3 classes) 

Year Three Year Five (3 classes 
am) 

Year Four Year One/Rec 

Year Five Year Three 
Year Six Year  Two/One 

 
 
All classrooms require a desk to accommodate these children. If you have two 
children or more at the same time, please talk to the other teachers to split children 
up if you feel this is appropriate. 
 
When children are moved to their support class please ensure an adult escorts the 
child. If this is not possible a sensible child should go with them to ensure safe arrival. 
Do Not send children who may ‘provoke- or bait’ the already emotional child. 
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TIME OUT 
 
Name: ………………………………………………  Date: …………………………… 
 

What did I do wrong? 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
 
 

 

How can I make it better? 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 

 
 
 
 

How can I stop it from happening again? 
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INCIDENT REPORT 

CLASS: 
 

NAME 
 

 

SUPERVISING ADULT 
 

 

  R
e

fe
rre

d
 to

: 

WHAT I DID: 
 
DRAW 
 
 
 
 

 
 
 

 

WRITE:  
 
 
 
 
 

WHICH RULE I BROKE 
 

GOLDEN RULES 
 

SAFETY RULES 

 
Do be gentle – 
Don’t hurt 

 
 

 
Do look after property – 
don’t damage anything. 
 
 
 
 

 
Do not swing on the shed 
bars. 

 
Do not climb on 
the roof. 

 
 

Do be honest – 
Don’t cover up the truth 
 

Do be kind – 
Don’t hurt people’s feelings. 
 

Play sensibly – do not play 
fighting or kicking games. 

Don’t come 
into the 
building 
without adult’s 
permission. 
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How I’m going to change it. 
Draw 

Write 
 
 
 
 
 
 

Golden Time lost ……………………………        Playtime/Lunchtime Consequence 
Phase …………………………… 



 

Page 29 of 40 

 

CARLTON PRIMARY SCHOOL    INCIDENT FORM                                     
Referred to: 
 

  

Name: Class: Teacher: Date: 
 

 

WHAT I DID 
 
 
 
 
 
 
 
 
 
 

THE GOLDEN RULE I BROKE 

HOW I’M GOING TO MAKE IT BETTER 

WHY I DID IT 
 
 
 
 
 
 
 
 
 
 
 

ADULTS COMMENT 

AGREED GOLDEN TIME LOST 
……………………MINS 
 
PHASE……………………………. 
 
SIGNATURE ……………………………. 
 
PUPIL’S SIGNATURE……………………………. 
 

 
PARENT COPY 
 
SENT …………………… 
 
PHASE LETTER  
 
SENT…………………….. 
 
 



 

Celebrating Learning Time 

 
 
 

 

 
 



 

 31 

 
 

 



 

 32 

 

 
 



 

 33 

 
 
 
The system should not be used to punish those who score low on the scale. 
It provides an opportunity for a positive conclusion before lunch and at the end of the school day. 
Every learner present must receive a grade, enabling the learner and the teacher to reflect – goal is for 
children to be able to reflect without teacher interference – used as a resource not rule 
Good behaviour is not be rewarded with outstanding. 
Language linked to behaviour for learning – stay on green; red card; time out; internal exclusion; 
consequences and sanctions remain; specific behaviour issues addressed separately. 
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Unique Story…………………..What’s happened/What’s going on? 

 
 
Link thoughts to feelings……What were you thinking when it happened? 

And so what did you feel inside when it happened? 
 
 
Harm and effect ………………….. Who has been harmed/affected by what has 

happened? (how are you now?) How have they been affected? 

 
 
Needs and Repair …………………What do you need to feel better? 

 

 
Putting things right together (ownership of problem solving 
and decision making) …………………… What do you think needs to happen to 

put things right? And repair the harm? 

 
School consequences/sanctions follow this. 
 
NB: If the quick version does not resolve the matter, the 
person is too angry to engage at that point or there are too 
many people around, then offer a quiet place, where the 
individual can calm down. Maybe offer them a time out 
sheet/thinking sheet to work through. 

Carlton Community Script 

Restorative Approach 
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CELEBRATING LEARNING TIME ACTIVITIES: (Children’s choice or targeted teacher choice) 
ACTIVITY 1: 
 
 
 
 
 

ACTIVITY 2: 
 

ACTIVITY 3: 
 

ACTIVITY 4: 
 

ACTIVITY 5: 
 

ACTIVITY 6: 
 

Name: 
 
 
 
 

Name: 
 
 
 

Name: 
 
 

Name: 
 
 

Name: 
 
 

Name: 
 
 

Name: 
 
 
 
 

Name: 
 
 

Name: 
 
 

Name: 
 
 

Name: 
 
 

Name: 
 
 

Name: 
 
 
 
 

Name: 
 
 

Name: 
 
 

Name: 
 
 

Name: 
 
 

Name: 
 
 

Name: 
 
 
 
 

Name: 
 
 

Name: 
 
 

Name: 
 
 

Name: 
 
 

Name: 
 
 

Name: 
 
 
 
 

Name: 
 
 

Name: 
 
 

Name: 
 
 

Name: 
 
 

Name: 
 
 

Name: 
 
 
 

Name: 
 
 

Name: 
 
 

Name: 
 
 

Name: 
 
 

Name: 
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Team Teach Behaviour Management Reminders agreed February 2011 
Purpose of training/refresher programmes 

1. De-escalation 
2. Levels of crisis 
3. Seeing the child’s perspective 
4. Team work 
5. Anxiety – crisis 

Inappropriate responses – agreed by staff not to do at Carlton 
- Towering over 
- Over questioning 
- Using language of blame 
- Change routines 
- Panic 
- Going by hear say 
- Pointing finger 
- Invading personal space 
- “How would you like it if” 
- Humiliation 
- Mimicking 
- Being disinterested 
- Fuelling the argument  - carrying on in circles 
- Inconsistent responses from adult – all adults 
- Not giving choices 
- Judging by past behaviours 
- Facial expressions 
- Tensing 
- Sarcasm 
- Tone of voice – threatening, gritted teeth, pursed lips 
- Talking over – not listening 
- Being dismissive 
- Setting them up to fail 
- Not clear – changing the goalpost 
- “It’s not my job” 
- Walking away 
- Invading personal space – in face (coffee/cigarette breath) 
- Shouting/raising voice – snatching objects 
- Making assumptions 
- Talking about children in front of children 
- Inflexible expectations 
- Too much talk –adults 
- Not giving time to think – de-escalation/choices 

Appropriate responses – agreed by staff strategies to use at Carlton 
- Role model – manners, respect, communication 
- Taking turns 
- Polite and courteous to everyone 
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- Body language 
- Physically model the behaviour yourself 
- Verbalise the behaviour you are modelling 
- Acknowledge making safe choice/good choice 
- Encourage language related to emotions and choices 
- Listening – choice of who to talk to 
- Politeness – friendliness 
- Use humour 
- Eye contact 
- Make them aware you are there 
- Routine/boundaries 
- Appropriate time for doing things 
- Calm – use quiet/calm voice 
- Praise 
- Eye contact – active listening 
- Admitting mistakes 
- Kind hands 
- I understand you ________, its ok – only if told you feelings (don’t tell them how they 

are feeling) 
- I’m here to help 
- Speak at child’s level 
- Approach calmly 
- Removal from situation 
- Give choice – not demand 
- You look sad, so lets 
- If you want to talk to me in private, I’m here 
- Curiosity – what’s happened? 
- Separate the behaviour from the child 
- Specific praise – I’m proud of you because 
- Diversion – redirect 
- Know the child 
- Change environment 
- Change adult 
- More information 
- More/less structure 
 

Modelled Desired Behaviours – agreed by staff strategies to use at Carlton 
- Adults being respectful to others 
- Adults admitting when mistakes are made 
- Praising good behaviours – specifics 
- Listening – making time 
- Creating class expectations 
- Language, modelling positive speech 
- Consistency – not making “ empty promises 
- Body language 
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- Opportunities to speak and when – circle time, mumble box, playground friends, 
school council, staff 

- All adults follow consequences in line with policy – not extra’s or too many chances 
- Golden time planned and followed, revisit rules regularly with examples 

 
Restorative Conversations 
What do you need if you have been harmed? 
To be safe  
First Aid 
Space to be left alone - time 
Someone available to talk to - comfort 
Consequences will happen 
Apology 
To repair and rebuild relationship 
To explore and understand the reason 
To have feelings recognised 
Closure 
 
What do you need if you have harmed someone or something? 
Someone to talk to 
Space 
Cool down 
Feel supported through a debrief 
Chance to give my side 
Chance to resolve 
Justice/fairness 
Distraction e.g. goes and does a job 
Opportunity to apologise 
Time to reflect 
 
Script – see pocket card – request one from Behaviour for Learning Support 
What happened? 
What were you thinking? 
What were you feeling? 
How are you now? 
Who has been affected? 
What needs to happen to put things right? 
 
Language of choice 
“Good choice” 
“I know you can make the right choice” 
“Make a better choice” 
“You can do x or y, you choose
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