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PROMOTING POSITIVE BEHAVIOUR – A COLLEGIATE APPROACH 
 

 

“The seriousness demanded of teachers does not consist in having a severe or austere aspect, in 

getting angry, or in saying harsh words.” 

St. John Baptist De La Salle, The Conduct of Christian Schools, Chapter III, Studies. 

 

1.0 Introduction 

Evidence from many studies suggests that schools can make a huge, positive difference to young 

people’s lives and principals and their staff have the power, through their own efforts, to maximise 

the life chances of their pupils, regardless of their background and obstacles to learning that they 

may experience. Where a school is working successfully in this regard, it is evident to the outside 

observer that the school has a positive ethos. A positive ethos however does not come about by 

chance, nor is it always easy to create. It is achieved by all members of staff promoting collectively 

an atmosphere of care and respect within the formal and informal life of the school community. 

These efforts result in an atmosphere in which both the students and the staff feel secure, welcome 

and valued and able to discuss their interests and voice their fears and concerns, confident that they 

will receive a sympathetic and supportive response.  

 

2.0 Aim of the policy 

The aim of this positive behaviour policy is to create a climate within the school that will: 

 

• promote learning for all students; 

• allow teachers to teach effectively; 

• enhance the students’ self-esteem and foster self-respect and respect for others; 

• encourage the students to develop independence by accepting the need for self-discipline and 

self-control and taking responsibility for their own behaviour; 

• develop the students’ interpersonal skills and their ability to work co-operatively with others 

to resolve problems and potential or actual conflict; 

• develop students’ leadership skills and provide opportunities for students to show initiative; 

• encourage, affirm and reward good behaviour and positive achievements; 

• encourage everyone to contribute of their best; 

• have the endorsement and active support of parents. 

 

 

3.0 Responsibilities of staff 

All members of staff in St. Patrick’s seek to positively promote a range of desirable behaviours 

amongst their students. When dealing with behavioural issues, teachers adopt a collegiate approach 

that is consistent across the school. When sanctions are to be applied, they are applied incrementally 

and fairly by all teachers; sanctions are more effective when used sparingly. 

 

 If a mistake or misunderstanding by word or action occurs between people, justice and our 

educational philosophy require us to admit our error and apologise.  Respect given commands 

respect in return.   

 

4.0 Rewarding students 

A system of rewards and incentives applied with consistency by all members of staff, will help to 

establish and maintain a climate in which students come to appreciate what constitutes acceptable 

behaviour and positive attitudes. This point is reinforced by the fact that behaviour and attitudes of 

this nature are regularly celebrated within the school. Teachers encourage the building of each 

student’s self-esteem, sense of worth and contribution to the school community.  Each subject 

teacher and Form Teacher has responsibility for the pastoral care and welfare of their students and 

the nurturing of good staff-student relationships.   
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[See Appendix 1 The Role and Responsibilities of the Form Teacher].  It is important in a 

Lasallian school such as St. Patrick’s, to build a sense of togetherness and pride in belonging to our 

community. 

 

All students have a need for positive affirmation and in St. Patrick’s staff do not take the positive 

behaviour of the majority for granted. Students are aware that good behaviour that has a positive 

effect on school life, is noted and acknowledged.  Individuals flourish when praised and outstanding 

performances are recognised by staff and the school.   

In practical terms we acknowledge achievement and commitment by: 

 

• positive verbal comments/praise in and out of the classroom;  

• positive comments in Lesson Monitor and student’s individual SIMs records; 

• the Merit System; 

• comments on students’ assessments, homework activities; 

• subject awards for achievements and improvements in formal assessments; 

• assemblies; 

• certificates recognising success and good attendance; 

• achievement Noticeboards, school website, Facebook etc; 

• annual awards night;  

• reports to parents; 

• letters from Principal to students and parents acknowledging academic success; 

• press coverage in the local media. 

 

 

5.0 Standards expected of students:  

All students in St. Patrick’s are clearly aware that, as teachers, we have high expectations and 

standards regarding behaviour and commitment to our school. (Reference Student Planner and 

the relevant policies and procedures of the school.) 

 

5.1 Academic Development 

All students at St. Patrick’s are expected to fulfil their academic potential. To do this, attendance 

to class is vital. Students should arrive punctually to each class with the required materials. 

 

Cooperative behaviour within the classroom is expected. Each classroom has a poster, ‘Essential 

Classroom Behaviour’, displayed prominently within it. (See Appendix 2). If a student is to learn 

effectively, he or she should follow the rules displayed. 

 

All homeworks and assignments set must be completed by a student to the best of his or her 

ability and deadlines adhered to. To accomplish this, each student should make effective and 

regular use of the Student Planner as directed by the subject teacher and Form Teacher. 

 

5.2 Personal and Social Development 

Each student in the school is encouraged to value his membership of the school community. Our 

students are expected to act with courtesy, consideration and respect towards others, both peers 

and adults and to respect property. The Home – School Compact outlines the rights and 

responsibilities of each member of the school community. Parents and students are invited to 

sign up to the Home School Compact and the Form Teachers sign on behalf of the school. (See 

Appendix 3.) 

Students are given the opportunity to adopt positions of responsibility within the school. Each 

class is asked to nominate a Student Council representative who will sit on the Student Council 

and represent his/her class. The three Student Councils (Junior School, Senior School and Upper 

School) meet regularly with the Heads of School, to discuss issues raised by students and/or 
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staff/parents. In the sixth form, students are invited to apply for positions of leadership within the 

school: Head Boy/Girl, Deputy Head Boy/Girl, prefect. Successful students will carry out a range 

of duties e.g.: representing the school at various events; mentoring younger students; taking 

responsibility for ensuring appropriate behaviour on public transport to and from school; 

organising lunchtime activities for younger students. 

 

5.3 Health and Safety 

At all times, students should be mindful of the need to behave in school in a manner that does not 

endanger themselves or the people around them. Special care must be taken when moving around 

the school between classes or working in practical subjects, where the instructions of the teacher 

and Health and Safety guidelines displayed, must be obeyed. Everyone in St. Patrick’s has an 

active role to play in ensuring that we have a safe school environment. 

 

5.4 Unacceptable Behaviour 

The purpose of our school is to develop students academically, morally and socially. Any 

behaviour that impedes this development is unacceptable. In particular, behaviour that disrupts 

the learning of others is both selfish and irresponsible. Behaviour that harms or has the potential 

to cause harm, either physical or emotional, to any other member of the school community, is 

also unacceptable. 

 

5.5 Dress 

School uniform is worn by all students at all times. A student’s appearance should reflect his or 

her pride in being a member of the school community. Students should be aware that while in 

uniform they represent the school, and that their behaviour reflects on themselves, the school and 

their family. A student’s general appearance and grooming should be neat and tidy at all times 

and all staff, particularly Form Teachers, should ensure that students adhere to the highest 

standards of uniform. 

 

6.0 Sanctions 

Sanctions help to uphold the rules and procedures of the school. They provide students with the 

security of clearly defined boundaries and in so doing, they encourage appropriate and acceptable 

behaviour.  

 

In applying sanctions, staff are guided by five key rules: 

• sanctions should not be vengeful; it is the behaviour that is unacceptable – not the student; 

• sanctions should be educational; the aim is to change attitudes and actions by allowing students 

to have a clear understanding of how their behaviour affects themselves and the school 

community; 

• sanctions must take account of the context (time, place, activity) in which the inappropriate 

behaviour occurred and also take account of the age and degree of maturity of the student and 

any special educational needs he or she may have; 

• sanctions wherever possible should be immediate; 

• sanctions should be applied by staff in a fair, consistent and incremental way. 

 

 (See Appendix 4 Disciplinary Procedures) 

 (See Appendix 5 Detention System) 

 (See Appendix 6 On Report System) 

 

 

There may be times when negative behaviour on the part of a student or students will warrant the 

invoking of the school suspension and expulsion policy. A formal suspension is administered only by the 

Principal and the Board of Governors retain the power of expulsion. 
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7.0 The role of the curriculum  

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

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

in their own learning, and structured feed-back all help to avoid the alienation and disaffection which 

can lie at the root of poor behaviour. 

 

It follows that lessons should have clear learning outcomes, which are understood by students, and that 

they are differentiated to meet their individual needs. Marking and record keeping can be used both as a 

supportive activity, providing feed-back to the pupils on their progress and achievements, and as a signal 

that their efforts are valued and that progress matters.  

 

8.0 Classroom Management 

Classroom management and teaching methods have an important influence on young people’s 

behaviour. An effectively managed classroom requires far more than simply attention to discipline. The 

behaviour of the students will directly affect the relationship which the teacher has with them, the effort 

that has gone into preparing for the lesson, and the fitness for purpose of the teaching approaches used. 

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

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

behaviour, arrangements of furniture, access to resources and classroom displays all have a bearing on 

the way learners behave. 

 

Classrooms should be organised to develop independence and personal initiative. Furniture should be 

arranged to provide an environment conducive to on-task behaviour. Materials and resources should be 

arranged to aid accessibility and reduce uncertainty, delay and disruption. Displays should help develop 

self-esteem by demonstrating the value of every individual's contribution, and at all times the classroom 

should provide a welcoming learning environment. 

 

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

develop the skills, knowledge and understanding that will enable the students to work and learn in co-

operation with others. 

 

Praise should be used to encourage good behaviour as well as good work. Criticism should be a private 

matter between teacher and young person and should be constructive. If a teacher has to take issue with 

a student over some aspect of their behaviour, they should not cloud the issue by allowing themselves to 

be side tracked into dealing with other manifestations of indiscipline which become evident. It is 

preferable and more effective to deal with one issue, the primary issue, at a time. Teachers should focus 

on the behaviour causing concern. It is not appropriate to comment critically about a student’s character, 

especially in front of other people, as this will lead to a worsening of relationships. Teachers should 

avoid sarcasm, ridicule, reference to past misdeeds and comparisons with other students or siblings, 

which, at the very least, will cause resentment. 

 

(See also Appendix 7 Classroom Management) 

 

8.1 Coping with aggression 

No matter how skilfully and sensitively they are managed, a small minority of students will occasionally 

engage in aggressive behaviour, which threatens the safety of other students and staff. Dealing with 

aggressive or confrontational behaviour is extremely harrowing and stressful for any teacher, no matter 

how skilled or experienced. The reasons for these outbursts may be beyond the teacher’s field of 

influence, and might derive from emotional or psychological problems. 

(See Appendix 8 Coping with Aggression) 

 

 

8.2 Support for teachers 
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Debriefing for teachers after an incident is important. It is of great benefit for the teacher to talk over the 

incident with an experienced colleague, to help think through how it was handled and identify what has 

been learned that might make it easier to deal with a similar situation next time. It is part of the support 

role of senior colleagues to make time for debriefings, either when they are approached or as soon as 

possible, ideally the same day.  

 

An over-dependence on colleagues to help in managing student behaviour can diminish a teacher’s 

confidence and self-esteem, and will reduce his or her authority in the eyes of the students. However, it 

should be recognised and accepted by all members of staff that occasionally they may need to seek 

support in behaviour matters and may need to refer a student’s behaviour to a Form Teacher, Year 

Teacher, Head of School, Head of Pastoral Care or Vice Principal. These people may have greater 

responsibility for the welfare of that student and perhaps better knowledge of his/her background which 

might be shared and thus enlighten the teacher about the underlying reasons for the poor behaviour in 

the first place. 

 

Every member of staff should feel confident and secure about asking for support and equally about 

giving it when requested.  

 

9.0 Conclusion: 

This policy should not be read in isolation but in conjunction with the school policies on: Discipline; 

Health and Safety; Pastoral Care; Communication/Complaints; Suspension and Expulsion; Anti-

Bullying; Drugs; Safeguarding and Child Protection; Mobile Phone; Relationships and Sexuality 

Education; Learning and Teaching Policy; Homework Policy. 

 

This policy will be reviewed every two years by staff and governors of St. Patrick’s Grammar School.  
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Appendix 1 

Work of the Form Teacher 

 

The Form Teacher, with a detailed knowledge of the needs, emotional development, academic progress 

and attainment of each student, is at the heart of our pastoral care system and he/she liaises closely with 

Year Heads, subject teachers and parents, to ensure the well-being and success of each student.  

 

“It is the Form Teacher who takes care, shows care, teaches care and evokes care.” (Collins 1993) 

 

Responsibilities of the Form Teacher include: 

 

• delivering and evaluating the Pastoral Care Policy; 

• signing the Home-School Compact on behalf of St. Patrick’s Grammar School and 

monitoring its implementation (see Appendix 3); 

• advising on curricular issues e.g. selecting subjects for GCSE/AS/A2; 

• liaising with colleagues, parents and external support agencies; 

• dealing with discipline - the Form Teacher is the first “point of reference” in matters of 

discipline; 

• facilitating the drawing up and display of a Class Charter for the Form Class on the Form 

Class notice board which should have a prominent position in every form Class room and 

display a photo or photos of the form group; 

• facilitating the drawing up and display of class targets in line with the recommendations of 

Investors in Pupils documentation; 

• making sure that the Classroom Code is on display and drawing attention to it from time to 

time; 

• monitoring and recording the academic and social performance of pupils; 

• guiding students in target-setting and in evaluation of their performance in examinations; 

• liaising with colleagues in activities which involve other form classes/year groups; 

• encouraging the participation of all pupils in charity appeals e.g. Christmas Hamper Appeal, 

Lenten Appeal; 

• planning, teaching and monitoring the timetabled Personal Development programme; Form 

Teachers of each year group will meet regularly, together with their Year Head, to plan and 

review the programme; 

• knowing all pupils’ aspirations and backgrounds; The Form Teacher should have information 

on each of his/her students regarding parents/guardians, any obvious home difficulties, 

disability of any kind, CAT test scores etc. This information is of course held in confidence 

but in appropriate circumstances, the Form Teacher should alert other subject teachers to 

knowledge they may need to carry out their tasks for the benefit of all concerned. A form 

period is provided so that Form Teachers can monitor pupils’ progress, maintain records and 

meet parents; 

• formally interviewing each student in the form class at least once a year - remember you 

cannot be bound to absolute confidentiality - there are matters you might have to pass on to 

someone else and this should be made clear to students; 

• encouraging and motivating pupils; 

• promoting team spirit within the class; 

• encouraging individual and group prayer; 

• accompanying the form class to prayer celebrations outside of school; 

• conducting and ensuring pupil involvement in Year Assemblies; 

• responding to individual/group successes or failures; 

• preparing and compiling progress reports for pupils; 

• advising students regarding their work on their progress file; 
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• overseeing the election of class captains, vice captains and representatives to the Student 

Council and facilitating their activities within the class; 

• identifying pupils for special awards e.g. Pupil of the Year; Best Endeavour Award etc; 

• identifying pupils who need special attention; 

• referring pupils to the school’s Counselling Service; 

• developing ways of providing opportunities for pupils to take on responsibilities; 

• encouraging pupils to participate in extra-curricular activities; 

• co-operating with and keeping the Head of Year/School informed on all relevant matters; 

• working with Year 14 Mentors, if a Year 8 Form Teacher, for the benefit of all concerned. 
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ESSENTIAL CLASSROOM BEHAVIOURS 

 

Punctuality Arrive on time, properly equipped with the necessary materials and wearing 

uniform appropriately. 

 

Good Order  Enter (exit) classroom quietly and in an orderly manner. 

 

Get ready to learn Get books out and opened – homework should be produced to be checked/marked 

or collected. 

 

Listen and learn Pay attention, demonstrate good manners, courtesy and consideration for others. 

Listen to other students who are speaking. Work in a responsible manner 

assuming responsibility for your learning. Attract the teacher’s attention in an 

appropriate way; raise your hand for permission to speak. 

 

Homework Listen carefully and record homework clearly in your Student Planner. 

 

Absence from class Students need a serious reason for asking out of class; teachers should be 

informed of intended absences from class.  
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Appendix 3 

Home-School Agreement  
To be signed at the commencement of each academic year. 

 

The central aim of St. Patrick’s Grammar School is to develop fully the potential of each student. We 

strive to promote a broad, balanced range of learning experiences in an atmosphere of mutual respect 

and trust, based on gospel values and the De La Salle ethos. 

We stress traditional values of good conduct and high achievement, while also seeking to prepare 

students to be ready to accept their responsibilities of belonging to the wider community. 

We believe very strongly in the triangular partnership involving pupils, parents and the school. This 

document sets down the expectations we have as a school and our commitment to your son/daughter. 

 

St. Patrick’s Grammar School undertakes to: 

• care for your son/daughter’s safety and well-being; 

• provide a broad, balanced curriculum that meets the individual needs of each student;  

• encourage high standards of teaching and the expectation that all students should achieve results 

in line with their abilities and commitment;  

• ensure the setting and marking of homework on a regular basis;  

• provide continuing Form Teacher support and advice throughout a student’s education at school;  

• provide a Personal Development Programme, a careers education and counselling service, the 

acquiring of study skills and opportunities to reflect upon making appropriate choices in a range 

of moral, social and health related matters;  

• be a Healthy-Eating School;  

• provide regular opportunities for parents to discuss their son/daughter’s progress with their Form 

Teacher, Subject Teachers and/or Head of Year;  

• encourage high standards of behaviour by building good relations and developing a sense of 

responsibility;  

• keep you informed about general school matters and your son/daughter’s progress;  

• keep the school environment in good order;  

• be open and welcoming at all times and offer you the opportunity to become involved in the life 

of the school.  

 

Signature_________________________________________(Form Teacher) 

On behalf of St. Patrick’s Grammar School 

 

 

As parents, I/we undertake to: 

 

• support the school in seeking to achieve the highest standards of work, behaviour and appearance 

at all times, in school, while participating in school related activities and while travelling to and 

from school, in accordance with school policies;  

• ensure that all set homework and class work are completed to the best of my son/daughter’s 

ability;  

• see that my son/daughter attends St. Patrick’s Grammar School regularly, on time and properly 

equipped for classes; 

• make the school aware of any concerns that might affect my son/daughter’s work or behaviour; 

• see that my son/daughter complies with the school uniform requirements and is in full school 

uniform when travelling to and from school; 

• ensure that an up to date and tidy Student Planner is maintained which I will sign on a weekly 

basis; 

• monitor my son/daughter’s use of social networking sites, particularly with regard to references 

to other students or staff of the school;  
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• ensure that all school books are kept in good condition and free from graffiti and that textbooks 

are handed back in good condition at the end of the academic year, or when requested; 

• avoid taking holidays during term time, recognising that all absence from school has a 

detrimental effect on learning; 

• attend Parents’ Evenings and consultations about my son/daughter’s progress and performance; 

• do my best to ensure my son/daughter respects the school’s policies with regard to health and 

safety: that no cigarettes, tobacco, vaping materials, alcohol or other drugs are brought to school 

(prescribed medication with GP’s letter to Principal only; over the counter medication with 

parent’s letter to Year Head and Form Teacher only); that no item which may be deemed as 

dangerous (including fireworks, ‘bangers’, ‘snaps’) is brought to school, or any school related 

event, or on transport to and from school; that the school’s Healthy Eating Policy is supported 

and that my son/daughter does not bring nut products to school; 

• get to know about my son/daughter’s life at school. 

 

Signature(s)______________________________________ 

      ______________________________________ 

 

As a student, I shall: 

 

• attend school regularly and on time; 

• bring all the equipment I need every day; 

• complete all my class work and homework as well as I can; 

• wear the regulation school uniform in school and when travelling to and from school; 

• abide by the school rules and procedures; 

• respect others in the school community by fostering a caring, considerate attitude, not only while 

I am in school but also when I use social networking sites and other electronic forms of 

communication; 

• allow teachers to teach and other students to learn; 

• respect the school environment, including books, equipment and resources; 

• respect the school’s policies with regard to health and safety: ensure that no cigarettes, tobacco, 

vaping materials, alcohol or other drugs are brought to school (prescribed medication with GP’s 

letter to Principal only; over the counter medication with parent’s letter to Year Head and Form 

Teacher only); ensure that no item which may be deemed as dangerous (including fireworks, 

‘bangers’, ‘snaps’) is brought to school, or any school related event, or on transport to and from 

school;  

• respect the school’s Healthy Eating Policy; never bring nut products to school; 

• show courtesy to school staff at all times. 

 

Signature: __________________________________Date:_____________ 
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Appendix 4a 

Disciplinary Procedures 

 
The discipline procedures in St. Patrick’s are based on the belief that students need to take responsibility 

for, and learn from the consequences of, their own behaviour.  The formal sanctions outlined below are 

an incremental response to patterns of negative student behaviour, though on occasions they may be 

needed for single incidents.  It is essential that all members of staff apply these consistently, in a 

collegiate manner to ensure that good discipline is maintained throughout the school.   

 

Situation Action available to staff To be dealt with by 

Academic 

Behaviour: Poor 

preparation - 

Materials etc. 

First time: A quiet word, seeking an 

explanation and exploring 

consequences. Name recorded in 

Lesson Monitor – no demerit. Note in 

homework diary for parents to sign.  

Second time: Record on Lesson 

Monitor. Issue Lunchtime Detention 

for years 8 – 12. 

Years 13/14 – issue After School 

Detention. 

Third time: Record on Lesson 

Monitor. Issue After School Detention. 

Repeated offences: 

Weekly Report – monitoring of 

student. 

Meeting with parents. 

Class Teacher (CT) 

 

 

 

 

 

 

CT/Head of 

Department (HoD) 

CT/ HoD/ Year Head 

(YH) 

 

Form Teacher (FT)/ 

(YH)FT/ YH/  Head 

of    School (HoS) 

Academic 

Behaviour: Work 

not done/ 

Incomplete/ 

Unsatisfactory/ 

Underachievement 

First time: A quiet word, seeking an 

explanation and exploring 

consequences. Opportunity to get work 

completed. Name recorded in Lesson 

Monitor  - no demerit and teacher 

writes note in homework diary for 

parents to sign. 

Second time: Record on Lesson 

Monitor. Issue Lunchtime Detention 

for years 8 – 12. 

Years 13/14 – issue After School 

Detention. 

Third time: Record on Lesson 

Monitor. Issue After School Detention. 

Repeated offences:  

Weekly Report – monitoring of 

student. 

Meeting with parents. 

Inset Day Detention to complete 

assignments. 

CT 

 

 

 

 

 

 

 

CT/ HoD 

 

CT/HoD/YH 

 

 

FT/ YH 

 

YH/ HoS 

Behaviour: Lateness 

to school 

First time: Late book completed; ‘L’ 

noted on lesson monitor; explanation 

sought and consequences explored. 

Second time: Late book completed; 

‘L’ noted on lesson monitor; 

explanation sought and warning re. 

consequences issued. 

Year Head/ VP or 

Assistant Principal 

(AP) and FT 

Year Head/ VP or      

Assistant Principal 

(AP) 

Year Head/ VP or      
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Third time: After School Detention 

issued when lateness is due to personal 

failure to ensure punctuality.  

Repeated offences: Phone call to 

parents. Meeting with parents. 

Assistant Principal 

(AP) 

FT/Year Head 

FT/Year Head/ 

Head of School/AP 

Behaviour: Uniform 

 

 

 

 

 

 

 

Haircut 

 

Reminder of rules – request to comply. 

Referral of student to FT. 

Repeated offences: 

Issue Lunchtime Detention. 

Issue After School Detention. 

Letter to parents. 

    Meeting with parents.  

 

First offence of the school year – 

warning to student and letter sent  

home by Year Head. 

Second offence of the school year YH 

will set detention. 

Third offence of the year, as above and 

parent requested to come to school for 

meeting with Head of Pastoral Care.  

Fourth offence of school year – 

detention set and parent invited to meet 

with VP. 

All Staff 

All Staff 

 

All Staff/YH 

FT/YH 

FT 

FT/ YH/HoS 

Behaviour: 

Smoking/Vaping or 

bringing related 

items to school/on 

school transport 

Reminder of school rules. 

Issue After School Detention. 

Letter to parents. 

All Staff 

All Staff/YH 

FT/ YH/HoS 

Behaviour: bringing 

banned or 

dangerous items 

items to school/on 

school transport 

Reminder of school rules. 

Issue After School 

Detention/Suspension/Expulsion 

depending on seriousness of incident. 

Letter to parents/meeting with parents. 

Inform PSNI if necessary. 

. All Staff 

All Staff/YH 

FT/ YH/HoS 

Head of Pastoral 

Care/VP/Principal 

 

Behaviour: 

Disrespectful/ 

inappropriate 

/dangerous/disrupti

ve 

Establish facts of incident and record 

using Incident Report Form.  

Inform FT, YH and/or HoS. 

Issue detention, lunchtime/ after 

school/INSET depending on nature of 

incident. If sufficiently dangerous, 

resulting in harm or potential harm to 

another person, after discussion with 

VP and Principal, suspension from 

school may be the consequence. 

All Staff 

 

All Staff 

All staff FT/YH 

 

 

 

 

VP, Principal 

Behaviour: Fighting  Establish facts of incident and record 

using Incident Report Form.  

Inform FT; YH; H of S; Head of 

Pastoral Care. 

After school detention; INSET day 

detention or suspension may be 

applied. 

All Staff 

 

All Staff 

 

FT/YH/HoS/AP/ 

VP/ Principal 

Behaviour: Bullying Establish facts of incident and inform All Staff 
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FT. 

Inform YH/H of S/ Head of Pastoral 

Care who will complete Bullying 

Concern Assessment Form and 

determine actions to be taken, perhaps 

in consultation with VP and Principal. 

Parents informed. Mediation may be 

appropriate. Detention or suspension 

from school may be issued. 

If a student commits an act which 

causes serious harassment or distress to 

another student or member of staff, the 

ultimate sanction may be permanent 

exclusion. 

 

FT 

FT/YH/HoS/ 

Head of Pastoral 

Care/ VP/ Principal 

Behaviour: Mobile 

Phone used in 

school day 

If a member of staff is aware that a 

student has his/her phone switched on 

during class time, it will be 

immediately confiscated, placed in a 

secure location and, if it is the first 

occasion of such an offence, it will be 

returned to the student at the end of the 

school day; it will be the responsibility 

of the student to see the member of 

staff to collect it.  

Persistent refusal to keep the phone 

switched off and out of sight will result 

in after school detention.  

Where there is persistent breach of 

rules, following a clear warning, the 

Principal or Vice-Principal may 

impose an outright ban on the student 

bringing a mobile phone to school; this 

may be for a fixed period or a 

permanent ban.  

When a mobile phone interrupts an 

internal school examination after 

school detention will be issued. 

All Staff 

 

 

 

 

 

 

 

 

 

FT 

FT/YH/HoS 

 

Head of Pastoral 

Care/ VP/ Principal 

 

 

 

 

All Staff 

FT 

FT/YH/HoS 

Behaviour: Misuse 

of Electronic media 

Establish facts of incident and record 

using Incident Report Form. 

Inform FT. 

Inform YH/H of S/ Head of Pastoral 

Care who will determine actions to be 

taken, perhaps in consultation with VP 

and Principal. Parents informed. If the 

incident involved the use of a mobile 

phone during the school day/activity, 

the phone may be immediately 

confiscated and placed in a secure 

location to be returned to the student’s 

parents/guardians at a meeting with the 

Principal, Vice Principal or the 

relevant Head of School, to discuss the 

school’s policy, the student’s breach of 

All Staff 

 

FT 

FT/YH/HoS/ 

Head of Pastoral 

Care VP/ Principal  
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it and sanctions to be imposed.  

Where it is deemed necessary to 

examine the contents of a mobile 

phone (e.g. messages, emails, pictures, 

videos, sound files) this will be done 

by a senior member of staff. The action 

will be properly recorded in case it 

later becomes evidence of criminal 

activity. The record will include the 

time, details of who was present when 

contents were examined and what was 

found. Detention or suspension from 

school may be issued. 

If a student commits an act which 

causes serious harassment or distress to 

another student or member of staff, the 

ultimate sanction may be permanent 

exclusion. 

Behaviour: Late 

arrival to classes/  

not attending  

classes 

Interview student to find out reasons. 

Inform YH/H of S/HPC. 

Issue Lunchtime Detention (late 

arrival). 

Issue After School Detention (failure to 

attend class; repeated late arrival). 

Letter to parents. 

Meeting with parents. 

CT 

CT 

CT 

 

CT/YH/FT 

 

FT/YH 

FT/YH/H of S 

Behaviour: 

Unexplained  

absences/ truanting 

Letter to parents. 

Inform YH /HoS/ HPC 

FT/YH 

YH/H of S 

HPC/EWO 

Behaviour: Damage 

to property 

Report incident using Incident Report 

Form. 

Issue After School Detention. 

Removal of a privilege if appropriate. 

Payment made by student in line with 

charging policy. 

All Staff 

 

All staff/YH/FT 

FT/ YH/HoS 

Bursar 
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ST. PATRICK’S GRAMMAR SCHOOL 

INCIDENT REPORT  
 

Student: ______________________________________________Form Class:_____ 

 

 

 

 

 

 

 

 

Nature of Incident (please circle or note in space 

below): 

 

Injury to another pupil 

 

Fighting  Damage to property 

 

Truancy  Attitude 

 

Disruption  Breach of school rules 

 

Disobedience Other 

 

 

________________________________________

 Date and Time of Incident:____________________ 

 

 

Location:  

____________________________________________ 

 

Names and classes of others involved or witnesses to incident: 

 

_____________________________________________________

_____________________________________________________

_____________________________________________________

_____________________________________________________

____________________________________________________ 
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Please attach to student’s SIMS file and pass a copy to the Head of Year/ Head of School 

as appropriate. 
 

 

 

 

Appendix 5 

THE DETENTION SYSTEM 

 

The use of detention by teachers must be seen to be fair, consistent, incremental and commensurate with 

a student’s inappropriate action.  There must be a common approach by all staff.  It is extremely 

important that class teachers document carefully all breaches of discipline – recording offences, dates 

and details on SIMS.NET.  

 

The Detention Process will be more effective if used sparingly. 

 

 (1) After school detention will be held from 3:25pm until 4:25pm on the last full working day of the 

school week. There will also be a system of Inset Day and School Holiday Detention. Lunchtime 

detention will be held during first lunch for Years 8 to 11 and during second lunch for Year 12 students. 

Venue and time will be announced at the beginning of each academic year. Lunchtime detention will not 

be scheduled for Year 13 and Year 14 students. Teachers can arrange personally supervised lunchtime 

Outline of Incident: 

 

Intended Action: 

 

 

Name of teacher reporting incident:  
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detention for these year groups. Official lunchtime detention slips must be completed and detentions 

recorded on Sims.Net so that accurate records can be kept.  

(2)   The detention slips are self-carbon triplicates: 

 

• The Top or ‘Parent’s copy’(White) 

• The Middle or ‘Reception copy’(Pink) 

• The Bottom or ‘Form Teacher’s copy’(Blue) 

 

(3)  The slips are designed to allow the following information to be recorded: 

 

• the student’s name and form class; 

• the date of issuing the detention; 

• the date of the detention session; 

• the reason for the detention – academic behaviour or behaviour; 

• the work set for the student during his detention; 

• whether it is a Lunchtime, After School or Inset day detention; 

• teacher’s signature; 

• parent’s signature; 

• supervisor’s signature. 

 

Members of staff can keep a secure supply of detention slips for their use. 

 

The issuing teacher: 

 

• fills in the top sheet of the detention slip. In the case of an After School detention being issued 

for behaviour, the teacher issuing the detention must have the slip countersigned by the student’s 

Year Head. In the case of an After School detention being issued for academic behaviour, the 

teacher issuing the detention must have the slip countersigned by the Head of Department and 

inform the student’s Year Head of the application of the sanction. He/she gives the student the 

top part (white) to take home for his parents to sign. The student will bring this white slip to the 

detention session with him/her. If more than one detention is being issued, each detention must 

be issued and recorded separately.  

• gives the middle copy (pink) to the staff at reception who place the slip(s) in the appropriate 

envelope(s) in the detention box and upload the information to SIMS.NET. 

 

• places the bottom copy (blue) into the pigeon hole of the relevant Form Teacher; who checks to 

make sure that the student has not been placed on detention for that date by another teacher. If 

there is a clash of dates then one of the dates has to be changed. 

 

• records the details on the Student’s SIMS.NET file in CLASS and ticks the check box on the 

detention slip. 

 

• retrieves the set work from the student, marks and returns the set work to the student  

 

The teacher in charge of a detention session: 

 

• collects the relevant detention slips from Reception; 

• checks student attendance and takes the register on SIMS.NET;  

• informs the relevant Head of Year of absentees by stamping the pink slip that contains the 

detention details and returning this slip to the Head of Year. (The Head of Year and the Form 

Teacher will decide whether to simply re-issue the student with a new date for the detention or in 
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the case of a student deliberately failing to report for detention, a new date along with a 

lunchtime detention or another after school detention); 

• supervises the set work ensuring that the set work is clearly identified in the students’ exercise 

books as detention work; 

• signs the top detention slip (white), staples the matched top and middle copies (white and pink) 

together, places them in the relevant dated envelope and returns the detention box to Reception. 

The slips are filed by administrative staff, in the student’s personal file. 

 

The Pastoral Teams will at their monthly meetings monitor the number of detentions issued in a year 

group and the reasons for the detentions.  The Heads of School will monitor and evaluate the process 

and the pattern of detentions at their weekly meeting with VP and Head of Pastoral Care.  

 

If within one academic year, a student has been issued with three after school detentions, the Form 

Teacher will interview the student to discuss the reasons for the detentions.  

 

If a fourth after school detention is later issued the Form Teacher will contact the parents/guardians of 

the student to alert them to our concerns.  

 

If a fifth after school detention is issued, the parents/guardians of the student will be invited into the 

school to meet with the Head of Year and the Form Teacher and the student will be placed “On Report”.  

 

If a sixth after school detention is issued, the student will be placed on Inset Day/School Holiday 

Detention by the Head of Year.  

 

If a seventh after school detention is issued the student and his/her parents will be invited to meet with 

the Principal and VP or Head of Pastoral Care and the student will be considered for at least a one day 

suspension from school. On return from suspension a student will be expected to provide a written 

commitment to improve his/her behaviour. Parents/guardians will be asked to witness such a declaration. 

 

If a student has been suspended through the above process and on his/her return to school, is again 

placed on after school detention, the student will enter the process at the fourth stage and his/her Form 

Teacher will contact his/her parents/guardians. If the process progresses to a seventh after school 

detention the student will be in line for a suspension from school of up to three days. On the student’s 

return to school a written guarantee of improved behaviour will again be required. 

 

If the student is again placed on after school detention he/she will enter the system at the sixth stage 

which is Inset Day/School Holiday Detention. If the student reaches the seventh stage he/she will be in 

line for up to five days suspension from school. On return to school the student will again be required to 

sign a guarantee of improved behaviour.  

 

If the student is again placed on after school detention he/she will be considered for expulsion by the 

Board of Governors.   

 

The Principal will be informed of detention details and trends through meetings with VP and Head of 

Pastoral Care and through the minutes of Pastoral Team meetings. 

 

Inset Day/School Holiday Detentions can only be issued by the Principal, Vice Principal, Head of 

Pastoral Care, Heads of School and Heads of Year. 
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Appendix 6 

 

ON REPORT SYSTEM 

 

The aim of the ‘On Report’ System is to promote appropriate student behaviour in the classroom and 

throughout the school. To achieve effective behavioural change we need to ensure that the principles 

underpinning this On Report System are designed to have: 

 

• Specific Task Demands 

• Observable Task Demands 

• Positive Task Demands 

 

The Year Head and the Form Teacher, will set appropriate targets and draw up the report card on Lesson 

Monitor, for all of the student’s teachers to complete. The On Report record system stresses a range of 

desirable classroom behaviours and the corresponding undesirable behaviours. 

 

The on-report system will hopefully prove to be a powerful strategy for bringing about change in student 

behaviour. There will be times when change will not occur or will not be sustained and, in such 

situations, the on-report system will not have fulfilled its basic function. However, the information 

collected will contribute to the overall assessment of the student and will provide data for further 

problem analysis and, if need be, intervention. 

 

A strength of this system will be in the range of behaviours included. It is unlikely that a student will be 

negatively evaluated on all areas and that will give us something to build upon and enlarge through 

engagement with the student in discussion of the positive behaviour.  

 

Generally, students will be ‘on report’ from Monday to Friday. Students can only be placed on report by 

their Form Teacher, Head of Year or Head of School. If a teacher wants a student placed on report the 

teacher must first discuss the matter with the appropriate Form Teacher. 

 

Before a student is placed on report the Form Teacher will contact the parents of the student and discuss 

the matter with them. 

 

When the student has completed his/her week on report and if there is no improvement noted the Form 

Teacher can decide to place the student on report for a second week. Parents are informed again. If there 

is no improvement at the end of the second week the Form Teacher invites the parents into school for a 

meeting. At this stage the Head of Year is involved. 

 

The student is placed on report again and this is monitored by the appropriate Head of Year. If at the end 

of this period there is no improvement, the matter is passed to the Head of School who decides what 

action is now to be taken. 

 

Throughout this process the Form Teacher keeps the Head of Year and Head of School informed as to 

which students are on report. 

 

The progress of students who are on report is monitored by Heads of School and is a standing item on 

the agenda at the Head of School weekly meeting with the Head of Pastoral Care and the Vice-Principal. 
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Appendix 7 

CLASSROOM MANAGEMENT 

 

Teachers can help to create a positive, caring ethos within the classroom by: 

 

Actively promoting good relationships with the pupils: 

• Arriving punctually to lessons; 

• Receiving the pupils in a friendly, welcoming manner; 

• Engaging the pupils in informal conversation before the start of the lesson; 

• Addressing the pupils by their first name; 

• Ensuring that learning takes place in a secure, attractive environment which should include 

displays of student’s work. 

 

Actively promoting the personal and social development of the pupils: 

• Providing opportunities for all pupils to have the degree of challenge and support which will help 

them learn, and to experience success; 

• Allowing pupils to co-operate with one another on shared tasks; 

• Encouraging pupils to exercise choice, act responsibly and show initiative; 

• Providing regular feedback to the pupils, as a class and individually; 

• Giving praise and encouragement as appropriate; 

• Welcoming and respecting the suggestions and opinions of the pupils. 

 

Planning and Preparation 

 

“Planning can be considered effective when there are clear and realistic objectives for teaching and 

learning within a broad and balanced programme.” 

 

Teachers can further help to ensure that their planning is effective by: 

• Taking into account the time, accommodation and resources available; 

• Arranging the classroom environment, including layout, to minimise the possibility of common 

behaviour problems occurring; 

• Using a range of teaching strategies and tasks appropriate to the pupils’ differing abilities; 

• Devising activities which will challenge the pupils, and, importantly, enable all routinely to 

experience a measure of success; 

• Ensuring continuity and progression in the pupils’ experiences; 

• Using prior achievement and the outcomes of assessment to influence the nature and level of the 

tasks; 

• Making full use of resources available within or adjacent to the school; 

• Devising practical tasks which enable the pupils to gain relevant experiences at first hand. 

 

Teaching Approaches 

 

“Teaching can be considered effective when it incorporates methods which accord with the situation 

and the time available, and which meet the needs of the pupils.” 

 

Teachers can further help to ensure that their teaching is effective by: 

• Having realistically high expectations informed by knowledge of the pupils; 

• Calling the class to order without fuss and starting the lesson on time; 

• Detailing learning intentions for the lesson and agreeing success criteria with pupils; 

• Ensuring students see where the lesson ‘fits’ in the context of the unit of work being studied; 

• Reinforcing prior learning before progressing to the next stage of learning; 

• Giving clear instructions and making sure that they are understood by all; 
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• Matching tasks to the range of needs and abilities of the pupils; 

• Pacing the lesson so that the work is covered and best use is made of the time; 

• Moving about the classroom, anticipating needs, monitoring and extending the pupils’ work and 

maintaining order without disturbing the pupils’ application and concentration; 

• Using a suitable range of questions to challenge all the pupils and to provoke thoughtful 

responses; 

• Asking questions in a way which probes pupils’ understanding in order to inform the next steps 

in teaching and learning; 

• Encouraging the pupils’ thinking skills and responding thoughtfully and constructively to 

suggestions and responses which challenge ‘the accepted way of doing things’; 

• Giving positive feedback on achievements and behaviour; 

• Setting appropriately targeted homework to reinforce lessons, and marking it constructively so 

that pupils are clear about what they need to do to improve; 

• Bringing the lesson to an orderly and satisfying conclusion, in a way which consolidates what 

has been achieved and looks forward to the next stage in learning. 

 

Routines 

 

Well established and clearly understood routines, which the pupils associate with a particular member of 

staff or subject, provide them with a secure, orderly and familiar framework within which to work. 

These routines help to avoid uncertainty, confusion and inappropriate behaviour. While classroom 

routines are important for everyone, they are of particular importance, and should always be adhered to, 

for any pupil in the class who has autistic spectrum disorder, including Asperger’s Syndrome. Routines 

which teachers have found helpful include the following: 

• A system which enables the teacher to get to know and remember the pupils’ first names; 

• A procedure for lining up outside the classroom, entering, moving about and leaving in an 

orderly manner; 

• A familiar arrangements of furniture, materials and equipment, which enables the pupils to move 

about the classroom and access resources quietly and with the minimum of fuss; 

• The regular involvement of pupils in everyday tasks, such as collecting and distributing books 

and other materials, and recording information on a wall chart or computer database; 

• A policy for setting out written work, to encourage neatness and care; 

• Consistency in the marking of written work, to help pupils understand their mistakes and be able 

to correct them, using clearly established procedures; 

• A means of ensuring that materials and equipment distributed to the pupils at the start of the 

lesson are returned at the end. 
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Appendix 8 

COPING WITH AGGRESSION 

 

No matter how skilfully and sensitively they are managed, a small minority of pupils will occasionally 

engage in aggressive behaviour, which threatens the safety of other pupils and staff. Dealing with 

aggressive or confrontational behaviour is extremely harrowing and stressful for any teacher, no matter 

how skilled or experienced. The reasons for these outbursts may be beyond the teacher’s field of 

influence, and may derive from severe emotional or psychological problems. 

 

In any aggressive or confrontational situation it is much more effective, and considerably less stressful, 

if members of staff learn to recognise the triggers which signal a potential confrontation and attempt to 

avoid it (while retaining control of the situation), or to reduce the impact of it 

 

Defusion and De-escalation 

 

Defusion and de-escalation are valuable strategies used to prevent or to reduce the impact of 

confrontations or aggression. They form part of a spectrum of dealing with difficult behaviour, 

depending on the seriousness of the incident. 

 

defusion     - de-escalation    - crisis management 

 

Defusion techniques are most useful as soon as the teacher identifies early warning signs or ‘triggers’ 

which indicate that a problem is likely to develop. The most frequently used strategies are: 

 

Interruption:   the teacher interrupts the undesirable behaviour 

 

Redirection:   the teacher re-directs the pupil(s) to an acceptable task 

 

Distraction:   the teacher tries to distract the pupil’s attention to something else 

 

Humour:   the teacher tries to lighten the situation by introducing humour 

 

Ignoring:   the teacher chooses to ‘tactically ignore’ the behaviour 

 

‘Slow down’ Approaches the teacher talks in a slow, deliberate voice using calming gestures to 

manipulate the responses of the individual and to slow down the pace of 

the interaction, eg “Let’s consider that possibility for a moment .” 

 

A combination of the strategies above can be used successfully: 

 

Interrupt – redirect – praise behaviour 

 

Despite best endeavours, however, the situation may deteriorate, or indeed start from a position where 

defusion is not a sufficient response. When confronted with aggressive behaviour, teachers have found 

the following approaches generally to be helpful. 

 

• Keep the emotional temperature as low as possible and address the pupil calmly and quietly; 

• Use the pupil’s first name frequently; 

• Maintain eye contact with the pupil (but avoiding staring, which may be perceived as 

confrontational); 

• Avoid any sudden gestures or movements which might be interpreted as aggressive, as this will 

raise the emotional temperature; 
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• Avoid humiliating the pupil and exacting public retribution from the pupil- if possible enable 

him/her to withdraw graciously without losing face; 

• Identify in advance reliable members of the class who may be sent to summon help. 

 

De-escalation strategies are designed to calm an agitated or angry person by ‘taking the heat’ out of a 

situation or an interaction. Individuals who are angry or upset – adults or children – tend to speak loudly 

and rapidly and make decisions quickly. Reacting in the same way tends to escalate the conflict. It is 

therefore important to speak slowly and deliberately, using calming gestures. Some specific strategies 

are outlined below: 

 

Assertive “I” Messages 

 

Assertive “I” messages help you control what you are saying. They have three elements. 

• Unacceptable behaviour is described in a non-blameful way; 

• Concrete, tangible effects of the behaviour for you and others present are clearly stated; 

• You describe how you feel. 

 

Assertive “I” messages are less confrontational to the angry pupil, and help the teacher to remain in 

control. 

 

For example “If you shout at me or keep interrupting me, I can’t do my job properly, and that is unfair to 

other pupils in the class, and we all get annoyed.” 

 

“Broken Record” Technique 

 

The “broken record” technique is a useful strategy to help maintain focus on the original issue and avoid 

getting sidetracked into the pupil’s agenda. It is especially useful when a pupil is slow to respond, fails 

to respond or refuses to respond to an instruction or request. The teacher merely repeats his/her initial 

instruction or request and does not respond to any irrelevant issues (“red herrings”) the pupil may 

introduce. 

 

Active Listening 

Active listening is a useful technique to help clarify the problem while at the same time communicating 

to the pupil that you are taking his/her concerns seriously. (The angry pupil’s attempts to communicate 

may well be muddled and confusing). 

 

For example, “you’re annoyed because you think you’re being unfairly treated”. 

 

Acknowledge the Pupil’s Anger 

 

Acknowledging anger again helps to communicate that you are empathising with the angry pupil and 

genuinely concerned to help him/her resolve the problem. 

 

For example, “I can see that you’re angry …….” 

 

Physical Restraint 

 

The responsibility of staff in dealing with a potentially aggressive pupil is always to safeguard the other 

pupils and themselves, and also to consider the safety of the offending pupil. It may be necessary to use 

physical restraint on a pupil, in order to protect all concerned, including the pupil, and to avoid damage 

to school property; the Department’s Circular 1999/9 on the use of reasonable force, offers guidance on 

dealing with situations where pupils need to be physically restrained.  

Restraining Students - Safe Handling: 
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On rare occasions, teaching or support staff may have to, in carrying out their responsibilities, use 

reasonable force to restrain or control a student. Reasonable force can be used to prevent a student 

from committing an offence, causing personal injury to or damage to the property of any person 

(including the student himself). 

 

Guidelines on use of reasonable force: 

• Before intervening physically, other strategies should have been used; 

• The student should be told to stop his/her behaviour and what is going to happen if he/she does 

not; 

• Staff member should continue to talk to the student throughout and make it clear that 

physical contact will stop as soon as it ceases to be necessary; 

• Staff should never give the impression that they have lost their temper or that they are acting to 

punish the student; 

• Depending on the size of the student, it might not be prudent for a member of staff to intervene 

(except in an emergency) without the help of a colleague; 

• Examples of reasonable force might involve staff physically interposing between students, 

blocking a student's path, holding, pushing, pulling, leading a student by the arm, placing a 

hand in the centre of back. 

 

Holding a student round the neck or by the collar, slapping, punching or using any implement, 

throwing any object at the student, or twisting or forcing limbs can NEVER be justified. 

 

 


