
1 

 

 

 

Sir James Smith’s Community School 
Aspiration Ambition Achievement 

 

Behaviour Policy and Code of Conduct for 
Students, Staff and Parents 

 

2019-2020 
 

This policy has been written with due regard to section 175 of the Education Act 2002 requiring 
schools to make arrangements to safeguard and promote the welfare of children. 

 
  

 Background+ 

1. School Ethos in reference to behaviour 

2. Codes of Conduct and Expectations 

3. Sir James Smith’s Code of Conduct for All Staff 

4. Expectations for staff when on duty 

5. Code of Conduct – Parents 

6. Students:  Consequences of failure to keep the Codes 

7. Detentions 

8. Monitoring of Student Behaviour 

9.          Record keeping – the Tutor file 

10.       Managing disruptive behaviour 

11.      Exclusions 

12.      Equality and Diversity 

APPENDICES 

Appendix 1:  School Dress Code 

Appendix 2:  Diversity Incident Form 

 

 
 



2 

 

CONTENTS           PAGE No 
 
             Background – some of the general common law and statutory considerations informing  3 
             our behaviour policy.         
 
1. School Ethos in reference to behaviour        5 
 
2. Codes of Conduct and Expectations        6 
 

i) General Code 
ii) Guiding principles 
iii) Classroom Expectations 
iv) Expectations while moving around the school 
v) Expectations outside the school building 
vi) Out of bounds areas 
vii) Expectations in the buildings at breaktimes and after school clubs 
viii) Expectations when going to and from school 
ix) The Code of Conduct in Science Laboratories 
x) Uniform Codes 
xi) Uniform infringement 
xii) E-Safety 

 
3. Sir James Smith’s Code of Conduct for All Staff       10 
 
4. Expectations for staff when on duty        12 
 
5. Code of Conduct – Parents         14 
 
6. Students: Consequences of Failure to Keep the Codes      15 
 
7. Detentions           16 
 
8. Monitoring of Student Behaviour        17 
 
9. The Stages Framework          17 
 
10. Record keeping – the Tutor File         18 
 
11. Managing Disruptive Behaviour         18 
 
12. Exclusions           21 
 
13. Equality & Diversity          23 
 

Appendix 1: School Dress Code         24 
Appendix 2: Diversity Incident Form        26 

 
 
 
 
 
 
 
 



3 

 

Background 
 

B1. Schools must have policies, procedures and staff training in place to promote good behaviour 
and prevent poor behaviour.  Staff, students and parents need to be aware of the standards of 
behaviour expected of students and the range of sanctions that can be imposed.  This policy is 
designed to help staff apply our behaviour policies in a consistent, rigorous and non-discriminatory 
way.  All areas of their application need to be monitored routinely to satisfy legal requirements 
under race, disability and gender discrimination law. 
However, this is not to say the school slavishly sticks to a tariff regime; there is nothing more 
unequal than treating un-equals as equals. Individual incidents will be treated as such and 
knowledge of the child concerned – including behaviour history - will determine the outcome(s). 
 
Our belief is simple: effective policies, procedures and training result in a better and more 
productive working environment and minimise the number of students at risk of either permanent 
or fixed term exclusion. 
 
B2. At Sir Jim’s there are three further factors underpinning the approach we take: 

 We believe it is important to engage the parent/carer early when a child is showing signs of 
disengagement.  

 There are increasing numbers of children who can be regarded as ‘vulnerable’ i.e. there may 
be emotional, social and others factors that impact negatively upon their ability to succeed.  
This often manifests itself in poor behaviour. 

 Experience has shown that often poor behaviour is linked to learning difficulties, especially 
literacy.  Consideration will be given to literacy and numeracy skills and the general ability of a 
child to access the increasingly complex curriculum as they move up through the school. 

 
B3. Aims: our behaviour practices are designed to: 

 safeguard children and promote their welfare 

 promote good behaviour, self discipline and respect 

 prevent bullying 

 ensure positive active behaviour for learning allowing students to complete assigned work in 
positive learning environments. 

 
B4. Key points 
1. Teachers have statutory authority to discipline pupils whose behaviour is unacceptable, who 

break the school rules or who fail to follow a reasonable instruction. 
2. The power also applies to all paid staff employed by the school, including teaching assistants 
3. Teachers can discipline pupils at any time the pupil is in school or elsewhere under the charge 

of a teacher, including on school visits. 
4. Teachers can also discipline pupils for misbehaviour outside school when the child is taking 

part in any school-related activity or travelling to or from school or wearing the school uniform 
or in some other way identifiable as a pupil of the school. 

5. Discipline may be appropriate where misbehaviour could have repercussions for the orderly 
running of the school or poses a threat to another pupil or member of the public or could 
adversely affect the reputation of the school. 

 
B5. Searching and confiscation 
Schools have the power to search with or without consent.   
1. School staff can search a pupil without consent for ‘prohibited items’ including: 
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 knives and weapons 

 BB guns 

 alcohol 

 illegal drugs and drugs paraphernalia including bongs and grinders  

 stolen items 

 tobacco and cigarette papers 

 e-cigarettes and materials associated with vaping  

 fireworks 

 pornographic images 

 any article that has been or is likely to be used to commit an offence, cause personal 
injury or damage to property 

 any item banned by the school rules which has been identified in the rules as an item 
which may be searched for.  

2. The Headteacher and authorised staff (Year Directors and Pastoral Support and Welfare Team) 
have a statutory power to search pupils or their possessions without their consent where they 
suspect the pupil has certain prohibited items.  Such a search includes bags and a personal 
search involving the removal of outer garments (jackets, tops, shoes), searching of pockets and 
electronic devices.  Lockers can also be searched without consent for prohibited items 

3. School staff can seize any banned or prohibited item found as a result of a search or which 
they consider harmful or detrimental to school discipline.  

4. Schools are not required to inform parents before a search takes place or to seek their consent 
to search their child.  However, the school believes parents should always be informed if a 
search, with or without consent, has taken place.  

 
B6. Use of reasonable force 
Staff in school have a legal duty to intervene to prevent a pupil causing harm; therefore the school 
cannot have a no contact rule.  Such a policy might place a member of staff in breach of their duty 
of care towards a pupil. 
 
Consequently, it is NOT illegal to touch a pupil.  There are occasions when physical contact, other 
than reasonable force, with a pupil is proper and necessary: demonstrating during PE or music 
lessons; when comforting a distressed pupil; when a pupil is being congratulated or praised; giving 
first aid.  However, when disciplining a student in the classroom staff are advised never to make 
physical contact except under the circumstances noted below. 
 
School staff have a legal power to use reasonable force.  This power applies to any member of 
staff at the school.  It can also apply to people temporarily put in charge of pupils such as unpaid 
volunteers or parents accompanying students on a school organised visit. 
 
Reasonable force can be used to: 

 remove disruptive children from the classroom where they have refused to follow an 
instruction to do so; 

 prevent a pupil behaving in a way that disrupts a school event or a school trip or visit; 

 prevent a pupil leaving the classroom where allowing the pupil to leave would risk their safety 
or lead to behaviour that disrupts the behaviour of others; 

 prevent damage to property 

 prevent a pupil from attacking a member of staff or another pupil, or to stop a fight in the 
playground. 
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Parents will be informed when reasonable force has been employed to prevent one of the above. 
 
B7. Preventing and tackling bullying (refer to Anti-Bullying Policy) 
 
Preventing and responding to bullying is part of the overall behaviour policy although the school’s 
position on bullying is developed fully elsewhere.  

 Schools have a clear responsibility to respond to bullying. Section 89 of the Education Act 2006 
requires every school to have measures to encourage good behaviour and prevent all forms of 
bullying. 

 The Equality Act 2010 places duties on schools not to discriminate on grounds of race, 
disability, gender, age, sexual orientation, religion or belief and gender re-assignment.  Clearly 
these may be related to prejudice based bullying which is discriminatory and contravenes 
equal opportunities. 

 

1. School ethos in reference to behaviour 
 

1.1 We believe that the school is a force for good, capable of fostering responsible behaviour and 
positive study habits in its students by valuing all its individuals, their rights and well being, 
personally, socially and academically. 
 
1.2 We favour methods, which allow students to take part in lessons, encourage them to work in 
groups for a great part of their time.  We like students to become involved in extra-curricular 
activities and to assume responsibility as librarians, and tutor group representatives on the School 
Council and Duty Students.  Year 11 students have an opportunity to become Student Prefects.  
 
1.3 Institutional controls – usually in the form of rules - and punishment should, we believe, be 
kept to a minimum with parents, teachers and students forming a partnership united in its aim to 
achieve what is best for all. 
 
1.4 Teachers need to strive towards a very high ideal within the school’s belief system; this is set 
down in ‘The Ethical Professional.’  The ideal is characterised by a number of quite explicit 
features, which contribute to that complex notion of ethos.  Those features include the 
establishment of a safe learning environment by giving firm and clear guidelines, which apply 
equally, to everyone. 
 
1.5 In their relationship with students, it is assumed that teachers will act in a professional, good-
natured way, showing respect, avoiding wherever possible those confrontations which harm the 
mutual regard that each has for the other.  There is need for trust and good humour between the 
teacher and student, and should the occasion arise where punishment does become unavoidable, 
it should be just and reasonable so that the student has the opportunity to make amends and 
learn from the process. 
 
1.6 If each person working at our school accepts an individual responsibility for ensuring that it is a 
safe, friendly and supportive place committed to promoting learning at its widest sense, then we 
can be assured that our ethos is secure. 
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2. Codes of conduct and expectations for students 

 
2.1 General code 
Students at Sir James Smith’s Community School have the right to an education which offers them 
the best opportunity to attain their potential: 

 Teachers are here to create the circumstances for teaching and learning to take place 

 It is the right of every individual student to learn and develop without being hindered by 
others 

 Teachers call upon others – support staff, Governors, Local Authority Officers and other 
experts to help 

 A good partnership with parents and carers is essential if students are to realise their 
potential 

 
 
2.2 Guiding principles 
In order for all this to happen, it is essential that everyone of us is: 
 

Considerate Respect everyone else as an individual; make sure our words and 
actions do not cause inconvenience to anybody 

Courteous Be polite and helpful at all times. 

Co-operative   Be willing to work together 

Friendly Be on good terms with each other 

Hard working Do our best 

Honest Be truthful 

Trusting Accept that others genuinely want to help 

Responsible Be reliable and responsible for our actions; behave as part of a 
community 

 
2.3 Classroom expectations for students 
Classrooms (including labs, workshops and gyms) are places of work.  Just as in any factory or 
office, there needs to be clearly understood rules and expectations to allow everyone to work 
successfully, safely and enjoyably.  
If consistency is to be achieved all staff need to be aware of expectations regarding student 
behaviour in classrooms.  The following guidelines need to be disseminated by tutors at the start 
of the academic year with occasional reminders in-year. 
 

 
 
We agree that we will: 
1. Start of lessons: 
. 

 Take off and put away any outdoor wear before entering the classroom. 
 Put away any music devices or mobiles before entering the classroom 
 Enter rooms sensibly and go straight to your workplace 
 Take out books, pens and equipment 
 Put bags away (not on desks or benches) 
 Remain silent during the register (except when your name is called!) 

 
2. During lessons: 
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 When your teacher talks to the whole class, remain silent and concentrate 
 If the class is asked a question, put up your hand to answer; do not call out (unless you are 

asked for quick ideas) 
 You must have a pen, pencil, ruler and any books or folders needed 
 You are expected to work sensibly with your classmates; do not distract or annoy them 
 If you arrive late without justifiable cause, you must expect to be detained for the amount 

of time you missed in order to make up the work 
 Eating, drinking and chewing are not allowed; if caught you will have to empty your mouth 

and hand in any other food or drink 
 Use of any mobile device to support learning in lessons should only be with the explicit 

permission of the teacher.  
 Bringing valuable goods into school, unless specifically required for a lesson, is not allowed 

as there is a risk of loss, damage or even theft 
 
3. End of Lessons: 
 

 You should not begin to pack away or put on outdoor wear until your teacher tells you to 
do so 

 When told, stand and push in your chairs; any litter should be picked up 
 Only when your teacher finally tells you to go may you leave the room 

 
Finally, but most importantly: 
 
Staff are in the position of parents/carers while you are in school.  This means in particular that: 
 

 There is no excuse for rudeness, disrespect or insolence towards support staff or teachers 
 Any reasonable request from a member of staff should be carried out at once and without 

argument 
 Breaking either of these basic rules will be treated as a VERY serious matter 

 
2.4 Expectations of students whilst moving around the school 
We agree to: 
 Move carefully and quietly about the school in a way that is considerate to others, especially 

those younger or smaller than we are 
 Be ready to help others at all times and to make the school a safe and healthy place to be in by 

never running, pushing or shouting, in the corridors 
 Walk on the left in corridors and at all times 
 Be patient wherever the corridors are crowded and busy; slow down and walk in single file and 

wait quietly at junctions if students are crossing your path from another direction 
 Meet in the hall, tennis courts, outdoor eating area or piazza (summer) and leave corridors and 

reception free for easy movement. During breaktimes the reception areas are to be avoided 
 When in the hall sit at the tables provided or stand sensibly  
 
2.5 Expectations of students whilst outside the school buildings 
We agree to: 
 Remain in areas that are not out of bounds 
 Act in a way that allows everyone else in the area to feel comfortable and safe 
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 Be punctual, make sure we always return to the buildings in plenty of time for registration and 
lessons 

 Not behave in any way that could cause offence to visitors arriving in school, or to users of the 
public highways bordering our school 

 Never leave school without permission being sure to sign out at school reception ensuring the 
the Attendance Officer is aware you are about to leave the school site 

 
2.6 Out of bounds areas are: 
 
 The area to the front of the main school building now occupied by the primary school 
 The areas by Adult Education and the science block 
 The area behind the tennis courts 
 The drives and bus/car parks 
 The top fields (other than when indicated) and AWP 
 The Leisure Centre area 
 The area around the primary school side of the Technology Block during break time 
 
2.7 Expectations in the buildings at breaktimes and after school clubs 
 
At Sir James Smith’s we are able to remain in the hall and use the Learning Resource Centre at 
breaktimes.  In return for this privilege we agree to: 
 
 Treat these areas with respect and keep them clean and tidy so that our school is a welcoming 

place of which we can all be proud at all times 
 Make sure that all litter is placed in the bins provided, ask for assistance if we drop our food or 

drink, especially if it endangers others 
 Take great care of displays and other people’s work and equipment 
 Take equal care of walls and furniture, which should always be clean and unmarked 
 Be sensible and orderly when walking around school and when standing in the hall, sitting on 

chairs and not on tables 
 Leave bags in tidy piles that are not a danger to others walking past and not near the top of 

stairs 
 Queue in an orderly manner and wait for the member of staff or Student Prefects on duty to 

invite us to go into the canteen area 
 Leave the hall area as soon as we hear the bell 
 Keep away from the Science and Modern Languages corridor (access limited to Finance Office 

only) 
 
2.8 Expectations of students when going to and from school 
 
We agree: 
 To observe the Sir James Smith’s Uniform Code and General Code of Conduct at all times 
 That if we arrive at school and leave school via Dark Lane to exercise care and attention and 

not block the entrance or gather in the road 
 That if we are travelling on school or public transport buses, to observe the Code of Conduct at 

all times.  If we fail to do so, we realise we may be excluded from travelling on bus services 
contracted by the school 

 That if we arrive at school in cars driven by parents etc we avoid blocking the entrance to the 
bus park or the Dark Lane gateway 
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 Behaviour of students in the immediate vicinity of the school or on a journey to or from school 
can be grounds for exclusion 

 Smoking whilst in school uniform when going to and from school is not allowed; the school will 
investigate any report of smoking and where appropriate take disciplinary action. 

  
2.9 Expectations in science laboratories 
 
Remember, the biggest danger in the laboratory is YOU!  You are a danger whenever you are 
either unaware or careless or both.  Remember this, because the person most likely to suffer from 
mistakes is YOU! 
 
We agree therefore: 
1. Not to go into the laboratory without permission 
2. Never run or rush about in the laboratory 
3. Never put anything into your mouth in the laboratory 
4. Never interfere with equipment or chemicals 
5. Never take anything from the laboratory without permission 
6. Never throw things in the laboratory 
7. Always wear eye protection when told to do so by your teacher 
8. Long hair must be tied back, and ties, cardigans etc should not be allowed to hang freely.  

Do not use hair spray before going into the laboratory 
9. When heating things use small amounts and watch very carefully what you are doing all 

the time.  Take care not to point test tubes at yourself or anybody else, and never look 
directly down a test tube 

10. All accidents and breakages – however minor – must be reported to your teacher at  
once 

11. If you get something in your mouth spit it out at once and wash your mouth out with lots 
of water. Inform the teacher immediately 

12. If you get burnt, or a splash on your skin, wash the affected part at once with lots of  
           water. Inform the teacher immediately 
 
2.10 School uniform 
 
All students are expected to conform to the school dress code (please refer to Appendix 1) 

 Body piercing is not allowed in school on safety grounds; the ‘item’ will be removed by the 
student.  Students will be given a plaster to cover up recent piercings 

 No item of school uniform should have brand names visible 

 Personalisation of uniform is discouraged, this includes large width belts, personal jumpers, 
boots and scarves 

 Make-up should remain discreet, where make-up is deemed excessive the student will be 
provided with removal materials 

 Jewellery must be kept to a minimum; large and dangling ear-rings are not allowed on 
safety grounds 

 Mobile phones are allowed to be brought to school* but used at break time only. During 
lesson time mobile phones and music players should be switched off and kept in a bag. Use 
of any mobile device to support learning in lessons should only be with the explicit 
permission of the teacher. 

 The school may be able to provide financial assistance towards the cost of uniform if 
parents are in receipt of Tax Credit 



10 

 

 
* Each student has access to a locker to store personal items; the school cannot accept any 
responsibility for the loss, damage or theft of personal belongings. 

 
2.11 Uniform infringement 
 
In most instances uniform violations will be dealt with as follows: 

 Verbal warning for first offence and referral to On-Call 

 Students will be expected to provide a letter/note signed by parents. A note is not a reason 
to allow a student to walk around school dressed inappropriately 

 The Pastoral Support &Well-being Team (PSWT) will provide a temporary uniform 
replacement (tie, trousers, footwear, sweatshirt) 

 Persistent offenders should be dealt with by the tutor first and then referred to the Year 
Director (YD). 

 Inclusion will be used where a student repeatedly flouts uniform expectation 

 PSWT may, with parental permission, take the student home during the school day to 
collect the correct school uniform 

 
2.12 E-Safety (please refer to policy) 
 

 The school believes students should make best possible use of the internet and mobile 
technologies 

 To ensure positive and appropriate usage of the schools’ network all students will be 
expected to abide by a simple set of user rules.  These ‘terms and conditions’ will appear 
on the SJS screen when first logging on 

 Tutor time and assemblies will be used to inform and educate students about eSafety and 
remind them of sanctions employed should the internet or mobile technologies be used to 
bully, harass or intimidate others 

 

3. Code of conduct for staff  
 

3.1 The primary responsibility of all staff when discharging professional duties is to ensure the 
safety and welfare of students.  As a school we are committed to the safeguarding agenda, this 
includes:  
 

 Safer Recruitment 

 Child Protection 

 Safety & Welfare including Prevent, CSE and FGM 
 
The manner in which staff present themselves (dress and conduct) around young people both 
formally in the classroom and elsewhere, and informally, matters.  Staff should strive to model the 
types of behaviour they themselves expect from young people.  Any relationship with students 
must be professional in all respects. 
 
It is incumbent upon all staff to make sure they know and understand what to do in the event of a 
disclosure by a student.  In the event of a disclosure the child takes priority over all other matters. 
Please refer to the Child Protection Policy for detailed guidance. 
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3.2 Acceptable standards of behaviour, work and respect demonstrated by students, depend on 
the example of us all.  We all have positive contributions to make.  Good behaviour has to be 
worked for.  It does not simply happen.  We must set high standards and apply whatever rules 
there are firmly and fairly.   We must expect to give and to receive respect. 
 
3.3 The establishment of good relationships are vital in our work.  Take the initiative with the 
students.  Greet and be greeted, speak and be spoken to, smile and relate and be aware of the 
need for good communications both verbally and through body language.  
 
3.4 We must expect problems where the students are learning and testing the boundaries of 
acceptable behaviour.  Our success is tested not by the absence of problems but by the way we 
deal with them.  In the event of problems, staff must separate the behaviour from the student; it 
is the behaviour that is not acceptable and needs to change. 
 
Try to always address the problem and not simply react.  Avoid public confrontation, listen, 
establish the facts and judge only when certain.  Use punishments sparingly.  The most effective 
strategy is the removal of a privilege. 
 
In all areas of the school it is important to deal with all misbehaviour.  To ignore it is to condone it.  
We must set high standards of speech, manner and dress.  It is important never to swear in front 
of the students nor allow swearing amongst students to go unchallenged. 
 
Staff should create and sustain a positive, supportive and secure environment. 
 
3.5 We should expect to: 
 

 Arrive before the students and begin all sessions on time 

 Prepare appropriate work for all students in a group 

 Provide opportunities for students to be actively involved in their learning 

 Provide effective monitoring – both pastoral and subject-based 

 Provide a swift response to parental concerns 

 Where possible make first day contact regarding absence 

 Implement and uphold the School Codes of Conduct and Uniform Code 

 Use the school’s behaviour and discipline procedure to deal with poor behaviour 

 Inform the relevant YD or SLT of any incidents of physical restraint 

 Follow the school marking policy by marking homework and providing feedback in a timely 
manner  

 Provide regular assessment and monitoring of performance, attendance and behaviour and 
prompt communication of concerns to parents, relevant staff and agencies as appropriate 

 Provide effective support with all incidents of bullying, drug abuse and child abuse according 
to school guidelines, informing parents, relevant staff and agencies as appropriate 
 

 Provide regular information on student progress at Parents’ Evening and in reports. 
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 Provide rewards for academic and social achievements using the school’s YARG systems. 
 

 Provide equality of opportunity for all students. 
 
If you cannot resolve a problem, seek help by referring it on once only to either your Subject 
Leader, Year Director or Line Manager.  Make sure it is pursued to a satisfactory conclusion. 
 
3.6 It is imperative that staff recognise personal space. Staff should NEVER* touch a student, place 
a hand on their arm or shoulder even to hasten them along, nor prod them.  It is also equally 
important NEVER* to prevent an agitated student leaving a room by blocking a doorway or holding 
out arms.  When physical contact has been made it is vital this is reported to the Headteacher or 
Assistant Headteacher as soon as possible.  Such incidents must be recorded via a written 
statement. 
Similarly, it is important that when disciplining a student, the member of staff does not invade the 
personal space; this will be deemed threatening/intimidating. (* refer to B4) 
 
3.7 The Headteacher has delegated powers of restraint to all staff to be used in exceptional 
circumstances only.  If restraint is used the member of staff must inform the Headteacher or 
Assistant Headteacher as soon as possible and make sure a written report is provided. 
 
3.8. Emotional attachment. It is often important to be close to students but avoid becoming too 
deeply and emotionally involved.  Remember you are a mature adult and you have the 
responsibility for directing events.  If you are experiencing difficulties, refer to your line manager.  
Avoid situations that could lead to allegations or complaints.  Staff must expect to keep a 
professional distance.   
 
3.9 No member of staff should be in a room alone with a student unless it is a planned activity 
and/or the room is covered by CCTV.  Ask a colleague to be around, keep the door open, ask the 
student to bring a friend, keep it formal, ensure the conversation has a clear focus. This is advice 
for ALL staff and not just male staff dealing with female students.  For supervision of exams please 
refer to exam guidance. 
 
3.10 If a student has said or done something to cause you anger, it is important that another 
member of staff deals with the student and/or parent.  This will reduce the chance of saying or 
doing something to inflame the situation further.    
 

4. Code of Conduct for Staff: expectations when on duty 
 
4.1 Breaktime 
 
If you leave your room at either break, please lock the door behind you and usher any students 
hanging around towards the Hall or outside.  No students should be in the bottom corridor, the 
Science/Modern Foreign Languages corridors or the Design Centre except with a teacher’s 
permission.  All Years 7 - 11 students stay in school during first break and second break – there is 
no lunchtime exeat for any student(s). 
 
If staff know they will be out of school on a duty, it is their responsibility to arrange a swap and 
inform the senior manager who is also on duty that day. 
 
4.2 Other responsibilities 
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Support tutors and those staff who are not tutors will undertake additional supervisory duties 
within their directed time.  For those who are neither tutors nor tutor support this is a daily duty.  
These staff will also be available for registration on the days when they are not on duty and for 
cover of tutorial only when tutors and support tutors are all "in use". 
 
4.3 Teaching Assistants 
 
When possible they will support tutorial in the same way as any other lesson.  Teaching Assistants 
do not undertake supervisory duties apart from those associated with an individual statemented 
student. 
 
4.4 Break Duty 
 
Ensuring good conduct at break times helps keep students in a balanced state ready for the next 
lesson; break times need to be a positive experience for students. The duty roster will be planned 
by the school timetabler.  Staff may choose whether they prefer 20-minute first break or 15-
minute second break duties.  Of course, no staff will be asked to cover a second break unless they 
offer to do so.   Students will be informed if the conditions are too wet for them to be allowed 
onto grass-covered areas. 
 
4.5 Advice 
Break time is a great opportunity to talk less formally to students. They will value those occasions 
when staff have a conversation with them. It is a great way of getting to know students outside 
the constraints of the classroom. However, the teacher is still responsible for upholding school 
discipline: 
 
 
 Make sure you are aware of which areas of the school are in / out of bounds 
 Accept no "cheek" 
 Be "tough" but don't be rude or insulting 
 Give the student a chance to express his / her views 
 Explain yourself properly 
 Stay calm, keep your sense of humour 
 Avoid conflicts if possible:  only shout very rarely, and only if absolutely necessary 
 See the student alone (or arrange to), and do the telling off yourself (ie, try not to pass the job 

on to the tutor or senior staff since doing so can devalue your authority) 
 Try to "weigh up" the student as different students respond better to different approaches 
 Make yourself clear, and do not give up until you have an adequate explanation from the 

student  
 Report “serious” incidents to the senior member of staff on duty 
 
Please note that when staff are pro-active on duty, as well as punctual, things go much better. 
 
4.6 Duty Stations 
 
Hall Duty – When staff move around the area, it is best not to get into conversations with students 
that may distract from the need to maintain an overview of the hall area. Make sure students are 
behaving in an appropriate manner, no running or pushing or shouting. Larking around is for 
outdoors. During break times the expectation is students will sit down when in the hall or stand 
sensibly and orderly. 
 
Food Queue and Hall – Be early to manage the queue. During break times the expectation is 
students will sit down when eating in the hall. In the clearing up at the end of breaks, students can 
help by putting their litter and cans in the appropriate places. Please supervise students leaving 
the hall and watch carefully the bag areas at collection points after break.  Any bags left at the end 
of break should be taken to the LRC and not left in the hall. 
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Tennis Courts and outside Theatre Area – During first break the top tennis courts are the only area 
for running around. Games are allowed so long as the safety of others is not endangered.  Staff on 
duty in these areas will ensure that everyone leaves the area on time. The member of staff 
remains until all have left the area and those from the top field at second break have crossed the 
road. Please do not allow groups to gather in the furthest corner without periodic supervision– it 
is essential the duty teacher walks the perimeter so students know no area is teacher-free. 
 
Top Field – Second Break only. 
Used in dry weather. Games are allowed so long as the safety of others is not endangered. Staff 
will need to take heed of the time and clear the field in good time (whistle is best blown 4 minutes 
before break bell). Students leave the field via the steps leading down to the Math block. 
 
Picnic Area and Top Corridor – Will staff ensure that students are using the area in an appropriate 
manner. They should not be running round/pushing etc. The Caretaker will be ensuring the 
students keep the area tidy so will provide back up when necessary. The toilets and top corridor 
will need patrolling.  
 
Subject Leaders know the area in their parts of the school that by nature of the design of the 
building, are subjected to pressures at peak flow of students. Please continue to exercise the extra 
vigilance that is working well.  If all staff cast a proprietorial eye over the immediate environs we 
all benefit. 
 

5. Code of conduct - parents 
 

5.1 Parents/Guardians/Carers of students at Sir James Smith’s Community School should strive to 
support their children and the school by: 
 

 Ensuring their children keep to the Sir James Smith’s Code of Conduct and Uniform Policy. 
 

 Encouraging punctuality and regular attendance and communicating reasons for absence. 
 

 Ensure your child does not bring any prohibited items to school – refer to list page 3 
 

 Ensure you child’s mobile phone does not contain inappropriate images or links to adult 
websites 

 

 Avoiding taking holidays during school term. 
 

 Checking into Show My Homework on a weekly basis. 
 

 Communicating concerns and pre-arranging appointments to meet a member of staff in 
school. 
 

 Supporting school discipline procedures and honouring any contracts that may be made 
between the school and individual students. 
 

 Attending relevant Parents’ Evenings, Academic Review Days and school functions wherever 
possible. 
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 Responding to school communication promptly. 
 

 Ensuring the safety of students on the school site by: 
 

a) Dropping off students outside the school, not in the car park or bus park. 
b) Always reporting to reception on arrival at school and completing visitor procedure. 

 

 Supporting the broader life of the school wherever possible. 
 
5.2 It may be appropriate to agree a parenting contract as a preventative measure.  This can be 
entered into if a student has engaged in behaviour which has caused or is likely to cause significant 
disruption to the education of other students or significant detriment to the welfare of the child 
itself or of other students or to the health and safety of any staff or is part of a pattern of 
behaviour which could give rise to future exclusion from school. (DCSF Parenting Contracts 2007)  
 
5.3 Parents who use abusive language towards staff or threaten/intimidate staff in any way will be 
banned from the school site.  
 

6. Students: consequences of failure to keep to the code 
 

 Smoking is against the law and forbidden on the school site.  The school regards vaping in the 
same light.  Smoking material will be confiscated and returned only to parents/carers.  
Smokers can expect to attend a detention. Persistent offenders will be referred to the school 
nurse for a health talk and may be subject to fixed-term exclusion on the grounds of gross 
defiance 

 

 Students not smoking but being with a group of smokers can expect loss of free time and a 
letter home.  

 

 E-cigarettes are regarded as vaping/smoking material and dealt with accordingly 
 

 Truancy will result in a letter home and an after school detention. 
 

 Misbehaviour on a school bus will lead to a letter home, and if serious, the refusal of the bus 
company to provide school/home transport for a temporary period 

 

 Not consuming food or drink in the appropriate areas may result in a student carrying out a 
breaktime hall litter duty. 

 

 Repeated disruption of other students’ learning, bullying other students or rudeness to staff 
may result in exclusion from school. 

 

 Possession of drugs in school, or on a school trip, including alcohol and prescribed drugs will 
have serious consequences involving police, parents, the Educational Welfare Officer and may 
lead to permanent exclusion from school.  (See full details of the Substance Misuse Policy) 
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 Homophobic, sexist or racist behaviour, including unwelcome comments will be recorded and 
appropriate action taken. (Refer to 12.2) 

 

 Damage to school property will result in a variety of sanctions, possibly including a bill for 
repair of damage/loss 

 

 All students and staff have a right to safety; any physical violence will not be tolerated and 
treated as a serious breach of discipline as will threatening behaviour displayed towards other 
students or staff. Students can expect to be excluded and, in some cases, permanently 
excluded for violent and aggressive behaviour towards students and/or staff. 

 

 Internal exclusion. Students may be withdrawn from a lesson or lessons and placed in the 
school’s inclusion room where they will be expected to complete set work in silence.    
Placement in the inclusion room is for serious and/or persistent breaches of the code of 
conduct. 

 

 The school will expect parents to be informed in all cases of serious misbehaviour. 
 
 

7. Students: detentions 
 

7.1 After-school detention is one of the sanctions used at Sir James Smith’s Community School 
against bad behaviour.  The Education Act 1997 gives schools legal backing to detain students after 
the end of a school session on disciplinary grounds.  The school will give at least 24 hours written 
notice of a detention to the parent/carer.  This will state: 
 

 That their child has been given a detention. 

 Why the detention was given. 

 When, where and for how long the child will have to remain at school 
 
After-school detention. This is held every Thursday and supervised by a member of teaching staff. 
This will be used for persistent offenders.   
 
 
7.2 Expectations/Guidelines for detention time are given below: 
 

 Go to the toilet if you need to before you enter the room, you will not be allowed to leave 
once you have entered. 

 Wait outside the detention room until you are asked to enter. 

 Bring work to do and a reading book. 

 Place bag on work surface at the side of the room and carry only the work that you will be 
doing, your reading book and writing materials, to the place to which you are directed. 

 Hand in mobile phone 

 Sit behind the table and face the front of the room. 

 Work in silence until you are told otherwise. 

 Leave the room in silence when told to do so. 

 After your detention go straight home or to the late bus. 
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8. Monitoring of student behaviour 
 

8.1 The majority of our students are well behaved, work hard and help each other in the spirit of 
our Code of Conduct, which urges the need for courtesy and consideration.  We monitor the 
situation day-to-day through the positive discipline system. the YARG behaviour traffic-light 
system (yellow > amber > red >green cards) will be employed to ensure staff are consistent when 
managing unwanted behaviour around school. 
 
 All teachers should use the SIMS behaviour module to record of any behaviour incidents that 

occur. Additionally, any contact with parents on the telephone or in person, and any individual 
interviews with students should be logged 

 Parents are able to see information relating to behaviour gaining access through Groupcall 
Xpressions. 

 Tutors and the Support Centre will monitor the situation and may place a student on report or 
detain after school. 

 Each half term staff are asked to grade students according to their achievement and behaviour 
using the HERBs reporting system.  This report is sent home. Students who are given several 
positive comments will have a letter sent home, as will those who have several negative 
comments.  The parents of those considered to be underachieving will be invited into school to 
discuss the matter with Tutors 

 However, there are some students who, at some stage of their school career, find difficulty in 
concentrating on their work.  Some have emotional difficulties, which are also evident outside 
the school environment.  Our policy here is to liaise as closely as possible with the family to 
help the young person to help themselves, whilst giving support and counselling 

 Our difficulty is that misbehaviour by one or two individuals may distract a teacher to the 
detriment of the rest of the class.  We have a number of strategies to deal with this and only 
rarely have to resort to the ultimate sanction of exclusion from school 

 
 

 

9. Managing disruptive behaviour 
 

9.1 Students who are most frequently disrupt the learning of others ought to already be receiving 
attention from their tutor, YD, SENDCO and /or the Support Centre.  
 
9.2 Staff should involve parents early in problems so they can agree action together.  A written 
action plan, agreed by school staff, parents and students makes clear to everyone what is 
expected. 

Actions might include: 
 

 Removal from the group (in class). 
 

 Withdrawal of break or lunch time privileges. 
 

 Detention. 
 

 Withholding participation in any school trips or sports events are not an essential part 
of the curriculum. 
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 Withdrawal from, for example, a particular lesson or peer group. 
 

 Completion of assigned work or extra written work. 
 

 Carrying out a useful task in the school. 
 

 Completing a report card 
 

 
Punishments that are humiliating or degrading should not be used. 
 
Where it is clear a student is struggling to cope, in-school support can include mentors – non-
teaching assistants, teachers and volunteer mentors.  It may be appropriate to modify a student’s 
timetable so that the student can concentrate on key areas e.g. literacy or particular subjects 
where they experience success. 
 
Students who have had several fixed term exclusions that may lead to a permanent exclusion or 
who risk failure at school through disaffection or rapidly deteriorating behaviour need a school-
based PASTORAL SUPPORT PROGRAMME, undertaken by the Support Centre. A pastoral log 
should also be kept. 

 
9.3 The LA should help schools with students who have Pastoral Support Programmes.  This may 
be done in various ways by: 
 

 Offering the services of the Behaviour Support Advisor/Re-Integration Officer 

 Discussions and advice through the Behaviour for Learning Partnership 

 Supporting the child in a managed move to another school  

 Joint registration at an AP Academy 

 Consider whether a TAC is required 
 
The school uses outside agencies when appropriate.  Central to this is securing the services of an 
Educational Psychologist to provide counselling and expert advice to staff in school. 
 
9.4 Social Services – Essential for students who are Children in Care (CiC), young carers or one on 
the child protection register. 
 

 For CiC, the Pastoral Support Programme should form an integral part of the Care Plan and be 
included in the Education section of their plan so that the targets and outcomes are known to 
the Social Worker. 

 The school should inform the Social Services when a CiC is failing to meet their Pastoral 
Support Programme. 

 
9.5 Voluntary organisations and Youth Cornwall  
Both statutory and voluntary organisations can be asked to help support young people both in and 
out of school. 
 
9.6 In-House Team around the Child (INTAC)  
Key pastoral staff will meet termly to consider what actions if any are appropriate for pupils 
struggling to succeed at SJS, drawing on survey data, HERBs reports, Adverse Childhood 
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Experience (ACE) scores and other anecdotal sources of information.  Having been identified 
appropriate actions will be put into place which may include but are not limited to: 
 

 Review any learning difficulties, particularly literacy skills that may affect behaviour. If 
necessary a remedial programme must be put in place immediately, e.g: after school clubs and 
other forms of study support run by the Individual Needs Department. 

 Consider or reconsider dis-applying the National Curriculum to allow time for specific learning 
activities. 

 Consider changing the child’s teaching set or class and perhaps identify a “buddy” who 
supports the student. 

 Staff should be given guidance on behaviour management specific to that student within the 
group. 

 Consider whether the student should be offered specialist support e.g. for bereavement or 
alcohol or drugs dependency. 

 It should identify the rewards that can be achieved for meeting the targets and the sanctions 
that will apply if certain behaviour occurs. 

 
The sources of evidence used to identify pupils through the INTAC process will be used to evaluate 
the effectiveness of actions taken on a termly basis. 
 
 

10 Exclusions 

10.1  Authority 
 
Exclusion is normally the last resort after a range of measures have been tried to improve the 
student’s behaviour.  However, there may be incidents where an exclusion is the first response. 
There are two types of exclusion: fixed-term exclusions and permanent.  Our approach to using 
exclusions is based on DfE guidance.  Authority to issue exclusion rests with the Headteacher and 
Assistant Headteachers.  
 
10.2 The decision to exclude 
 
All decisions to exclude are mindful of the need to demonstrate the exclusion is reasonable given 
the circumstances i.e. that the exclusion is proportionate to the offence.  Exclusion will be used in 
response to serious breaches of the school’s behaviour policy and if allowing the student to 
remain in school would seriously harm the education or welfare of the student or others in the 
school, including staff.  Such incidents could include: 
 

 Serious actual or threatened violence against another student or a member of staff 

 Threatening and/or intimidating behaviour 

 Serious and/or disruptive behaviour in the classroom 

 Persistent defiance of school rules 

 Gross defiance towards senior staff 

 Swearing at staff 

 Bringing the school into disrepute 

 Racist, sexist or homophobic bullying 

 Inappropriate and unwanted physical contact 

 Sexual abuse or assault 
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 Bringing an offensive weapon onto school premises, its use and threatened use 

 Supplying an illegal drug or alcohol 

 Disruption in exams 

 Repeated possession of an illegal drug on school premises 

 Repeated smoking on school site 
 
There may be other incidents where exclusion is the appropriate response.  In exceptional 
circumstances where incidents are deemed serious, permanent exclusion will be used. 

10.3 When exclusion should not be used 
 
It is clear that using exclusion is a reaction to a serious offence. As such the following are examples 
of when exclusions are inappropriate: 
 

 Minor incidents such as failure to do homework or to bring correct equipment to school 

 Poor academic performance 

 Lateness or truancy 

 Pregnancy 
 
It may be inappropriate to exclude when the incident may have been provoked e.g. by bullying, or 
by racial or sexual harassment. In some cases the school will adopt restorative justice to address 
long-standing issues between students where earlier sanctions and interventions have not 
succeeded. 

10.4 Alternatives to exclusion 
 
There are a range of strategies available to deal with poor behaviour.  The school will, where 
possible, employ a range of sanctions to avoid resorting to exclusions.  However, there are times 
when an exclusion is the right response.  Alternatives include: 
 

 School engaging with parents 

 Change of set or class 

 Alternative curriculum 

 Temporary placement in a Alternative Provision Academy 

 Consideration by the SENCO, with colleagues, of possible interventions within the school 

 Allocation of a key worker 

 Referral to a counsellor  

 Restorative justice 

 Mediation 

 Internal exclusion 

 Managed move 

 Multi-agency referral to one or more specific support services, such as Education Welfare 
Service (EWS), Child and Adolescent Mental Health Service (CAMHS), Behaviour 
Consultant, Educational Psychologist 

10.5 The process 
 
Where a student has to be spoken to regarding poor behaviour in a classroom, the following 
should apply: 
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 It is the responsibility of the class teacher in the first instance to deal with minor problems. 
If further help is required this should be referred onto the Subject Leader. 

 Where problems persist it is appropriate to involve the tutor and later the Year Director.  
 

Where a student is displaying more serious or persistently poor behaviour, a referral should be 
made to the Pastoral Support and Well-being (PSWT) via ‘On-call’.  
 

 On-call will deal with the matter and report back to the member of staff.  

  All referrals to On-call will be logged in the behaviour database.  
 
Serious incidents will be investigated initially by the PSWT who may then decide to refer the 
matter to a member of the Extended Leadership Team.  Written statements from the students 
concerned must be taken and kept. 
SLT decide whether exclusion is an appropriate response.  Their decision will take into account the 
following: 
 

 The nature of the incident 

 The behaviour record of the student involved 

 Mitigating factors 

 Whether contrition is evident 
 
Re-admittance from exclusion is an important part of the process.  The re-admittance interview 
itself is not part of the punishment (that was the exclusion).  The purpose of the interview is 
establish whether the student understands the reason for the exclusion and will modify future 
behaviour as a consequence.  The interview will be led by a member of the ESLT, normally the 
relevant YD, with a governor in the position of Chair to act as a check and balance.  The governor’s 
role is to ensure fairness and equity and where necessary assist the parent in making their 
representation. 
 
10.6 Governors 
 
As noted above, governors have a very important role to play in re-admittance interviews but also 
as members of the Student Discipline Committee.  This committee meets periodically to consider 
all exclusions of 5 days or fewer.  Where exclusions are more than 5 but not more than 15 school 
days, governors must convene a meeting to consider the matter. 
 
The role of the governors is to review the exclusions imposed by the Headteacher (who alone – 
unless delegated - has the power to exclude). Governors cannot increase the severity of the 
exclusion but they can:  
 
1) uphold the exclusion, or 2) rescind the exclusion if they feel evidence justifies so doing 
 

 

11 Equality & Diversity 

 
11.1 Equality & Diversity duties make it incumbent that special consideration be given to incidents 
where race, religion, disability, sexual orientation and gender may be involved. 
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11.2 Looked After Children (Children in Care) should be excluded as an absolute last resort.  The 
school will work with carers and Social Workers and try every practical measure to keep them in 
school. 
 
11.3 Schools now have a positive duty to promote racial equality and as such, all behaviour 
records will be reviewed periodically and Governors reported to annually via Section 175 Return. 
 
11.4 All incidents involving diversity issues will be recorded on the LA Diversity Incident Form. 
(Appendix 2) 
 
 

If you would like this in a different format please contact the school                  First Adopted - 1988 
Reviewed & Amended by – Kristien Carrington   

Reviewed – September 2019 
Ratified by Governors – September 2019 

Next Review due – September 2020 
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Appendix 1 

Acceptable Uniform & Dress Code 
Students are expected to arrive at school wearing the correct uniform 

Uniform item Acceptable Unacceptable 

Footwear 

Plain black shoes 
 
Plain black boots under trousers 
White, black, grey socks 

Trainers 
Coloured laces 
Brightly coloured socks 
High heels 
Any logo 
Any stripes or trim 
Flip flops/sandals 

Trousers Black trousers 

Logos/brand names 
Fashion trends 
Combats 
Faded Jeans with noticeable studs 
/trousers with studs 
Lycra leggings 

 
Skirts 
 

Black formal cut 
Sensible length 

Short skirts  

Shorts 
Plain black tailored shorts with black 
shoes only 

Logos/brand names 

 
Belts 
 

Plain black 
Fashion belts,  belts not attached to 
trousers 

White Shirt & Tie 
Plain white collared shirt (plain white 
vest/short sleeved t-shirt may be 
worn underneath) with school tie 

Coloured/patterned vests or  
t-shirts underneath or on show 

Jumper  
Black V necked jumper  with school 
logo 

Sweatshirts or hoodies 
Cannot wear jumper for PE lessons 

Cardigan Black cardigan with school logo Cardigans without school logo 

Coats 
Weather/waterproof outdoor coat 
any colour 
School track suit top 

Hoodies and other sweatshirts are 
NOT suitable replacements for 
school jumper 
No denim jackets 

Scarves  Wearing of scarves during lessons 

Caps/hats/gloves  
NOT to be worn inside school 
buildings 

School staff value the support of parents/carers in upholding uniform standards. Parents/carers can 
help by: 

 ensuring their child leaves home dressed for school as set down above; 

 supporting school staff when they have to enforce school uniform expectations.  
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General Dress Code 
Schools are no different from many workplaces 

Item Acceptable Unacceptable 

Jewellery 
 

Earrings - one pair of small studs is 
acceptable 
Watch is recommended 
 

Flesh tunnels and spacers 
Rings 
Bracelets 
Wristbands (including charity 
bands) 
Necklaces should not be visible 
 

Make–up and nail 
varnish 

Natural make-up 
Clear nail varnish 

Excessive make–up and strong 
colours  
Bright nail varnish 

Hair  
Natural colours 
No extreme fashion 
 

Strong colours and clearly 
unnatural colours 

Facial and body 
piercings 

Single discreet nose stud (to be 
removed or covered during practical 
/active lessons) 

All other facial and body piercing  
 

Patterns ‘painted’ on to 
skin (henna) 

 
Fake tattoos and patterns using 
henna or other similar products 

 
If problems with uniform persist parents/carers will be contacted by the school.  The uniform and 
dress code is accepted by the vast majority of students and parents; it is a question of fairness and 
equity to ensure all students conform. When parents/carers choose to send their child(ren) to Sir Jim’s 
they are also accepting of the uniform code. 
 
Sir Jim’s has a uniform because: 

 The vast majority of parents/carers and governors value uniform 

 Students tell us they feel smart 

 Uniform encourages a sense of belonging 

 Dressing for school is associated with positive work habits 

 Uniform helps reduce the lure of expensive branded clothes. 
 
General advice: 

 Clothing should be named using printed name tag or permanent marker 

 Lockers for hats, coats and scarves are available for all students 

 Students need a bag large enough to carry A4 files and books 

 PE kit is best kept in a separate bag.  Should also be named and taken home the same day 
after use. 

 
When students are not in full uniform, replacements may be provided for the day; these will be 
freshly laundered.  
 
Clear and obvious deliberate flouting of the uniform code will result in break times being spent in the 
inclusion room until a resolution is reached. 



 

 

 

 

Appendix 2:  Diversity Incident Form 
 

 
  

EDUCATION   DEPARTMENT 
  
  

  

DIVERSITY INCIDENT REPORT FORM 
  

  
CONFIDENTIAL (FOR SCHOOL AND LA USE ONLY) 

  

DATE OF INCIDENT:  

SCHOOL:  

LOCATION OF INCIDENT:  

Details of Incident: 
 
 
 
 
 
 

People Involved Ethnicity and/or orientation  
(if appropriate) 

Victim(s):  
 

  

Perpetrator(s):  
 

  

Witness(es):  
 

  

Action Taken: 
 
 
 
 
 
  

Incident Recorded By:  
 

Signature of Headteacher:  
 

Date:  
 

Self Reporting Form handed out to Victim (please delete as appropriate) YES / NO 

      

  
NB:      For guidance please bear in mind the Association of Chief Police Officers' definitions: 
            "A racist incident is any incident perceived to be racist by the victim or any other person" 
            "A homophobic incident is any incident perceived to be homophobic by the victim or any other 

person" 
  

Please return this form to Julie Smith, Education Services, 
Room 428, County Hall, Truro, TR1 3AY 

Form: DIV 
 



 

 

 

 

 


