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Dulwich Prep Cranbrook is committed to establishing and maintaining high 
standards of behaviour in all aspects of school life and throughout the school 
community.  This will promote a positive and friendly environment in which all 
pupils can benefit both pastorally and academically through consideration for 
others.    
  
Behaviour includes personal standards, self-discipline, manners, politeness, 
respect, pride, general conduct and attitude.  
 
The purpose of this policy is to ensure that all members of staff, teaching and 
non-teaching, parents and pupils show respect and courtesy towards each other.  

 
This document also summarises the legal powers and duties that govern 
behaviour and attendance in school and explains how they apply to teachers, 
governing bodies, pupils and parents. Department for Education non-statutory 

Government commissioned (March 2017) have 
been consulted for this policy.) 
 
This policy outlines an approach for all staff to follow. The Senior Management 
Team will encourage a culture of respect by supporting the authority of members 
of staff to discipline pupils and ensure that this happens consistently across the 
school. All teachers will be expected to take their part in managing and improving 

 

Notes regarding behaviour, and other concerns about a pupil, are recorded by 
staff in t   

 

(see Educational Contract between School and Parents), and to encourage their 

children to show respect for others. The School values a close relationship with 

parents and encourages parents to work in partnership with the School to assist in 

maintaining high standards of behaviour both inside and outside of School. In 

such as attendance and punctuality, behaviour and conduct, uniform/dress and 

appearance, standards of academic work, extra-curricular activities and prep.   

 

All members of staff are expected to model professional, respectful and courteous 
behaviour at all times. (see Staff Code of Conduct, part of the Safeguarding Policy) 
 

The Headmaster and Governors will deal with allegations against teachers and 

Safeguarding Policy. This will be conducted in a way that protects the pupil and at 
the same time supports the person who is the subject of the allegation. 
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School Rules 

no one has the right to make anyone else unhappy.  Children are encouraged to 
be kind and thoughtful to others at all times and to treat other people as they 
would like to be treated themselves. The complete set of school rules is listed at 
the rear of the Prep Book (available to Years 7 and 8 on the dashboard of the iNet). 
Children in Years 5 and 6 have a new Prep Book at the beginning of the school 
year. 

All boys and girls, however young, should remember that it is they themselves 
who make the School and that the School will be judged by their behaviour 
wherever they are.  

Below is a list of school rules which children are expected to follow: 

(These rules are also printed books and are available to Years 7 
and 8 on the dashboard of the iNet) 

1. To protect yourselves and others from injury, no dangerous articles should be 
brought to school and there must be no fighting. The equipment in the 
Laboratories, Subject Rooms and Halls must not be touched without 
permission. 

2. 
damage should be reported immediately.  Swapping is not allowed at school. 

3. There should be no ball games inside any building other than the Sports Hall. 
Children should not use the Sports Hall apparatus without the permissions of 
an adult who will be there to supervise the activity. 

4. Children should stay within designated school boundaries as laid down by the 
school. Children should never leave the grounds unless they are supervised by 
an adult. 

5. For reasons of safety, running in the corridors is not allowed. 

6. Any medication to be administered during the school day should be taken to 
the Medical Centre in Upper School by the parent/carer bringing into school, 
where a consent form must also be signed. In Little Stream, they should be left 
with a Matron and a consent form also signed with instructions of when they 
are to be given. 

7. School uniform should be adhered to and children should always try to look 
tidy around school. 

8. Chewing gum is not allowed. Sweets should not be brought into school for 
snacks. 
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9. Make-up, including nail varnish, and jewellery, are not allowed. Girls may wear 
small plain stud earrings. Double piercings are not permitted. 

10.  Mobile phones, iPods, cameras, portable games devices, devices which 
connect to the internet and other valuable items are not allowed at school 
unless they are specifically provided by the school for use by the students 
(e.g.iPads/laptops). 

Structure of Responsibility for Behaviour within the School 

All members of staff are involved in ensuring good behaviour at Dulwich Prep 
Cranbrook and set good examples in dress, conduct and manners.  There is an 
underlying pyramid structure to ensure good discipline which should be used if a 

 
 
Form Teachers and Tutors (Year 7 and Year 8 only) should be consulted first, 
followed by the Head of Year.   
 
Serious breaches of discipline in Nash House and Little Stream can be referred to 
the Head of Nash House or the Head of Little Stream. 
 
In Upper School members of staff may refer pupils to the Assistant Head Pastoral.  
He in turn can consult the Headmaster.  

Expectations of Behaviour  

Pupils are expected to: 
 

 Show consideration to others. 

 Maintain a high standard of manners: saying 
 

 Put a hand up when answering questions during lessons rather than call 
out and to listen to others without interrupting. 

 Speak out, but not to shout out responses uncontrollably. 

 Follow instructions the first time they are given and do as asked without 
querying the instruction. However, it is understood that some pupils will 
need to ask to have some instructions repeated. 

 Address members of staff respectfully. 

 Speak to adults courteously and to keep hands out of pockets. Staff shall 
be addressed politely by their names. 

 To wait in an orderly way in the lunch queue and at any other time whilst 
waiting for food, e.g. break-time and after-school snacks. 
 

Classroom Management  
 
Good learning skills required in later years are encouraged, such as the following: 
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 Pupils are expected to be at the classroom ready to begin all lessons 
promptly. 

 If a pupil wishes to move around the classroom, he/she should ask the 
teacher first. 

 If a member of staff is not present, pupils should get out a reading book 
and read quietly. 

 Pupils are reminded not to interfere with any equipment, books or private 
property in the teaching room. 

 Pupils should always complete work to the best of their ability and re-do 
work which does not reach the required standard if necessary. 

 At the end of relevant lessons, pupils will leave when dismissed and make 
their way quietly and sensibly to the next lesson, without running. 

 Pupils are expected to carry on working if a visitor enters the room.  
However, when the Headmaster brings visitors to the classrooms, he 
expects a pupil to greet him and tell the visitors about the lesson in 
progress.  

 Classrooms should be left in a neat and tidy manner after each lesson.  

 In Upper School, bags should be stored in classroom lockers and pupils 
should remove books and equipment for lessons three times a day. 

Between Lessons  
 
Pupils should move round the school in a quiet and courteous manner, making 
sure they walk on the left, particularly on stairways. Pupils must not run in 
corridors. 

The School Day 

General rules for arrival and departure are as follows: 
 

 All pupils should be accompanied to and from school by an adult. 

 Neat and tidy uniform, including a school coat when appropriate, will be 
worn for the journey between home and school, including after-school 
clubs and matches. (In exceptional circumstances e.g. matches, a member 
of staff may permit a pupil to travel home in alternative clothing).  

 Pupils are representing Dulwich Prep Cranbrook. They should be smartly 
turned out and show pride in their uniform. This includes school excursions.  

 Pupils living in close proximity to the School, may wish to walk to/from 
school. The School Office must be notified if parents wish for their children 
to walk, and there should be a clear procedure in place to ensure the safety 
of the child/children. This procedure must be adhered to and the School 
must be notified of any deviation to the arrangement. 

 

Arrival and Departure 
 
Children should arrive at school from 8.00 am (8.00am for Early Morning Club in 
Nash House and Little Stream).  Classrooms open in Nash House and Little Stream 
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at 8.30am. They should be accompanied by a responsible adult until school 
begins and should behave in an orderly manner around the school and in the 
classroom. In Years 5 and 6 Prep Books should be handed in daily and checked 
daily by the form teacher.  Registration takes place at the beginning of the school 
day and again at lunch-time.  As a general rule, school ends between 3.30 pm and 
4.00 pm, depending on the age of the child. Children may also attend extended 
day activities: tea, prep, clubs, sports matches. 
 

Nash House  

Arrival 

Any children arriving between 8.00 and 8.30 am must go to Early Morning Club. 
Children arriving after 8.30am should go straight to their classrooms with their 
responsible adult.  

Nash House Registration.  

In Nash House, parents sign the children in each day and the children also self-
register by moving a photograph of themselves from a good-bye board to a hello 
board. The same process is repeated at the end of the day. Each class has its own 
version of self-registration. 

Assembly  

Nash House assemblies take place twice a week and all children go to Assembly 
with their form teacher. They leave with their form teacher and lessons begin 
once the children are settled. 

Break Times 

Pupils should: 

 Stay within the fencing or within the bounds as directed by the member of 
staff.  

 Ask permission from a teacher on duty if they need to come back into Nash 
House during a break.  

 Stop as soon as the whistle blows, and listen to the teacher.  

 Line up on the second whistle and be silent.  

 Wait for their teacher to collect them and walk back to the classroom.  

Wet breaks 

The children will use the covered area outside Reception and should follow quiet, 
sensible activities supervised by the staff on duty. 

Departure 

 All pupils must be collected from the form room and parents/carers must 
sign the child out. 

 Pupils attending the after school care club will be taken to the club by a 
member of staff and will remain under supervision until a parent/carer 
arrives to collect the child. All pupils must be collected from the after 
school club by 5.30pm unless booked for extended day provision. Nash 
House pupils must be signed out from after school care club by their 
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parent/carer. 

 

5.30pm. 
 

 

Little Stream  

Arrival 

Any children arriving between 8.00 and 8.30 am must go to Early Morning Club. 
Children arriving after 8.30am should go straight to their classrooms with their 
responsible adult. 

Little Stream Registration 

All children must go to the form room to register when they arrive at school. 
Some children have an early morning club that they may attend during Assembly 
(except on Wednesday). 

Assembly 

All children go to Assembly with their form teacher. They leave with their form 
teacher and lessons begin once the children are settled. 

Break Times 

 All games should be friendly, safe and co-operative. Games which may 

throwing sticks/stones, etc.)  

 Eating and/or drinking anywhere in the school buildings is not allowed 
except under the supervision of the teacher e.g. morning and afternoon 
snack and break-time club lunches. Children should remain still while they 
eat to avoid choking. 

 Pupils should use the play equipment sensibly. They should not stand on or 
jump from the swings. For safety reasons, those pupils not using the swings, 
should remain outside the safety barriers and clear of the swings. 

 Pupils must adhere to the boundaries which may change with the seasons 
and weather e.g. the field is only available to children when the ground is 
suitable. 

 Pupils should not climb trees. 

 At the end of break, pupils should react promptly to the whistle and return 
to their classrooms, making sure they return any equipment used at break. 

 Pupils should ensure that they are dressed tidily for their next lesson. 

Wet Breaks  

 At break times, the pupils should remain in their classrooms, or the hall. and 
follow sensible activities, supervised by the teacher on duty. 

Departure 

 All pupils must be collected from the form room and parents/carers must 
make themselves known to the member of staff in the form room at the 
end of the day. 
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way the member of staff is able to acknowledge that the pupil is leaving 
with a known adult. 

 Pupils attending the after school care club or another extra-curricular club 
will be taken to the club by a member of staff and will remain under 
supervision until a parent/carer arrives to collect the child. All pupils must 
be collected from the after school club by 5.30pm unless booked in for 
extended day. 

 

Upper School 

Arrival 

Children should arrive at school between 8.00 am and 8.20 am.  

Upper School Registration   

In Years 5 and 6 
registration. Preps should be handed in to the form teacher and delivered to the 
subject teachers unless alternative arrangements have been made. 
 
In Years 5 and 6 the Prep Book is used as a means of communicating with the 

have). In Upper School Prep is sent et. Parents should 
sign the prep book each night and record the length of time that the prep took.  
Daily communications may also be written in the Prep Book or letters may be 
enclosed within the book.  It is the responsibility of the child to get their parent to 
sign the prep book each night (in Years 5 and 6). 
 

 All pupils should be reading at their desks/tables in the form room by 8.30 
am, except in exceptional circumstances. 

 The form teacher will read out the register and, in Years 5 and 6, hand out 
Prep Books and any notices. 

 Pupils should remain seated and silent during registration, responding 
appropriately and notifying the teacher of arrangements after school e.g. 
staying for prep. 

 

orderly way with the form teacher from the classroom to Assembly.  

 Pupils should be silent once they reach the double doors in front of the 
electronic notice board on their way to Assembly. 

 

should proceed quietly and in an orderly way to Year Group meetings / 
Tribe meetings / Tutor meetings, and arrive by 8.40am. 

Assembly  

Pupils are expected to attend Assembly neatly dressed.  They will enter the hall in 
a quiet and orderly way and sit in rows on the seats provided.  At the end of 
Assembly, pupils will remain seated until dismissed.  They should leave the hall in 
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silence.  

Break Times 

Pupils should be outside the school buildings at break times, unless Wet Break is 
announced.  

Pupils must not go beyond the bounds as below:  

 

 

Pupils should dress suitably when outside; a coat should be worn when 
appropriate. 

Pupils may use the astro pitch at break times only when wearing trainers and 
when a duty member of staff is present. Use of the grassed areas and pitches is 
only allowed when conditions are appropriate and permission is given. 

Pupils may enter the building to access the school office or if they need to see a 
teacher. Pupils may use the clock tower seating at break times, but the area may 
not be used for running games. 

 

 All games should be friendly, safe and co-operative. Games which may 

throwing sticks/stones, etc.)  

 Eating and/or drinking anywhere in the school buildings is not allowed 
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except for break time snacks, including birthday cakes. 

 Pupils should use the play equipment sensibly. They should not stand on or 
jump from the swings. For safety reasons, those pupils not using the swings, 
should remain outside the safety barriers and clear of the swings. 

 Pupils should not climb trees. 

 At the end of break, pupils should react promptly to the whistle and return 
to their classrooms, making sure they return any equipment used at break. 

 Pupils should ensure that they are dressed tidily for their next lesson.      
      

   Wet Breaks  

 At break times, the pupils should remain in their classrooms and follow 
quiet activities, supervised by the teachers on duty. (See duty rota) 

 Pupils may go to the library or the ICT room, if it is their turn to use the ICT 
facilities according to the break timetable. 

 
Break time supervision in all parts of the school is carried out by members of the 
teaching staff, including teaching assistants. Whilst on duty, members of staff are 
expected to cover all the designated play areas. These vary according to the 
season and weather conditions. Pupils are made aware of any restrictions to their 
play areas.  
 
The end of break is marked by a member of staff blowing a whistle and, in Upper 
School, pupils have 5 minutes to return to their form rooms to collect books in 
order to resume lessons or to go to afternoon registration. 
 
Members of staff must report any break time incidents to form teachers / tutors / 
Heads of Year / Heads of Department and write up incidents using the school 
database. 
 
Lunch, break time and after school snacks are supervised by members of the 

times, i.e. pupils are expected to line up and wait in an orderly way for the 
distribution of snacks. 
 
Members of staff are allocated duties at the end of the school day to ensure that 
all pupils leave the site safely. Members of the Senior Management Team also take 
part in the duty rota and are usually available at the end of the school day. 
 

Departure 

 Unless required to stay after school for clubs, activities or prep, all pupils 
should leave the premises promptly and sensibly, making sure they have all 
their necessary possessions with them.  

 Parents / guardians should not be kept waiting at the end of school.  

 Pupils in Year 5 and their older siblings depart from the Sports Hall Car Park. 
Pupils in Years 6, 7 and 8 depart from outside the John Leakey Hall. 
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 At the end of the day, children should be collected from their designated 
waiting place. 

 If parents have not arrived by 4.20 pm, pupils will be sent to the prep room 
 

 If parents have not arrived by 5.30 pm, pupils should go to the Dining Hall 
and remain with the boarders until their parents collect them, unless 
booked in for extended day provision. 

 Pupils must be registered for their after school activity and be registered as 
having been dismissed by the teacher in charge of the activity. 

 A member of the SMT is on duty every evening at 5.30 to care for those 
pupils not picked up. 

 

Lunchtime  Nash House, Little Stream and Upper School 
Pupils are expected to: 

 Wash hands before eating lunch. 

 Line up quietly. 

 Observe good table manners (e.g. elbows off the table, proper use of 
cutlery, no leaning across neighbours, no talking with mouth full, remain 
seated throughout the meal).  

 Talk quietly.  

 Leave the Dining Hall in an orderly fashion accompanied by a responsible 
adult (Nash House and Little Stream pupils). 

 Walk in the dining room. There should be no running. 

  

 Eat all food whilst in the Dining Hall. No food should be taken out of the 
Dining Hall to eat later, unless authorised by the teacher.  

 Be sure to have a drink. 

 The Dining Hall should be quiet when Grace is said during lunch for Nash 
House and Little Stream Children should place their hands together. 

 
In addition to the above Little Stream pupils are expected to: 
 

 Clear their place, wipe the table and replenish cups and water for the next 
classes. 

 Choose a balanced meal to include vegetables, protein, carbohydrate and 
fruit - a minimum of three colours on their plates. 

 Keep the brown chairs free: they are for members of staff to sit on. 
 
In addition to the above, in Upper School, pupils are expected to: 
 

 Line-up sensibly with their Year group in the playground when asked to do 
so by the duty staff before proceeding to the Dining Hall door. 

 Stand aside to allow staff to go through.  

 Co-operate with kitchen staff and teaching staff on duty. 

 Seek permission to leave the table and Dining Hall by asking a member of 
staff.    
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 Eat all the food that has been taken whilst in the Dining Hall  especially the 
food that has been selected from the salad bar. 

 

Games in Little Stream and Upper School 
 Pupils should change quickly and quietly in the allocated changing-room at 

the proper time, making sure that they have all their possessions. 

  

 Staff should supervise the changing-rooms whenever pupils are changing 
there. 

 School bags should be left in lockers / classroom during double games 
lessons.  

 Pupils should always be supervised by a member of staff in the Sports Hall.  

 Showers are used by pupils at the discretion of staff. 

 Pupils should change and leave the changing-rooms quickly, making sure 
that they have all their possessions. They should store their kit tidily in 
bags/lockers/boot-racks.  

 Pupils should leave the changing-rooms fully dressed and in a tidy state.  
 
Off-Games  All Pupils 
Pupils must have a letter from a doctor or from their parents, to be excused from 
Games. 
Pupils will usually be required to watch the lesson, unless the weather is too cold 
or individual circumstances dictate otherwise. 

Upper School 

 Pupils should report initially to games staff at the start of the lesson.   

 If a pupil is sent to the library, he/she must report to the Librarian.   

 Pupils must do their prep and/or read if prep is complete. 

 To use computers in the Library for the completion of prep tasks, 
permission must be sought from the Librarian.  
 

Outings  Nash House, Little Stream and Upper School 
 Pupils must be aware that they are representing the school whenever they 

are off premises and on a school outing / visit / residential trip. 

 Pupils are expected to behave sensibly.  Behaviour on coaches and 
minibuses must be exemplary and seat-belts should be worn and fastened 
up until pupils are told to undo them by a teacher. 

 Pupils should remember that the drivers have responsibility for their own 
-bus / 

 

 Pupils are expected to be aware of others, and show courtesy towards 
members of the public, especially when walking in the streets. 

 Pupils are expected to be punctual, to listen to instructions and to respond 
to requests positively.  

 Pupils should observe general safety policies and never be alone.  They are 
expected to be polite and well-
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without being prompted.  

 Pupils should not attempt to make purchases without permission from a 
member of staff. 

 Pupils should not eat or drink without permission and should not leave 
litter.  

 Pupils are expected to leave the coaches or minibuses in a clean and tidy 
state. 

 Pupils are not allowed to take mobile phones or other devices with internet 
access on day trips (unless they have special permission from the 
Headmaster).  Although this is the general rule for residential trips, clear 
instructions will be issued about the use of mobile devices for each 
planned residential trip as circumstances may vary. 
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Provision for the Children and Responsibilities of Pupils 

 
As the children mature throughout the school, they are encouraged to take on 
more responsibility.  Within their form they might be asked to collect / return 
messages or letters from the school office, become the class representative at the 

teacher.   
 

 In Little Stream, children are expected to carry out Tribe Duties during their 
duty week. 

 Children in Upper School might be asked to read or say their Tribe prayer 
at Tribe or school assemblies and to arrange or take part in Tribe teams. 

 All children are expected to be trustworthy and to own up if they do 
something wrong or break something by accident. 

 Children in Year 4 mentor new children and those in Year 1. Children in 
Year 8 mentor those in Year 5. 

 In Upper School, all children are expected to be responsible for their own 
Prep Book and for having this signed on a daily basis (Twice weekly for 
Years 7 and 8).  Children also keep their own records for Tribe Points and 
Debit Points. 

 Each member of Year 8 eniors 
perform many tasks to help the staff.  In September a list of these is posted 
on the staff notice board and children are either asked by a member of staff 
to help, or the children volunteer to do particular duties, e.g. Tribe Seniors, 
form helpers in Year 5, Year 6 and Year 7, librarians, changing-room 
monitors, IT, DT, SEN, Music and Art Room monitors, Assembly and School 
Office seniors. 
 

Rewards and Sanctions 

The system of Rewards and Sanctions is well established and is clearly set out for 
the children in their Prep Books (available to Years 7 and 8 on the dashboard of 
the iNet). 
 

Rewards 

The Tribe System 
As soon as the children are at an age to embrace a sense of team spirit, the Tribe 
System is used to promote the ethos of working for the good of the team.  
 
At the end of the Reception year in Nash House, the children are allocated to one 
of four Tribes: Chippeways, Deerfeet, Mohicans, or Ojibwas.  Children follow in 
family footsteps, as many families stay with the school through generations and 
this adds to the loyalty of Tribe members.   Mentees are also allocated to Mentors 
according to Tribe, and Tribes meet on a regular basis.    
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The Tribe Point system rewards individual effort which, in turn, is added to a Tribe 
total at the end of each term and a cup is awarded to the Tribe with the highest 

 
In Little Stream, at the end of the term, each child earns a Slip Certificate. In Upper 
School the children are awarded Honours Certificates.  At the end of each 
academic year, the Tribe Points totals for the whole year are added together and a 
cup is given at Prize Giving for the Tribe with the highest total. 

 

Rewards in Nash House and Little Stream  

 
ek. 

Certificates and badges are awarded in recognition of acts of kindness, good work 
in the classroom, Music or PE and for personal achievements. The badges are then 

ard.  Every child in Nash House and Year 1 will receive a Star of the Week 
award once each term, or some other award for personal achievement and these 
are presented by the Headmaster, Head of Nash House or Head of Little Stream in 
Year 1.  These records are kept by the Form Teacher.  
 

Other Rewards 

 

positive behaviours at school, such as, effort, hard work, progress, 

determination, kindness, etc. Dojo points are given by all teachers and 

teaching assistants in Little Stream. At the end of each term, every child is 

awarded a bronze, silver or gold certificate based on the number of dojo 

points that they have received that term.  

 Form teachers may also have special reward strategies, including stickers, 
sticker charts or marble jars to encourage good behaviour for individuals or 
for the class. These result in individual rewards or a Form treat on 
completion. 

 Individual targets are set for each child.  These are written in the 
home/school book and a sticker is gained once the target has been 
achieved. 

 

Additional Awards and Sanctions for Little Stream 
Star of the Week Assembly continues through Year 1 and overlaps with the 
addition of Gold Awards. Members of staff notify the Head of Little Stream if a 
child has produced exceptional work, tried hard, made good personal progress or 
carried out a good deed. The child receives a Gold Award sticker from the Head of 
Little Stream and Gold Award certificates are then given to the children in the 
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Informal Prize Giving 
Children are awarded various certificates of achievement at the end of each term 
but most particularly on completing Year 4 (the last year in Little Stream).  Year 4 
children may also gain a Citizenship pin badge for those who have shown 
exceptional kindness in their time at Little Stream.  

 
Golden Time 
This is a systematic and unified approach to help encourage self-discipline and 
positive behaviour management in the children.   

At the core of Golden Time is the need for choice. The children take responsibility 
for their own actions and that is the key to a gradual change in their perceptions 
of others and in the way children treat other people.   

The Rules for Golden Time 

The children have 20 minutes Golden Time per week. This time is set aside by the 
form teacher.  

 Golden Time is very special because the children choose what to do in their 
precious 20 minutes.  

 A child always has the choice to lose a minute of Golden Time.  It is NEVER 
taken away instantly, nor is it ever given back.  A child has to learn to take 
the consequences of his/her actions.    

 A child NEVER loses the last 5 minutes of Golden Time.  

 If a child chooses to lose a minute of Golden Time they have to sit in the 
classroom without taking part.  
   
Golden Rules  

 Treat other people as you would be treated 

 Forgive 

 Share. 

 Be honest and live with integrity. 

 Listen to one another. 

 Be kind and helpful. 

 Do your best to be your best self.  

If a child hurts another person, this will usually result in the completion of a Think 

read through the Golden Rules to see which they had broken and then write 
about what they have done and reparations they will make as well as what they 
have learnt. 
 
In the event of an on-going concern, the Form Teacher, Head of Year or Head of 

Little Stream will contact the parents to discuss a behaviour action plan.  This may 

include personal sticker charts or home/school communication books as well as 

looking at the reasons behind the behaviour with a view to helping the child. 
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Rewards in Upper School 
Tribe Points are awarded for good, courteous behaviour such as helping a 
member of staff, helping another pupil, being an 
being thoughtful and unselfish, or for good work (see below). Tribe points are 
added up during the term and pupils can gain book tokens or, for pupils leaving 
the school at the end of the Summer Term, vouchers, depending on the number 
of points gained. These are tangible rewards available to all and they offer a real 
incentive to all the pupils.  
 
At the end of every term pupils are awarded Citizenship Certificates at the 
discretion of the members of staff. Any member of staff can nominate any pupil 
for an award. Citizenship Certificates are awarded for acts of kindness and 
thoughtfulness and giving to the school community in a selfless manner. 
 
Form Teachers/Tutors should monitor Tribe Points, Debits and Orange Slips 
carefully.  

Tribe Points and Honours Certificates 

Tribe Points 
and 8). They can be awarded for various reasons: good work, a carefully kept Prep 
Book, exam results, good manners, good behaviour and consideration towards 
one another. 
In Upper School pupils receive Honours Certificates for gaining the number of 
Tribe Points as below. 

 
Ce -Prize-
the children who have obtained the top number of Tribe Points in their Tribe in 
their Year group. 
Silver and Gold certificates are rewarded with book tokens (£5 and £8 
respectively) for use at the Upper School Book Fair (twice a year). Winners of Top 
Tribe Certificates are awarded £10 book tokens. There is an alternative reward for 
children in Year 8 during the Summer Term.  
 
Autumn Term                Honours: 65  Silver: 95  Gold: 125 
 
Spring Term                  Honours: 50  Silver: 75  Gold: 100 
 
Summer Term   Honours: 50  Silver: 75  Gold: 100 
 

Cards 
These (available from the Staff Common Room) may be sent home by teachers to 
pupils to recognise special achievement. A record of those sent is kept in the staff 
common room. 
 
Distinctions 
A Distinction recognises a particular noteworthy achievement which is celebrated 
within the school context. 
Examples of occasions where a Distinction would be appropriate: 
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 Overcoming a particular personal hurdle  

 Playing or singing in front of the school at assembly for the first time 

 Consistently outstanding effort/performance over a period of time in a 
subject 

 Performing an outstanding act of kindness 

 Performing an outstanding act of politeness 

 Outstanding effort in a match 
A child would not expect to earn more than one or two a term. Certificates are 
sent by email to a child who will then go 
break for recording in the Distinctions Record Book.  
 

Sanctions 

Sanctions in Nash House and Little Stream 
 
Wherever possible, a teacher will use positive behaviour to manage poor 
behaviour in the classroom.  By noticing and rewarding good behaviour, other 
children will often respond favourably by following a good example. 
 
If there are any behaviour issues which need watching outside, members of staff 
will undertake a playground observation. These observations are carried out 
during daily playtimes and members of staff record them on an observation sheet 
which is then passed back to the Class Teacher, logged on the School database 
and discussed with parents.    
From time to time it may be necessary to implement sanctions.  These could be 
any of the following: 
 

 A verbal warning. 

 Removal from an activity to: another activity, or to play alongside a member 
-

minutes. 

 A child might be sent to see the next person in the pastoral hierarchy e.g. 
the Head of Nash House or the Head of Little Stream. 

 
Records of sanctions are recorded in the notes taken during weekly pastoral 
meetings. The Minutes of these meetings are 
in individual pupil notes. 
 
The School aims to keep the children motivated by working on praise and positive 
reinforcement.  Children respond well to clear boundaries and a calm 
atmosphere.  
 
On the rare occasion when a child commits a serious misdemeanour such as 
hurting another child, vandalism, or if they are persistently disobedient, the Head 
of Department will be responsible for disciplining the pupil. In these instances 
parents will be contacted.   
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Occasionally parents are asked to meet with the Head of Department and the 
form teacher to plan a behaviour strategy if the child is not responding to the 
usual sanctions. This may include reward charts, behaviour reports or behaviour 

 
 
Children whose behaviour is persistently disruptive may need further intervention 
and external organisations may become involved.  In these circumstances, parents 
are always consulted and evidence will be gathered prior to the parent 

and a letter from the school would be offered in order to give evidence to support 
the request for help or advice. External specialists may also be recommended in 
order to diagnose specific areas of difficulty and to seek guidance for handling 
individual needs. This might involve making a referral to Early Help.  
 
In Nash House, parents will be informed by the member of staff if a child is given a 

-

/ behaviour. 

Additional Sanctions in Little Stream 

 Unsatisfactory work must be re-done. 

 Poor behaviour may result in loss of Golden Time Minutes, time spent on 
 

 Persistent bad behaviour will result in a child reporting to the Head of Little 
Stream and completing a Think Twice Card.  The child is required to answer 
the following: 
• What did you do? 
• Why did you do it? What was wrong with that behaviour? 
• What are you going to do to fix it this time? 
• Next time, what will you do in the same situation? 
 

The completed Think Twice Cards are kept in a file by the Head of Little Stream. 
Other Sanctions may include: 

 Discussion about the problem with child, staff and parents. 

 Missing an enjoyable activity, e.g. an after-school club. 

 A Behaviour Report may be used  e.g. in cases where a child causes harm 
to others. 

 Temporary exclusion may be considered in consultation with the 
Headmaster. Every effort will always be taken to avoid exclusion. 

Sanctions in Upper School 

In Years 5 and 6 a 
rewards/sanctions on a termly basis.  A new Prep Book is issued at the start of 
every year. This information is recorded on epraise for Years 7 and 8. 
 
Form Teachers/Tutors should monitor Tribe Points and Debits carefully and be 
aware of those who have lost several.   
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Rewards and sanctions are awarded by members of staff by signing up Tribe 
Points and noting Debits in the appropriate sections of the Prep Book (Years 5 and 
6) or epraise (Years 7 and 8). Each Debit must be signed and dated and every Debit 

rm teacher in Year 5 and Year 6. 
 
For repeated or more serious offences an Orange Slip can be given, see below.   

Debits 

Debits are used by staff to indicate when behaviour/organisation is not as staff 
would expect. This might include late preps, forgetting headphones, calling out in 
class and disrespectful attitude. Every action will have a consequence e.g. if pupils 
are late for a lesson a member of staff may decide to issue a Debit and follow this 
up with a detention at break on the same day. If a member of staff issues a Debit 
this must be signed and dated. The pupil must then get each Debit counter signed 
by the form teacher (Year 5 and Year 6), or Tutor (Year 7 and Year 8). 
 

 If a pupil receives 4 Debits, the Form Teacher/Tutor will contact parents 
and inform the Head of Year. 

 If a pupil receives 6 Debits, the Head of Year will be informed by the Form 
Teacher/Tutor and parents will be contacted again by the Head of Year. 

 If a pupil receives 8 Debits, the pupil will be placed on Report  (Work 
/Behaviour/ Organisation), and at this point the pupil will need to see the 
Headmaster and parents will be contacted by the Head of Year. 

Debits are recorded in Prep Books (Years 5 and 6) and on epraise (Years 7 and 8). 
 

 

answering questions which encourage them to think through their behaviour and 
its consequences for those around them. These cards are available for teachers in 
the staff room. The Assistant Head Pastoral retains copies of those filled in. 

Orange Slips  

These will be used by staff for more serious offences. Orange Slips are given for 
bad behaviour or bad manners such as bad language, disobedience or where 
physical or mental pain is inflicted.  If a pupil receives one of these slips it will be 
recorded in the Prep Book (Years 5 and 6) and the pupil will be given an Orange 
Slip to take to the Head of Year. A punishment will be decided by the Head of Year 
and the pupil will see that all actions will have a consequence. This will be 
recorded on the school database as a record of behaviour. Parents will be 
informed by the Head of Year.  
 
If a pupil receives 2 Orange Slips, he/she will need to see the Headmaster and this 

subsequent Orange Slip needs to record the detention in the book kept by the 
 PA.  The date and time for Detention will be set by the Headmaster 

and parents will be informed of this by letter.  Three Orange Slips will lead to a 
further detention and if a child receives four Orange Slips, the Headmaster will 
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nts to discuss the problems and the way forward. Further 
sanctions are detailed in the School Rules and Exclusion Policy. 
 

Behaviour/Work/Organisation Report 

If a child receives 8 Debits he/she will be put on one of the following; 
Behaviour/Work/Organisation Report. The member of staff who signs up the 8th 
Debit Point, should send the child to the School Office to collect a report from the 

 
A Behaviour/Work/Organisation Report is kept by the pupil and presented to each 
member of staff taking a lesson and at lunchtime and break times to the staff on 
duty.   
Staff will sign the relevant space with grades A-E.  
 
A = Excellent   B = Good   C = Satisfactory   D = Poor   E = Very Poor 
The length of time to be spent on Report is jointly decided by the Form Teacher / 
Tutor / Head of Year and the Headmaster.  A notice will be placed on the Staff 

is usually a 
on Report. 
 
The pupil will present the Report to the Head of Year at the beginning of each day 
and at the end of the specified time the completed Report will be collected by the 
Hea
card.  There is a sheet in the staff room which details the names of children who 
are on a Report and the date started and ended.  These are subsequently kept in a 
file. 
 
Reports can specify an area of particular focus for the child, e.g. Punctuality. 
 
Work Reports are presented only at lesson times.  The Headmaster, Form Teacher 
or Tutor might put a child on Work Report as a result of prolonged bad work or 
effort indicated perhaps by grades or comments on a School report.  A child may 
also be put on a Work Report as a result of staff concerns raised after Fortnightly 
reports and/or after a Staff Meeting. The pupil has to collect the Work Report from 

The pupil will present the Work Report to the Head of Year 
at the beginning of each day and at the end of the specified time the completed 

 
 
Staff and pupils are encouraged to use the pastoral system for referral of 
misdemeanours.  Any pupil who is found to have made malicious accusations 
against school staff will be seen by the Headmaster and disciplinary procedures 
will involve consultation with parents.  
The school recognises its legal duties under the Equality Act 2010, in respect of 
safeguarding and in respect of pupils with Special Educational Needs (SEN).  
Reasonable adjustments in discipline will be made whenever it is necessary to 
invoke a sanction.  
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Detention 

Teachers have a specific legal power to impose detention outside school hours. 

A break-time detention may be used by members of staff for completing, 
correcting or re-doing unsatisfactory work or to follow up any unacceptable 
behaviour, when a Think Twice/Reflect, Rethink card may be completed If a child 
is involved in a music group rehearsal, this will usually take precedence but the 
detention will still have to be completed at another time.  
After-school detention should be used in serious cases of bad behaviour and will 
occur between 4.00 and 5.00 pm on a day decided by the Headmaster. Generally 
it will take precedence over all other activities.  If the Headmaster is unavailable, 
another member of the Senior Management Team will take the detention. The 
child will produce written work that requires serious thought regarding the 
consequences of bad behaviour. 
 
Parents are notified about an after school detention by means of a letter. They are 
required to sign a slip acknowledging the time and date of the detention. The slip 

 
The school uses an electronic database to record all pastoral concerns and 
sanctions. 
 

Reporting to the Headmaster 

 Examples of good work are sent to the Headmaster for commendation in 
assembly. 

 A child should be reported to the Headmaster for any serious offence. 
 

Unsatisfactory Work 

Unsatisfactory work should not be tolerated and must be re-done within a 
specified time.  Alternatively, the teacher may keep the child in during break and 
supervise the work, or send the child to the specified detention room. 
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BOARDING BEHAVIOUR POLICY  

  

With the introduction of the extended day options, many children have the 
opportunity to experience boarding, even for a short while.  Some children stay 
for tea and prep.  They go to the prep room after school and then have tea with 
the boarders from 5.30 pm to 6.00 pm.  If a child has not been collected by the 
end of tea he/she will go with the boarders to boarders prep and remain there 
until a parent/carer arrives. When children are dismissed they are signed out on 
SOCS by the member of staff on duty. 

 

Boarders are expected to: 

 Follow the routine of the boarding house. 

 Co-operate with the members of staff on duty in a sensible, polite and 
thoughtful way.  

 Be quiet and remain in dormitories until getting-up time.  

 Prepare for the school day before breakfast. 

 Arrive at breakfast punctually, neatly and correctly dressed. No jewellery is 
allowed.       

 Take part in Grace which must be said after meals. 

  

 Ask permission if they need to return to the boarding house during the day 
from Mrs Montgomery or Miss Fosbery who can be found in the Medical 
Centre. 

 Return to the boarding house after school, unless arranged otherwise, and 
change into tidy play clothes. A snack is provided every day after school in 
the boarding house for boarders. 

 Stay in the boarding house until dismissed after snacks. 

 Use free time sensibly until tea at 5.30 pm. Pupils should remember that 

and the prep room after school, so when in areas like the safe play areas 
and school buildings, a sensible, calm and polite approach is required.   

  
- Winter time/Summer time play areas. These are posted on the 

notice board in the boarding house and the children will know from their 
Boarding Induction where these areas are. 

 Arrive at tea punctually and observe good manners.  

 Collect prep materials and go straight to prep after tea.  

 Maintain a quiet atmosphere during prep time to allow maximum benefit 
for all concerned.  

 Return belongings to form rooms after prep and switch off lights.   

 Have their prep checked and Prep Books (in Years 5 and 6) signed by the 
member of staff on duty before they are dismissed from the prep room. 

 Report to the boarding house after prep to await further instructions for the 
evening activity. 
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Pupils must also abide by the following rules to ensure that everyone in 
the boarding community is happy and safe.  

 Televisions and DVDs may not be used without staff permission.  

  

 Dormitories should be kept tidy and offer a space to be alone if required. 

 soever, nor before getting up 
in the morning. Children should respect the rights of others to rest 
peacefully.  

 Mobile phones are not permitted at school or in the Boarding House. 

  

 There should be  

 Children are expected to be kind towards each other and support one 
another. 

  

Rewards  
Praise. 

 Stay out later to play (all).  

 Treats e.g., extend the length of time to watch a film or enjoy an activity. 
  
Sanctions 
These should take place during boarding time and NOT during the school day.  

  

Level 1:  e.g. non-co-operation, bad language, inappropriate attitude, disturbing 
the dormitory after lights out or before morning get up  

 Loss of free time.   

 Letters of apology.  

 Stay in the boarding house after school, to read or work for a set time.  

 Be set a community centred activity such as collecting rubbish. 

 Attend to the boarding house duties.  

 Treats stopped.  

 Taken out of the Dorm for a short period to calm down. 
  

Level 2:  Rudeness to staff, unkindness, teasing or vandalism. Physical aggression 

  

More serious offences should be reported to the Housemistress, who will record 
them and take the appropriate action where necessary. 

 Parents will be informed within 24 hours by email or letter. 

 Pupils may miss the evening activity. 
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 Moving to another dorm may be appropriate. 
 

Level 3:  Repeated occurrences of the above may result in the child being sent 
home or missing the next booked night of boarding. 

 To inform parents within 24 hours of an incident. 
.  

Dormitories 

The Dorm is a personal and private space for boys or girls who are boarding. This 
should be respected. 

 

m. 

 

 

Pupils found in a dormitory of the opposite sex after lights out or before get up in 
the morning will result in parents being informed within 24 hours and if deemed 
appropriate a loss of the next 2 pre-paid nights. Repetitive wandering after lights 
out could result in exclusion from boarding. Breaking this rule is seen as a serious 
offence. 
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Whole School Worries Procedure 

 
The Prep Book contains useful information for pupils regarding worries and 
complaints. It also contains information of how to make contact with Place2Be. 
(available to Years 7 and 8 on the dashboard of the iNet). 
 
Children may, from time to time, find they are in trouble or have a problem that 
they need to share with a caring adult. The School is committed to providing a 
means for any child to find their voice so that they can be heard.  
 
Children can choose any adult to confide in and all members of staff are aware of 

d Staff 
Code of Conduct. 
 
All year-group notice boards in Upper School have a poster displaying the 

 
 
The Worries Procedure for Pupils is set out in the Prep Book (available to Years 7 
and 8 on the dashboard of the iNet) so that parents and children have it to hand. It 
is reproduced below: 

Worries Procedure for Pupils 

If you are worried about something at school or at home, there are lots of people at school 

that you can talk to. You can turn to any of the people listed below for help. You may wish 

just to talk to someone about something fairly minor or you may wish to talk about something 

which is seriously wrong.  You can also send an email to worry@dulwichprepcranbrook.org.  

You can talk to any of the following: 

At home… At school…    

Parent A friend  Matron  Head of Year Mrs Mackie 

Relation Buddy Form Teacher  Mrs Eckersley Mrs Scanlon 

Grandparent Mentor  Personal Tutor Mr Rutherford  

Nanny School Nurse  Housemistress Headmaster  

   

If you do not want to speak to a teacher alone you can take a friend along with you. It might 

be the case that you feel unable to talk with a member of staff (which is perfectly alright and 

natural) so then you can talk, telephone, or write to any of the following ‘out-of-school’ 

listeners:  

YOUR PARENTS 

mailto:worry@dulwichprepcranbrook.org
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Matthew Cordington  01306 730852  dulwichlistener@belmont-school.org 

  

CHILDLINE   0800 1111  Freepost 1111, London N1 OBR 

OFFICE OF THE CHILDREN’S COMMISSIONER  Freephone 0800 528 0731 

Email address: advice.team@childrenscommissioner.gsi.gov.uk              

www.childrenscommissioner.gov.uk 

The basic school rule is that everyone has the right to be happy and that no-one has the right 

to make anybody else unhappy. We all need to work actively together to make school life 

happy and secure for everyone. An information booklet regarding bullying is available for all 

on the iNet  https://dulwichprepcranbrook.fireflycloud.net/anti-bullying. In addition, the school’s 

Anti-Bullying policy is available for all pupils to read on the iNet 

https://dulwichprepcranbrook.fireflycloud.net/anti-bullying 

 If you are being bullied, then it is most important to tell someone you can trust about it. All 

incidents will be investigated thoroughly. Bullying of any nature will not be tolerated. 

 

Peer on Peer abuse 

As noted above, t

and, therefore, no one has the right to make anyone else unhappy.  Children are 

encouraged to be kind and thoughtful to others at all times and to treat other 

people as they would like to be treated themselves. However, children can be 

responsible for unkindness to other children, which may become abuse.  

Peer on peer abuse can include 

 Bullying (including cyberbullying) 

 Physical abuse such as hitting, kicking, shaking, biting, hair pulling or 

otherwise causing physical harm 

 Sexual violence such as rape, assault by penetration and sexual assault 

 Sexual harassment such as sexual comments, remarks, jokes and online 

sexual harassment. This may be standalone or part of a wider pattern of 

abuse 

 Sexting (also known as youth produced sexual imagery) 

 Initiation/hazing types of violence and rituals 

 Upskirting 

Abuse of this kind is unacceptable and will be taken very seriously. 

Staff should be particularly aware of the importance of: 

mailto:dulwichlistener@belmont-school.org
mailto:advice.team@childrenscommissioner.gsi.gov.uk
http://www.childrenscommissioner.gov.uk/
https://dulwichprepcranbrook.fireflycloud.net/anti-bullying
https://dulwichprepcranbrook.fireflycloud.net/anti-bullying
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 Making clear that sexual violence and sexual harassment is not acceptable, 

will never be tolerated and is not an inevitable part of growing up. 

 Not tolerating or dismissing sexual violence or sexual harassment as 

 

 Challenging behaviours (potentially criminal in nature), such as grabbing 

bottoms, breasts and genitalia, flicking bras and lifting up skirts. Dismissing 

or tolerating such behaviours risks normalising them. 

Guidance and information in this area for pupils is taught in PSHCEE lessons, and 

 

For further details of peer on peer abuse, sexual 

violence, sexual harassment and consent please see the school  Safeguarding 

Policy: 

https://www.dulwichprepcranbrook.org/wp-content/uploads/2021/12/Safeguarding-Policy-

November-2021-final.pdf 

 

 

Behaviour Checklist for Teachers  

Good classroom practice can alleviate problems with pupil behaviour.  
 
Teachers should: 
 

 Know the names and roles of any adults working in the classroom (e.g. 
teaching assistants, learning support assistants). 

 Meet and greet pupils when they come into the classroom. 

 Ensure that the pupils and staff know what the school and classroom rules 
are. 

 Ensure that pupils are aware of possible sanctions.   

 Follow through with all sanctions by using the Prep Book (Years 5 and 6) or 
epraise (Years 7 and 8) when issuing a Debit (Upper School). 

 Give pupils a warning before issuing a sanction. 

 Follow through with all rewards by signing up Tribe Points in the Prep Book 
(Years 5 and 6 Upper School). 

 Have a visual timetable on display on the wall.  

 Follow the School Behaviour Policy.  
 
The following strategies will also help teachers to maintain a positive working 
atmosphere in the classroom: 
 

 Ensure that all resources are prepared in advance.  

 Praise the behaviour you wish to see repeated.  

https://www.dulwichprepcranbrook.org/wp-content/uploads/2021/12/Safeguarding-Policy-November-2021-final.pdf
https://www.dulwichprepcranbrook.org/wp-content/uploads/2021/12/Safeguarding-Policy-November-2021-final.pdf
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 Praise children doing the right thing more than criticising those who are 
doing the wrong thing.  

 Differentiate the curriculum so that every child has the opportunity to 
access the task.  

 Stay calm  refrain from raising your voice.  

 Have clear routines for transitions and for stopping the lesson. 

 Try to give the children time at the end of the lesson to finish things off.  

 Teach the children the classroom routines. 

 Make reasonable adjustments for pupils with SEN. 

 Use Pupil Passports and Pupil Care Plans to inform teaching requirements.  
 
Teachers should avoid choosing and using materials which might be 
misinterpreted. 

When using teaching materials of a sensitive nature, a teacher should be aware of 
the danger that their application, either by pupils or by the teacher, might be 
criticised. If in any doubt, teachers should consult the Head of Department, 
Assistant Head Pastoral, or Headmaster as appropriate.  

  

Individual Pupils  
 
Pupils with special educational needs may require reasonable adjustments to be 
made. All members of staff are made aware of pupils with SEN and the school 
recognises its legal duties under the Equality Act 2010 in respect of Safeguarding 
and pupils with SEN. Where a provision, criterion, practice or physical feature puts 
a child with SEN at a substantial disadvantage in relation to a relevant matter in 
comparison with pupils who are not disabled, reasonable steps should be taken to 
avoid disadvantage and/or to provide the auxiliary aid where necessary.  This may 
include the provision of a Support Assistant or the translation of information into 
an accessible format.  

 
Where necessary, the School will make reasonable adjustments and endeavour to 
put suitable support in place for pupils with learning and/or behavioural 
difficulties.  
 
The School recognises the importance and value of building positive relationships 
with the parents of pupils with behaviour difficulties. Where challenging behaviour 
has been discussed with parents, and an ongoing programme of behaviour 
modification has been put in place, every effort will be made to keep in close, 
regular contact with parents. This will usually be done through the form teacher.  
 
 

Managing Pupil Transition  
 
Continuity of care is provided by careful management of transitions on movement 
between Year groups, Departments within the school and other schools. 
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Information is gathered on entry to the School and provided to future schools if a 
child leaves. Transition between Departments is closely monitored and 
documented and procedures are clearly outlined in the Assessment Policy and 
SEN Policy.   
 
In the unlikely event that a pupil leaves the school without a confirmed destination 
Kent County Council will be informed using the specified CME form (Children 
Missing Education, Room 2.05, Sessions House, Maidstone, ME14 1XQ fax: 01622 
696787) 
 
 

Staff Development and Support 
Please see Whole School policies for Staff Induction and Staff Review. 

 

 Teachers have authority to discipline pupils whose behaviour is 
unacceptable, who break the school rules or who fail to follow a reasonable 
instruction (Section 91 of the Education and Inspections Act 2006).  

 The power also applies to all paid staff with responsibility for pupils, such as 
Teaching Assistants.  

 Teachers can discipline pupils at any time the pupil is in school or 
elsewhere under the charge of a teacher, including on school visits.  

Pupil Conduct outside the school gates 

Teachers can also discipline pupils for misbehaviour outside school.  The 
following points should be considered in instances as follows: (Behaviour and 
discipline in schools, DfE, Feb 2014) 

Poor behaviour when the pupil is:  

 taking part in any school-organised or school-related activity 

 travelling to or from school 

 wearing school uniform 

 is in some other way identifiable as a pupil at the school 

 poor behaviour at any time, whether or not the conditions above apply, 
that:  

o could have repercussions for the orderly running of the school 
o poses a threat to another pupil or member of the public 
o could adversely affect the reputation of the school. 

 

Teachers can discipline pupils whose conduct falls below the standard which 
could reasonably be expected of them.   

 

http://www.legislation.gov.uk/ukpga/2006/40/section/91
https://www.gov.uk/government/publications/behaviour-and-discipline-in-schools
https://www.gov.uk/government/publications/behaviour-and-discipline-in-schools
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Punishing Poor Behaviour and the Use of Reasonable Force 

If a pupil misbehaves, breaks a school rule or fails to follow a reasonable 
instruction, the teacher can impose a punishment on that pupil.  

 The decision to punish a pupil must be made by a member of school staff. 
 

 The decision to punish the pupil and the punishment itself must be made 
on the school premises or while the pupil is under the charge of the 
member of staff. 

 Punishment will not breach any other legislation (for example in respect of 
disability, special educational needs, race and other equalities and human 
rights). 
 

 

disability they may have, and any religious requirements affecting them. 
 

 Punishments will be reasonable and proportionate in all circumstances. 
 

 Corporal punishment is illegal in all circumstances.  
EYFS: It is noted that the Statutory framework for EYFS (March 2021) says 
https://assets.publishing.service.gov.uk/government/uploads/system/uploa
ds/attachment_data/file/974907/EYFS_framework_-_March_2021.pdf :  

e or threaten corporal punishment to a child and 
must not use or threaten any punishment which could adversely affect a 
child's well-being. Providers must take all reasonable steps to ensure that 
corporal punishment is not given by any person who cares for or is in 
regular contact with a child, or by any person living or working in the 
premises where care is provided. Any early years provider who fails to meet 
these requirements commits an offence. A person will not be taken to have 
used corporal punishment (and therefore will not have committed an 
offence), where physical intervention was taken for the purposes of averting 
immediate danger of personal injury to any person (including the child) or 

ers, including 
childminders, must keep a record of any occasion where physical 
intervention is used, and parents and/or carers must be informed on the 

 
 

ild is suffering, or is likely to 

recognises that continuing disruptive behaviour might be the result of unmet 
educational or other needs. At this point a multi-agency assessment might be 
necessary. 

Members of staff also have the power to use reasonable force to prevent pupils 
committing an offence, injuring themselves or others, or damaging property, and 
to maintain good order and discipline in the classroom. With Early Years 
Foundation Stage pupils, the school should inform parents on the same day, or as 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/974907/EYFS_framework_-_March_2021.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/974907/EYFS_framework_-_March_2021.pdf
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soon as reasonably practical, if physical intervention has occurred and let parents 
know what the procedure for recording such incidents is. 

The Headmaster and authorised school staff may also use reasonable force when 
conducting a search without consent (please see further guidance on the use of 
reasonable force below). 

Searching 
See "Searching, Screening and Confiscation: Advice for Headteachers, School Staff 
and Governing Bodies" DfE, January 2018  
 
The School reserves the right to search pupils and their possessions. 
 
The Headmaster, or a member of staff authorised by the Headmaster, may search 
a pupil provided there is another staff member present as a witness. The School 
does not conduct intimate searches and only a pupil's outer clothing (for example 
coats, hats, shoes, gloves and scarves) will be removed to facilitate a search, but a 
pupil will first be given the opportunity to 'empty their pockets' and to disclose 
anything that they should not have in school. 
 
The School will always consider the age of the child to be searched and any SEND 
or vulnerabilities the child may have before conducting the search to decide 
whether any additional precautions or adjustments are needed, in accordance 
with the School's Safeguarding Policy. 
 
The consent of a pupil will usually be obtained before conducting a search unless 
the Headmaster (or authorised member of staff) reasonably suspects that the pupil 
has in his/her possession an item that has been, or is likely to be, used to commit 
an offence, or to cause personal injury to any person (including the pupil being 
searched), or cause damage to property, or the pupil has, or is reasonably 
suspected to have in his/her possession any of the following items: 
 

 Knives; 

 Weapons; 

 Alcohol; 

 Illegal drugs; 

 Stolen items; 

 Tobacco and cigarette papers; 

 Fireworks; 

 Pornographic or offensive images; or 

 Any item banned by the School Rules (including electronic devices). 
 
Where a member of staff reasonably believes that there is a risk of serious harm to 
any person (including to the pupil being searched) if the search is not carried out 
immediately, the Headmaster (or authorised member of staff) is permitted to carry 
out a search of a pupil of the opposite sex. The Headmaster (or authorised 
member of staff) is also permitted to undertake a search in this circumstance 

https://www.gov.uk/government/publications/searching-screening-and-confiscation
https://www.gov.uk/government/publications/searching-screening-and-confiscation
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without a witness present only where it is not practical to summon another 
member of staff.  
 
The School will inform the pupil's parents of any search conducted after the event, 
particularly where alcohol, illegal drugs or potentially harmful substances have 
been found as a result of the search. The parent's prior consent to undertake a 
search is not required. 
 
The School will keep a record of all searches carried out, including the results of 
any search, and the actions taken following that search. 
 
The general power to discipline enables a member of staff to confiscate, retain or 

damage to, or loss of, any confiscated items.  

Members of staff have the power to search without consent for weapons, knives, 

are found, they must always be handed over to the police, otherwise it is for the 
teacher to decide if and when to return a confiscated item. 

-cigarettes 
are also prohibited.  
 
The school will respond to the misuse of these substances by following the 
normal disciplinary procedures.  These may include suspension and permanent 
exclusion from the school and will be at the discretion of the Headmaster. 
 

how this will be dealt with. Please refer to this policy for details and further 
information.  
 

Relationships and Attitudes 

Staff should ensure that the relationships with pupils are appropriate to the age 
and gender of the pupils.  Attitudes, demeanour and language all require care and 
thought, particularly when members of staff, of either sex, are dealing with 
adolescent boys and girls.  

Including Child Protection Procedures and Staff Code of Conduct. There is 
additional information in the Staff Handbook. 

 

Disciplinary actions to be taken against pupils who make malicious 

complaints about staff  
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Dealing with allegations of abuse against teachers 
and other staff. Statutory guidance for local authorities, head teachers, school 
staff, governing bodies and proprietors of independent schools, DfE, October 
2012). 
 
The School will ensure effective support is provided for anyone facing an 
allegation and provide the employee with a named contact if they are suspended. 
The Assistant Head Pastoral also acts on behalf of members of staff as well as 
pupils. The Human Resources Manager is available to all staff. 
The following points should be adhered to when investigating an allegation 
against a member of staff: 

 All allegations must be taken seriously. 

 All allegations should be reported straight away, to the Headmaster or, in 
the absence of the Headmaster, The Chairman of the Governors. 

 Every effort must be made to maintain confidentiality and guard against 
unwanted publicity while an allegation is being investigated. 

 If an allegation is made against a teacher the quick resolution of that 
allegation should be a clear priority to the benefit of all concerned. 

 An individual should only be suspended if there is no reasonable alternative. 
If suspension is deemed appropriate, the reasons and justification should be 
recorded by the school and the individual notified of the reasons. 

 Allegations that are found to have been malicious should be removed from 
personnel records and any that are not substantiated, are unfounded or 
malicious should not be referred to in employer references. 

 

Pupils that are found to have made malicious allegations are likely to have 
breached school behaviour policies.  
 
The school would consider whether to apply an appropriate sanction, which could 
include temporary or permanent exclusion (as well as referral to the police if there 
are grounds for believing a criminal offence may have been committed).   
 
 

The Use of Reasonable Force to Control or Restrain Pupils  
Section 93 of the Education and Inspections Act 2006 (which replaced section 
550A of the Education Act 1996), enables school staff to use reasonable force to 
prevent a pupil from: 

 Committing a criminal offence (or, for a pupil under the age of criminal 
responsibility, what would be an offence for an older pupil); 

 Causing personal injury or damage to property; or 

 Prejudicing the maintenance of good order and discipline at the school or 
among any pupils receiving education at the school, whether during a 
teaching session or otherwise. 
 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/289327/Dealing_with_allegations_of_abuse_against_teachers_and_other_staff.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/289327/Dealing_with_allegations_of_abuse_against_teachers_and_other_staff.pdf
http://www.legislation.gov.uk/ukpga/2006/40/contents
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The staff to which this power applies are: 

 Any member of staff at the school. 

 Any other person whom the Head has authorised to have control or charge 
of pupils. This can also include people to whom the Head has given 
temporary authorisation to have control or charge of pupils such as unpaid 
volunteers (for example parents accompanying pupils on school organised 
visits); and  

 Does NOT include any pupils. 
 

Whether the force used is reasonable will always depend on the particular 
circumstances of the case and the test is whether the force used is proportionate 
to the consequences it is intended to prevent.  This means that the degree of 
force used should be the minimum needed to achieve the desired result.  The age, 
understanding and sex of the pupil will also be important factors in determining 
the appropriateness of action taken. 

In schools, force is generally used for two different purposes  to control pupils 
and to restrain them. 

 Control can mean either passive physical contact (e.g. standing between 
path) or active physical contact (e.g. leading a 

pupil by the hand or arm, or ushering a pupil away by placing a hand in the 
centre of the back). 

 

 When members of staff use restraint they physically prevent a pupil from 
continuing what they were doing after being told to stop.  The use of 
restraint techniques is usually used in more extreme circumstances, such as 
when two pupils are involved in a fight and physical intervention is needed 
to separate them. 

 
It is always unlawful to use force as a punishment.  This is because it would fall 
within the definition of corporal punishment, which is illegal.  Corporal 
punishment, the intentional use of force as a punishment, includes not only the 
use of the cane or other implement, but also other forms of physical chastisement 
intended as punishment (such as slapping, punching, pushing, prodding, throwing 
missiles and any other such forms of rough handling). 

Teachers may need to use reasonable force as a restraint in isolated incidents but 
where it is known or antici
control or restraint, a specific plan should be drawn up for that pupil and 
communicated to all involved (staff, parents and pupils) 

Reasonable force may also be used in exercising the statutory power, introduced 
under section 45 of the Violent Crime Reduction Act 2006 (and re-enacted by 
section 242 of the Apprenticeships, Skills, Children and Learning Act 2009), to 
search pupils without their consent for weapons.  This search power may be 
exercised by head teachers and staff authorised by them.  From September 2010, 

http://www.legislation.gov.uk/ukpga/2006/40/contents
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the power to search pupils without their consent was extended to include alcohol, 
 

From September 2010, governing bodies have had to ensure that a procedure is in 
place for recording each significant incident in which a member of staff uses force 

 as 
practicable after the incident.  

The procedure for Recording and Reporting should provide that the member of 
staff involved in the incident where reasonable force was used, compiles the 
record.  The procedure should also ensure that the member of staff with lead 
responsibility for safeguarding checks the record and that the school provides the 
member of staff involved in the incident with a written copy of the final version.  It 
is important that this information is treated in confidence. 

Types of Incident 

There are a wide variety of situations in which reasonable force might be 
appropriate, or necessary to control or restrain a pupil. They will fall into four 
broad categories: 

 Committing a criminal offence. 

 Where action is necessary either in self-defence or because there is an 
imminent risk of injury. 

 Where there is a developing risk of injury or significant damage to property. 

 Where a pupil is behaving in a way that is compromising good order and 
discipline. 

 

Examples of situations that fall within one of the first two categories are: 

 A pupil attacks a member of staff or another pupil. 

 Pupils are fighting. 

 A pupil is engaged in, or is on the verge of committing, deliberate damage 
or vandalism to property. 

 A pupil is causing, or at risk of causing, injury or damage by accident, by 
rough play, or by misuse of dangerous materials or objects. 

 A pupil is running in a corridor or on a stairway in a way in which he or she 
might have or cause an accident likely to injure him or herself or others. 

 A pupil attempts to abscond from a class or tries to leave who would be at 
risk out of the classroom or school. 

 
Examples of situations that fall into the third category are: 

 A pupil persistently refuses to obey an order to leave a classroom. 

 A pupil is behaving in a way that is seriously disrupting a lesson. 
 
In extreme cases more restrictive holds might be used.   
 
Force that should NOT be used includes: 
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 Holding round the neck or any hold that might restrict breathing. 

 Kicking, slapping or punching. 

 Forcing limbs (e.g. arm locks). 

 Tripping or holding by the hair or ear. 

 Holding face down on the ground. 
All incidents when restraint is used must be recorded as soon as possible using the 
Use of Force Incident Form. The form can be found at the end of this policy  
Appendix I. 

 Names of pupils involved. 

 Time of incident. 

 Place where incident occurred. 

 Names of staff involved. 
 

Where the incident has been prolonged, or where considerable force has been 
used, the following details should also be recorded: 

 Names of all witnesses, pupils and adults. 

 Signed witness statements. 

 Reason for use of force. 

 Description of the way in which incident developed. 

  

 Details of outcome including injuries and damage. 
 

Teachers should be aware that this guidance does not allow restraint to be used 
as a disciplinary action or as punishment.  Each and every incident where restraint 
is used will have to be examined on its merits.  Staff and other authorised people 
should be extremely cautious about using restraint and must be aware of the 
school policy on discipline.  Everyone has the right to defend their self against 
attack provided that they do not use a disproportionate degree of force to do so.   

After an incident in school, there is always the possibility of a formal complaint.  A 
number of people may feel aggrieved by the incident, whether they are pupils, 
parents, teachers, other employees, visitors or even the general public. 

A formal complaint will be investigated diligently by the Headmaster who must 
have a total awareness and understanding of all aspects of the incident relating to 
the complaint. 
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This policy should be read in conjunction with the following Whole School 
policies: 

 Anti-Bullying Policy 

 Assessment Policy 

 Boarding 

  

 Drugs Policy 

 Educational Contract 

 Pastoral Care Policy 

 PHSE and Citizenship Policy 

 School Rules and Exclusions Policy 

 

Staff Code of Conduct 

 School Visits Policy 

 SENDA Policy 

 Special Educational Needs Policy  

 Staff Induction Policy 

 Tutor Guidelines 
 
The Staff Handbook contains information about Staff Code of Conduct and other 
useful information. 
 
This Policy was written to include guidance from the following sources: 
 
 ,  DfE 13 
October 2011. 
 
 Dealing with allegations of abuse against teachers and other staff Statutory 
guidance for local authorities, head teachers, school staff, governing bodies and 
proprietors of independent schools, DfE, October 2012.  
 
Use of reasonable force  July 2013. 
 
Behaviour and discipline in schools  
 
ISI Handbook for the Inspection of Schools  The Regulatory Requirements  
September 2014. 
 
Keeping Children Safe in Education (KCSIE) 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/atta
chment_data/file/1021914/KCSIE_2021_September_guidance.pdf 
 
Department for Education non-statutory advice: 
 

, January 2016 and revisions up to 2020 
 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/283997/charlie_taylor_checklist.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/289327/Dealing_with_allegations_of_abuse_against_teachers_and_other_staff.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/355362/use_of_reasonable_force.pdf
http://www.google.co.uk/search?q=Behaviour+and+discipline+in+schools%2C+DfE%2C+Feb+2014&oq=behaviour+and+&aqs=chrome.0.69i59l2j69i57j0l3.9421j0j4&sourceid=chrome&es_sm=93&ie=UTF-8&gws_rd=ssl&surl=1&safe=active
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1021914/KCSIE_2021_September_guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1021914/KCSIE_2021_September_guidance.pdf
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 Government commissioned (March 
2017) 
 
"Searching, Screening and Confiscation: Advice for Headteachers, School Staff 
and Governing Bodies" DfE, January 2018  
 
Statutory framework for the early Years Foundation Stage, March 2021 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/atta
chment_data/file/974907/EYFS_framework_-_March_2021.pdf 
  

https://www.gov.uk/government/publications/searching-screening-and-confiscation
https://www.gov.uk/government/publications/searching-screening-and-confiscation
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/974907/EYFS_framework_-_March_2021.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/974907/EYFS_framework_-_March_2021.pdf
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APPENDIX  I 

Use Of Force – Incident  Form 

 

Details of pupil on whom force was used. 
 
Name………………………………………………………………………………………………………………… 
 
Form………………………………………………………………………………………………………………… 
 
SEN/Disability/Vulnerability 
…………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………… 
 

 
Date……………………………………………………………………………………………………………….. 
 
Time………………………………………………………………………………………………………………. 
 
Location of incident 
…………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………… 
 
Names of staff involved (directly or as witnesses) 
…………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………… 
 

Description of incident by the staff involved, including any attempts to de-
escalate and warnings given that force might be used. 
…………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………….. 
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