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Section 1: Positive Discipline (PD) 

 

At Hornsea School and Language College (HSLC) the Positive Discipline (PD) structure 

continues to be centred on four very simple concepts: 

 

1. that all young people enjoy being recognised and positively rewarded for their effort 

2. that most young people need clear guidelines in terms of what constitutes good 

behaviour 

3. that the response of school to a positive attitude to learning and misdemeanours 

need to be consistent and explicit across the school 

4. that effective communication between teachers, parents/carers and students is 

essential 

 

The aims of the policy are:  

 

• to promote high levels of student engagement with all aspects of their learning and 

to minimise incidents of low level disruption 

• to ensure that the efforts of all our students are regularly and consistently 

recognised through praise and rewards 

• to allow students to take responsibility for their behaviour, both in lessons and 

around the schools site, so that the students, staff and visitors enjoy a purposeful, 

calm and welcoming environment 

 

Successful and effective maintenance of PD requires, and is predicated upon a consistent 

commitment from all staff to operate within the agreed framework, this is non-negotiable.  The 

aspiration and school approach is based upon the assumption that positive reinforcement in 

the form of rewards / incentives / praise and recognition will promote and facilitate positive 

engagement with learning and contribute significantly to maximising student academic 

progress.  Where necessary, the clearly outlined system of Written Warnings and sanctions 

provides the structure for supporting and addressing instances of unacceptable and disruptive 

behaviour in and out of the classroom that has a negative impact upon learning and the school 

community.  As such the PD Policy and system runs parallel to the Behaviour Policy and 

where necessary the Behaviour Support Process.  PD provides a clear evidence base through 

daily and weekly data collection that informs school decision making and response to both 

positive and negative behaviour in both in and out of the classroom. 

 

The PD system provides a transparent and consistent structure for all members of the school 
community, bringing accountability and providing an objective and fair approach to rewarding 
and supporting behaviour.   
 
All school staff will look to recognise, praise and reward students as opportunities arise.  
Reward Stamps are used to recognise positive behaviour and commitment in and out of the 
classroom for academic and personal achievement and contribution to the school community. 
 
Consistent application across school by all staff of the key principles of PD is fundamental to 
the successful operation of the system.  This is equally important in terms of both Reward 
Stamps and Written Warnings.  PD allows for a ‘graduated response’ that affords the 



opportunity for de-escalation and individual management of issues arising.  Students at all 
points have the opportunity to make ‘positive’ choices and minimise sanctions. 
 
A structured set of sanctions has evolved over time to best meet the needs of the HSLC school 

community and are in place and will be applied consistently and appropriately in response to 

relevant misdemeanours.  There is a clearly outlined process that staff are expected to follow 

and behaviour support initiatives should not be introduced outside of the PD structure.  Staff 

and students benefit from the transparency and clear expectations of PD in terms of both 

Rewards and Sanctions. 

 

Members of staff who ‘opt out’ of the agreed policy should be prepared to be challenged by a 
senior member of staff. All staff members including SLT must also look to operate within the 
framework at all times. 
 
The policy should not be draconian and inappropriately rigid. Consistency and flexibility need 
to operate in balance but flexibility should not be confused with a lack of challenge and 
commitment. 
 
This policy should be read in conjunction with the HSLC Behaviour Policy.  A ‘Staff Guide to 

Positive Discipline Sanctions’ is also available to support staff decision making. 

 

Section 2: HSLC Expectations 

 
The following expectations apply to all students, based upon the HSLC ‘RESPECT’ agenda: 
 

R 
 

Right place, Right time, Right equipment, Right uniform, Right ATL 

E 
 

Etiquette – Moving around the school in a sensible manner 

S No Swearing – express yourself in an appropriate way, without the use of swear words 

P 
 

Polite – manners, saying “please”, “thank you” “excuse me 

E Esteem – holding EVERYONE at HSLC in high esteem means to respect and be 
tolerant 

C 
 

Courtesy – act kindly towards others.  Be a good friend 

T 
 

Tidy – put litter in the bin. Leave the classroom as you found it 

 

The RESPECT campaign is widely displayed across the school and students are made aware 

of expectations on an ongoing basis. 

 

Classroom Rules 
 
Students are expected to: 
 

 Arrive on time, fully equipped, wearing school blazer and ready to work for each lesson 

 Bring homework on time, every time 

 Place opened  planner on your desk 

 Follow staff instructions – first time, every time 

 Listen carefully when the teacher or another person is talking 

 Always try their best without disturbing others 



 
All teaching staff will strive to create a positive climate for learning by ensuring: 
 

 Lessons are well planned, prepared and resourced 

 Where possible students are met by the teacher as they arrive and a starter activity is 
ready for students to tackle 

 Expectations laid out in the teaching and learning policy are adhered to in all lessons 

 The HSLC expectations are modelled frequently by teachers and support staff 

 Any failure to meet HSLC expectations is addressed assertively, consistently and fairly 
as set out in the PD Policy 

 

Section 3: Rewards  

 
Student achievement, effort and behaviour will be recognised and celebrated in the following 
ways: 
 
Celebration Evenings 
Will be hosted in the Summer Term and will recognise achievements of students over the 
year. 
 
Celebration Assemblies 

Progress Leaders will call an assembly to celebrate the efforts, improvements and 
achievements of students.  All nominees will receive recognition a number of ways which may 
include, a prize, a certificate or a letter home via Edulink 
 
Messages Home 
Contact will be made with home to recognise sustained hard work over a number of lessons.  
It may be for a significant contribution to the school, or work that is really out of the ordinary. 
Each teacher should aim to communicate with home a number of times per term for each 
class. The can be by telephone call or electronically via Edulink.  
 
End of Year Rewards Trip 
Students who earn over a specified threshold will be given consideration about the eligibility 
to go on the annual rewards trip. Progress Leaders may stipulate their own additional specific 
criteria for eligibility. 
 
Reward Certificates recognising Achievement 
There are four levels of certificates which will be awarded: 
 

 Group Tutor Certificate:  500 stamps  

 Progress Leader Certificate:  1000 stamps  

 SLT Certificate:  1500 stamps 

 Headteacher Certificate:  2000 stamps 
 
Reward Stamps (Achievement Points) 
Students will regularly receive stamps, which they can save up and spend in the school PD 
shop. (See Appendix 5) 
 
The awarding of stamps will be recorded in the Student Planner. The awarding of stamps by 
staff gives immediate positive feedback to students and is also intended to be both simple and 
time efficient. Stamps can be awarded both within and outside the classroom and awarded by 
all staff.  Stamps can be freely given by staff but there should be a maximum of three per 
lesson. Stamps are not given for meeting basic expectations e.g. having the right equipment. 
 



A clean slate in terms of negative comments in the shape of no Written Warnings will be 
rewarded with 3 Tutor Stamps each week. 
 
At the end of each week a student who has established 100% attendance will receive 5 Tutor 
Stamps from their Group Tutor.   
 
Down Town Pass for Yrs 10 and 11 – a lunch time Down Town Pass stamp will be given to 
students on a weekly basis by the group tutor in P1 on a Monday when PD data is collected.  
This is a ‘green’ specific Down Town pass stamp and is placed in the grid on the inside back 
cover of the Planner for the respective week. (See Appendix 5).  Please see below for further 
requirements relating to the Down Town Pass grid. 
Award of the Down Town Pass stamp is for 1 week at a time and based upon the criteria 
below for behaviour / attendance during the previous week: 
 

 100% attendance* 

 No Written Warnings 

 35 Reward Stamps 
 
As such the Down Town pass is retrospective as it covers the previous PD week,  For example 
- 100% attendance* and no Written Warnings and 35 Reward Stamps in Week 1 will mean a 
Down Town pass stamp will be placed in Week 2 of the grid for Week 2 and so on.   
 
This is only applicable to Yrs 10 and 11 and students will not be permitted to leave site without 
the correct weeks Down Town pass, which will be checked by staff on gate duty.  A damaged 
or defaced Down Town Pass grid in the back of the Student Planner will disqualify students 
from leaving site until the Planner is restored to an acceptable condition. 
 
*Attendance – discretion will, as required, be applied to the application of this criteria.  In the 
event of a student having an authorised absence e.g. through illness, the group tutor and Head 
of PD may award a Down Town pass.  Such a decision would normally require that the pupil 
has an overall positive attendance profile of above 95% 
 
Abuse of the Down Town Pass system will lead to an escalation of PD sanctions. Failure to 
comply with the criteria for achieving a Down Town Pass – i.e. leaving site without a legitimate 
Down Town Pass stamp or ignoring staff and leaving site regardless will lead to PD sanctions 
extending to Isolation and potential exclusion. 
 
The Down Town Pass system can be suspended at any time in line with specific 
circumstances and events across student, student groups and year groups. 
 
The Down Town Pass grid that is used to record the specific Down Town Pass stamp each 
week will not be accepted by staff on Gate Duty and cannot be used if student NAME and 
TUTOR GROUP are not clearly written and if the page is DETACHED FORM THE PLANNER 
BOOK. 
 
 
Attendance Draws 
There will also be attendance draw at the end of each term for all students with 100% 
attendance for that term. All students with 100% attendance will also receive a certificate 
 
Praise and Encouragement 
Teachers and other staff who work with students will always look to give praise and 
encouragement when students put in lots of effort, produce their best work, make good 
progress, represent the school and help others. 



 
Members of the Leadership Team will be linked to year group and will see individual students 
who are nominated by their Group Tutor in P1 on a Monday morning 
 
Leadership Team members will operate from their own offices and will be available to receive 
students who are referred to them by Group Tutors.  Students will be sent individually with 
their Student Planner and, in general, to be praised.  It is anticipated that no more than two 
students from a tutor group will be referred to the SLT link member within one lesson.    
 
Students will be rewarded with an additional 5 stamps. 
 

4. Written Warnings 

 
The following codes x10 will be used when a Written Warning is recorded in the student 
planner. 
 

 B       Behaviour 

 D       Defiance 

 E      Equipment 

 H      Homework 

 L       Late 

 M     Mobile Phone* 

 OLB Out of lesson behaviour 

 U      Uniform 

 S Smoking/vaping  

 IW Inadequate work 
 
* If a pupil chooses to have / use their mobile phone in class without permission the phone will 
be confiscated, a Written Warning issued (M) – NO VERBAL WARNING in this case - and the 
phone confiscated and given in to the main office for the student to collect at 3pm. Each time 
a phone is confiscated the parents/carers will be notified. If a phone is confiscated for a second 
time during a term parents/carers will be contacted and asked to come and collect the phone 
 
If a student fails to hand over a mobile phone when requested to do so by a member of staff, 
this will result in a 2 week ban from use on site.  In this case the phone must be either left at 
home or handed in to staff upon arrival and collected at the end of the day.  Failure to comply 
with the sanction will result in an escalation in PD sanctions up to and including exclusion.  
Students are encouraged to support staff and the clear expectations of school and behave in 
a reasonable and responsible manner in terms of the use of mobile phones. 
 

5. Sanctions and Stages of Behaviour Intervention 

 
When a particular misdemeanour takes place an identified sanction or range of 
sanctions will follow. The identified sanction is not open to negotiation or debate. This 
is the key area of consistency that underpins an honest, fair and transparent approach 
for all concerned. . 
 
Please see ‘Staff Guide to Positive Discipline Sanctions’ for the relevant protocols and 
requirements in terms of recording PD incidents on SIMS.  Recording PD information 
accurately and promptly is key as it allows the PD admin support staff to make 
necessary arrangements and contact home for any Detentions / Isolation that a student 
has incurred. 
 



In terms of sanctions there are seven 7 stages.  It is hoped that the vast majority of students 
will simply choose to spend their time operating within the rewards framework. 
 

Stage Sanction 

1 Verbal Warning 

2 1st Written Warning 

3 2nd Written Warning 

4 Red Card - Student Moved Within Subject Area/Faculty Remove 

5 Detention 

6 Isolation 

7 Exclusion (Fixed Term and Permanent) 

 
It is also expected that, of the students whose performances are deemed to be unsatisfactory, 
only a small minority will move beyond Stage 3. 
 
It is essential that all students, parents and teachers understand this framework and its 
consequences.  At all times the intention of the policy is to minimise low level disruption and 
unacceptable behaviour and to encourage each student to have a positive attitude to learning 
and to respect the needs of everyone in the classroom. 
 
Each member of staff is expected to operate within the framework utilising a logical and well-
planned structure. 
 
Additionally, when students do disturb the academic progress of their peers or make the 
working life of the teacher unacceptably stressful and unpleasant then they must be removed 
from that class.  
 
However, students should not be removed from the classroom for trivial reasons and the 
graduated framework must be followed with clear explanations to the student why certain 
stages are being used. 
 
Where appropriate and parallel to the PD system, students generating significant ongoing 
concerns in terms of non-compliant behaviour that impacts negatively upon the learning of 
others and school community will be placed on the formal HSLC ‘Behaviour Support Process’  
See Behaviour Policy (Appendix 3) for more details 
 

Stage 1 – Verbal Warning  

After settling to work. 
It is anticipated that many students will receive the occasional Verbal Warning. Hopefully, 
as students mature and become more self-disciplined the great majority of student/teacher 
contact will be positive and enthusiastic. Students should become accustomed to operating 
within prescribed lesson routines. 
  
The Verbal Warning, though not recorded, has two clear purposes: 
 

i. to indicate to students that they have done or are doing something which is 
unacceptable; 

ii. to form a link to the more serious Stage 2 – 2nd Written Warning if it is required. 
 
It goes without saying that students must clearly understand the fact that they have received 
each warning and that the words ‘Verbal Warning’ must be used by the member of staff. 
 
The Verbal Warning should not be given as a blanket warning to the full class. Verbal 
Warning could be recorded on the corner of the whiteboard either with the student’s 



initials or full name, so they are fully aware they are on a Verbal Warning.  Another method 
to emphasise the verbal warning is to ask for the student’s open planner to be put on the 
teacher’s desk and to explain why this is being done. 

Stage 2 – First Written Warning and Second Verbal Warning 

A student who continues to behave unacceptably despite being given a Verbal Warning will 
move into STAGE TWO and receive a Second Warning.  This must be recorded in the 
appropriate page of the Student Planner with the appropriate code and a brief comment if 
desired followed by staff initials.  Staff need also to keep a brief record in their own file of 
the nature of misdemeanour.  
 
Students could move into STAGE TWO as a result of continuing the behaviour which led to 
the initial Verbal Warning or for behaving in a way which is considered too serious to receive 
only a Verbal Warning. 
 
A written warning will also be given for the following: 
 

 Failure to bring exercise book to the lesson or homework 

 Failure to bring PE kit to the PE lesson 

 Failure to bring Technology ingredients and equipment to the Technology lesson 

 Mobile device seen or heard in the lesson without the permission of the teacher 
followed by confiscation for the day 

  
For further details please see Section 6 – Behaviour Tariff. 

Stage 3 – Second Written Warning and Student Moved Within the Classroom (where 
possible)  

Occasionally, students will continue to behave in an unsatisfactory manner despite 
receiving both a Verbal and a Written Warning.  Such behaviour will result in the student 
moving into Stage 3.  The onus is on the class teacher trying to retain control of his/her own 
teaching groups.  Students will be moved to another area of the room as the first part of the 
sanction. A further written warning from the teacher must be placed in the student’s planner. 
 
The first three stages are very much seen as classroom-based strategies.  It may well be 
seen as desirable to relocate the student within the classroom to prevent further escalation. 
 
The second Written Warning should be noted in the Planner. 
 
Second Written Warning (IW, B, D) triggering detention – if the x2 Written Warnings in 
a lesson include two B / D / IW’s or a combination of any of the 3 (e.g. 1B and 1 IW) then 
this automatically generates an after school detention the following evening (or variation 
thereof if a ‘reasonable adjustment’ is required).   
 
In addition to the Planner, staff need to record this by going on to student profile on SIMS, 
add behaviour incident, click drop down on 2nd Written Warning in 1 lesson and add / save.  
Alternatively it can be logged on register by right clicking against name 

Stage 4 – RED Card / removal from class - Student Moved Within Subject Area/Faculty 
Removal 

At this point the classroom teacher would come to the decision that a student is persisting 
in undermining the work of everyone in the room. This is despite receiving three clear 
warnings at this stage. 
 
Alternatively, it may be that a student behaves in such an unacceptable ‘one off’ way that 
the teacher chooses to move straight to Stage 4.  Though there is always the possibility of 
this occurring, the importance of working through the stages in a cumulative manner 
whenever possible must be emphasised. 



 
Each faculty area will need to produce a removal timetable which will ensure that for each 
lesson of the week at least two colleagues are always identified as being available to 
‘receive’ students who enter Stage 4. 
 
A student who has entered Stage 4 is likely to have caused considerable disruption and 
inconvenience. The referred student will bring work with them and will work in silence in an 
appropriate part of the room. When referring a student to another teacher it is the original 
teacher’s responsibility to ensure that the student has sufficient work to do. 
 
In the event of a student reaching this level of intervention and requiring removal from 
lesson, the teacher should share information with both Head of PD and Head of Faculty to 
allow consideration of the situation and development of a planned response.   
 
Students who have been removed from lesson can have a Restorative meeting if the staff 
member request it.  Pastoral Managers can assist with this if requested and given relevant 
details. 
 
The incentive is for the student not to escalate his or her defiance further since the next 
level is Isolation which will result in a day in Isolation the next day.  
RED CARD 
Any student refusing to go to the departmental removal will be ‘Red Carded’ This will be 
seen as defiance and the student will be placed in an appropriate setting for the remainder 
of the lesson.  
 
Staff need to log Red Card under student Behaviour Profile on SIMS, staff member to make 
call / email home to inform about Red Card Incident 

Stage 5 – Detention (Standard and Headteachers) 

Please see Section 6 for details of behaviour(s) that trigger a Detention. 
 
Detention are scheduled to take place as soon as possible after the event / behaviour 
incident or trigger generating the detention, usually the next day.  Contact is made with 
home to alert parent / carers to the detention.   
 
Detention lasts for 1 hour immediately after school, starting at 3pm and take place in the 
Isolation Room and is supervised by senior members of staff.  A Headteachers detention 
last a further 15 minutes over and above a standard detention, finishing at 4.15pm. 
 
Unless there is a valid and acceptable reason, failure to attend a Detention prompts a further 
Head Teachers Detention and failure to attend a Head Teachers Detention prompts a day 
in Isolation. 
 
Students are expected to comply with PD behaviour requirements and the rules of the 
Isolation Room / Detention and complete work set and comply with staff instructions.   
 
Failure to comply with expectations or late arrival for no good reason will mean that the 
Detention is rescheduled / repeated and also the potential for escalation to more serious 
sanctions if the non-compliant behaviour continues. 
 
Mobile phones are not permitted and should be handed in to staff upon arrival, students are 
required to have their Planner available and also pass this to staff upon arrival. 

Stage 6 – Isolation 

Isolation is an extremely serious sanction.  Expectations and requirements of students when 
in Isolation are explicit and clearly outlined.  The Isolation Room is a business like and 



purposeful environment with a bank of work which covers every curriculum area. The 
Isolation Room will be staffed by the Pastoral team and SLT.  Students will be ‘isolated’ in 
the fullest sense of the word.  Lunch-break will be taken in the Isolation Room and at no 
time will the isolated student be allowed to socialise with other students. Isolated students 
must not be sent to collect work.  Use of mobile phone is not permitted at any time in 
Isolation (including Break and lunch) 
 
The duration of the day in the Isolation Room will be from 8.40 am to 3.00 pm.   
 
Students placed in Isolation arriving late without good reason will repeat the full day at the 
earliest opportunity. 
 
Students working in Isolation will place their planner on the desk.  Each hour work will be 
provided.  Students will get either a stamp for completing the work or a WW for no work 
(IW). 
 
If students get to 5 written warnings in Isolation they will receive a day Fixed Term Exclusion 
and repeat their day in Isolation.   
 
Continued non-compliance with Isolation will prompt consideration of further escalation of 
sanctions and possible fixed term exclusion.  Students refusing Isolation as a sanction will 
be excluded for a fixed term and required to repeat the Isolation sanction upon their return.   
 
Standard PD expectations apply in the Isolation Room.  Warnings include talking, refusal to 
engage with work, distracting other students etc.  After three warnings a member of SLT 
should be called to speak to the student and if viable parents to be rung so that the student 
is given every opportunity to avoid further escalation of sanctions. 
 
Students must hand in mobile phones to staff upon arrival, phones should be switched off 
and will be stored safely in the Isolation Room in a compartment corresponding to the booth 
number occupied by the student.  Students will not have access to their phones at any point 
of the day when in ISO. 
 
It must be stressed that the sanction of Isolation, as with any sanction, can be reached 
through a gradual process of continued unacceptable behaviour or through the 
committing of a misdemeanour which is considered sufficiently serious to warrant 
such an immediate sanction. 
 
Pastoral Staff and Leaders will determine appropriate responses to students who are 
involved in the Behaviour Support Process and are failing their targets and incurring repeat 
offences within short periods of time. 

Stage Seven – Exclusion – Fixed Term and Permanent 
(Fixed Term Exclusion and Permanent Exclusion) 

Students who commit a particularly serious misdemeanour or persistently fail their targets 
on an IBP or PSP or can expect to receive a more serious sanction of, depending upon the 
circumstances, either fixed-term or consideration of a permanent exclusion.  
 
On re-entry to school after a period of fixed term exclusion, there will be a reintegration 
meeting involving the student, parents / carers and a senior member of school staff.  An 
integral part of the fixed term exclusion sanction is a day in Isolation upon return to school.  

 

 

 

 



Section 6: Behaviour Tariff – Behaviour(s) leading to Detention / Isolation / Exclusion 

 
If at any time a member of staff considers a student to have chosen to behave in an 
inappropriate way around school (in or out of class) they should, as a minimum, give a Written 
Warning with the appropriate code in the Student Planner for the respective week.   
 
Professional judgement and to an extent common sense needs to be applied when dealing 
with students not following staff instructions. It might be that the incident is so minor that the 
member of staff concerned simply uses a Verbal Warning or makes a written comment in the 
appropriate section of the Student Planner.  Reasonable adjustments will also be given 
consideration as and when appropriate. 
 
Alternatively, the situation might be so serious and confrontational that the teacher concerned, 
with the support and agreement of the pastoral team, decides that a more severe sanction is 
required.  
 
The following graduated sanctions around the school will be applied in response to identified 
behaviour triggers: 
 

Sanction Reason 

Detention Students will be placed in Detention for: 

  7 Written Warnings in a week 

 2 Written Warnings in a lesson (involving B, D, IW) 

 2nd Written Warning for Late in a week 

 2nd Failure to have planner in a term 

 Red Card 

 Fighting 

 Unpleasant behaviour towards others (Bullying) 

 Truancy (1st Time) 

 3 ‘No PE Kit’ in half term 

 1st and 2nd incident of Planner page missing for previous 
week in Period 1 PD Data collection (2nd Occasion is 
HT detention) 

 2nd Homework Written Warning in a week 

Isolation Students will be placed in ISO for: 

  9 WW in a week 

 4 WW for late in a week 

 3rd and / or ongoing Failure to have Planner in a term 

 Failure to Hand in Planner 

 Failing to attend Head Teachers Detention 

 Verbal abuse of staff 

 Persistent truancy 

 Fighting / aggression 

 Failing uniform policy 

 Serious incident involving failure to meet behaviour 
expectations 

 Following Fixed Term Exclusion 

 3rd / ongoing occasion of Planner page missing for 
previous week in Period 1 PD Data collection 

Fixed Term Exclusion Students will be excluded for: 

  Persistent refusal to accept school sanctions 

 Actions which put anyone in danger 

 Vandalism 



 Malicious allegations against staff 

 Indecent behaviour – social media or actual 

 Smoking / Vaping 

 Racist, homophobic or sexist abuse 

 Arson 

 Actual or threatened violence 

 Carrying an offensive weapon 

 Possession, supply or misuse of drugs or prohibited 
item(s) 

 Serious One Off Incident 

 Accumulating 5 Written Warning when in Isolation 

 This is not an exhaustive list and there may be other 
situations where the Headteacher makes the judgement 
that Exclusion is an appropriate sanction 

 

Section 7: The Use of the Student Planner  

 

Students are expected and must have their Planner with them at all times. 
Sanctions will be applied to students forgetting their Planner or in any way defacing 
the Planner so as to compromise the recoding of PD data. 
 
Central to the success of PD is the Student Planner. This forms the centre of communication 
between school and parents/carers and provides immediate feedback on a student’s attitude 
to learning.  The Student Planner forms the basis for recording all PD data – Reward Stamps 
and Written Warnings.   
 
At the beginning of every lesson, students will take out their Student Planners.   
 
Missing / Forgotten Planner 
 

• It must be emphasised that forgetting the Student Planner is extremely serious  
• The Student Planner must be kept as if it were a best exercise book and in a tidy 

and well-presented state 
• Students who have not brought their Student Planner will be spoken to by the class 

teacher in P1 and an electronic daily planner will be set up on SIMS (using ‘No 
Planner (PD Check)’and monitored and used for the rest of the day by student / 
staff using the E-Planner function, with the information transferred covering 
Reward Stamps and Written Warnings to the hard copy Student Planner the next 
day 

• First time offence - Forgotten / Missing Planner – e-mail sent home reminding of 
sanctions 

• Second time offence – Forgotten / Missing Planner -  detention 
• Third offence – Forgotten / Missing Planner  - day in ISO and further day on 

subsequent occasions Planner is not available / forgotten 
• Lost Student Planners will need to be immediately replaced at a cost of £5.00, 

replacement planners are available from Mr Dexter (head of PD) 
• The above sanctions are wiped clean on a termly basis 

 

Damaged or Planner Pages Missing when collecting PD Data 

 

When PD Data is being collected in P1 on Monday, with the week that needs logging ‘missing’ 

(i.e. it’s been ripped out of the planner or student deliberately keeping track on a different week 



etc.) please alter the new column on SIMS PD mark sheet from a “Y” to an “N” (This column 

is titled “Planner sheet present?” and is set to “Y” by default).Sanctions that will be applied 

 

 1st offence: Logged and instant detention 

 2nd offence: HT detention 

 3rd offence: day in ISO and any subsequent incidents 

 The above sanctions are wiped clean on a termly basis 

 

This should not be used for students who are absent. 

 

Section 8: Monitoring of Student Planner 

 
Student Self-Monitoring 
It is important that students have the opportunity to monitor their own performance throughout 
the week. It is, therefore, essential that a regular amount of time is given each week to allow 
students to reflect upon their performance in school with assistance from their tutor. 
 
Parental Monitoring 
Parents and guardians will also have a key role in monitoring their child’s planner. It is 
expected that parents will encourage their child to keep the planner clean and up to date, 
support the habit of completing homework in an organised and efficient manner. 
 
Group Tutor Monitoring in PD (Monday P1) 
Within school Student Planners will be monitored each week by the Group Tutor in P1 on a 
Monday morning.  Group Tutors are expected to identify or confirm a number of points: 
 

i. that the planner is free from graffiti and is being kept in a tidy manner 
ii. that homework details are being recorded in sufficient detail  
iii. that, whenever they occur, comments made in the Student Planner by other members 

of staff are responded to in an appropriate way 
iv. that, whenever they occur, comments made in the Student Planner by parents are 

responded to in an appropriate way 
v. to communicate as Group Tutor to parents upon any school based issue which they 

feel would be best communicated through the Student Planner 
vi. to monitor the awarding of stamps or written warnings and input this data into SIMS to 

allow collation of PD data – see Appendix 1 
vii. Log on SIMS any instances of (1) Missing Planner and (2). Planner Pages missing / 

defaced (see above) 
viii. For Yr 10 and 11, award Down Town Pass stamp on inside of back cover of Planner 

on Grid for the current week, based upon criteria for previous week e.g. 100% 
attendance and no Written Warnings in Week 4 generates a Down Town Pass for 
Week 5, stamped in Week 5 Grid in P1, Week 5 Monday.  This lasts for the week. 
 

Section 9: Daily Period 1 – and Monday Period 1 PD Data and Requirements 

 

 All teachers in P1 must check the following in the first 10 minutes of the lesson; 

 Planners are open on the desk.  

 For any student who does not have their planner with them, this must be recorded on 
SIMS - see Appendix 1 

 For missing Planner the daily E-.Planner system on SIMS should be used to record 
Rewards and Written Warnings 



 Check uniform and send the Google doc with the name of the student not in the correct 
uniform with appropriate description.  Mrs Wolff in turn will email Pastoral Managers who 
are in breach of uniform for them to respond to. 

 All students must have a pen, pencil and ruler and bag. Students who do not have these 
items will receive a written warning and will be given a replacement. Tutors will be 
provided with a stock of basic equipment. 

 Students who are late to period one should be recorded as late unless there is a written 
warning already given by the member of staff on the gate.  

 

Monday P1 - PD Data and Requirements 

Monday P1 – First 30 minutes - Group tutors will do their routines checks and will also record 
information from the planner: 
 

 Missing Planner – see Appendix 1 

 Instances of damaged or missing Planner pages that compromises the collection of 
the weekly PD data, this should be recorded on SIMS- see Appendix 1 

 Number of stamps 

 Any written warnings and the category of written warning e.g. Homework, defiance. 

 Attendance will be discussed 

 3 Stamps will be awarded for a clean slate and 5 stamps for full attendance from the 
previous week 

 
2 students will be sent to the SLT link/ Progress Leader for a “well done” 
 
Once PD data has been collated the Group tutor will teach the Life lesson 
 
Guidance for referring students to SLT/Progress Leader 
 

 No more than two students should be sent during any one PD lesson 

 Students should be sent individually and must always carry their Student Planner 

 Students should be sent for any of the following reasons: 
 
a. they have successfully achieved a certificate level 
b. they have established six or more weeks of consecutive ‘clean slates’ 
c. they have performed outstandingly in any way in which the Group Tutor feels needs 

to be brought to the attention of the SLT link/Progress Leader 
 
Over the course of the year it is hoped that all students should be seen by their Link on at 
least one occasion. 
  



APPENDIX 1 - How will it look on a day to day basis 

Teachers of Period one 
 

 All teachers in p1 will check the following in the first 10 minutes of the lesson time.  

 Planners are open on the desk. For any student who does not have their planner with 
them, the E-Planner process will commence that day and the E-Planner set up via SIMS 

 Any student who has accrued 7 or 9 written warnings in a week between PD lessons has 
been placed in the appropriate detention or Isolation. The person giving the 7th or 9th 
written warning should have already “right clicked” and indicated so in the planner.  
Period one teachers will act as a backup check and will right click and log the 7th or 9th 
written warning if there is no record of this having been done in the planner. 

 Any student not in the correct uniform, names will be forwarded to Mrs Wolff via a Google 
doc who in turn will email Pastoral Managers for them to respond to. 

 All students must have a pen, pencil and ruler and bag. Students who do not have these 
items will receive a written warning (E) and will be given a replacement.  

 Students who are late to lesson 1 after 8.45am should be recorded as late on the register 
and also given a written warning unless they already have a late written warning from the 
member of staff on the gate.  

 Please be aware that the 10 minute check at the start of p1 and the correct 
recording allows Pastoral staff to be able to follow up effectively on students not 
meeting our standards and expectations. 

 
 
P1 Monday - PD Duties 
 
The structure should be as follows: 

 Tutors check that the student has their individual own Planner and the condition of it 

 Students that do not have a Planner have this recorded on SIMS (right-click on 
student’s name on the register, follow to ‘Add Behaviour’, then ‘No Planner (PD Check)’ 
and click where it says ‘Click here’) the E-Planner system on SIMS will then be used 
for the rest of the day and information transferred to the Planner the next day or when 
available 

 Students that have the Planner page(s) missing or defaced for the week being 
recorded, meaning that no data can be recorded should have SIMS update accordingly 
- If, when you’re collecting the PD data during Period 1, a student does not have the 
required weeks page in their planner, e.g. It’s missing (probably ripped out), part of the 
Written Warnings table has been ripped out 

 They say that they’re keeping tabs on a different week somewhere, staff need to alter 
the new column in the SIMS PD marksheet from a “Y” to an “N” (This column is 
titled “Planner sheet present?” and is set to “Y” by default).This should not be 
changed because a student is absent. 

 Students enter into their planners attendance score for the week and running score for 
attendance. You will receive this data in time for the PD lesson. Students who have 
100% attendance for the week should be given a tutor stamp x5 written on it. 

 Students will count up their stamps for the week and the tutor will enter on SIMS. 
Students will also in their planners fill in how many stamps for each subject. 

 Students who have a clean slate for the week with no written warnings should be given 
three tutor stamps 

 Students will count up their number of verbal warnings and number of verbal warnings 
in each category e.g. Homework and the tutor will enter on Sims. Hopefully, many 
students have clean slates. 

 Individual feedback/guidance from tutor as students report stamps and written 
warnings –praise and “discussions” and signing of planners by tutors. 



 Sending 2 students to SLT link/Progress Leader 

 The remainder of the lesson will be for Group tutors to deliver the Life Studies lesson 
 

Guidance for referring Students to SLT Link/Progress Leader 
 

 No more than two students should be sent during any one PD lesson 

 Students should be sent individually and must always carry their Student Planner 

 Students should be sent for any of the following reasons: 
they have successfully achieved a certificate level 
they have established six or more weeks of consecutive ‘clean slates’ 
they have performed outstandingly in any way in which the Group Tutor feels needs to 
be brought to the attention of the SLT link/Progress Leader 

 
Over the course of the year it is hoped that all students should be seen by their SLT 

Link/Progress Leader on at least one occasion. 

  



APPENDIX 2 - How will it look for the teacher in the classroom 

Rewards in the classroom 
 
Achievement points/stamps 
Students will regularly receive achievement points in the form of Reward Stamps in the 
planner, which they can save up and spend in the school shop. Every stamp is worth an 
achievement point. Stamps can of course be awarded both within and outside the classroom 
and awarded by all staff.  
 
Stamp as you go through the lesson – it is easy to do! Do not give all your stamps at the end 
of the lesson. Stamps/achievement points can be freely given by staff but there should be a 
maximum of three per lesson per student.  
 
Stamps are not given for meeting basic expectations  e.g. having the right equipment but 
should be given for positive engagement. 
 
Stamps which will be collated in the PD Monday p1 will also lead to: 
 
Ongoing certificates 
There are four levels of certificates which will be awarded in assemblies or on other 
appropriate occasions. (We will review the number of stamps required as we go through the 
year). 
 

  Group Tutor Certificate:  500 achievement points  

 Progress Leader Certificate: 1000 achievement  

 Assistant Head Certificate:  1500 achievement points 

 Headteacher Certificate:  2000 achievement points 
 
Communicating with home 
Telephone calls and messages (Edulink) are sent home for sustained hard work over a 
number of lessons.  It may be for a significant contribution to the school, or work that is really 
out of the ordinary.  
 
Classroom Sanctions 

The following stepped consequences or stages will be applied when students fail to follow 

expectations. A student will receive clear explanations at each stage. Written warnings will be 

entered in the planner using the teacher initials and the following codes. Planners must be 

open on the desk at the beginning of the lesson. 

 B Behaviour 

 D Defiance 

 E Equipment (P1 teachers will mainly issue this in a morning) 

 H Homework 

 L Late 

 M Mobile Phone  

 OLB Out of lesson behaviour 

 U Uniform  

 S Smoking/vaping 

 IW Inadequate work 
 
 



Stage Sanction 

1 Verbal Warning 

2 1st Written Warning 

3 2nd Written Warning 

4 Red Card - Student Moved Within Subject Area/Faculty Remove 

5 Detention 

6 Isolation 

7 Exclusion (Fixed Term and Permanent) 

 
 

 Students can be removed to Isolation by going through the first five stages or for a one 
off incident. 

 
A written warning will also be given for the following: 
 

 Failure to bring exercise book to the lesson or homework 

 Failure to bring PE kit to the PE lesson 

 Failure to bring Technology ingredients and equipment to the Technology lesson 

 Mobile device seen or heard in the lesson without the permission of the teacher 
followed by confiscation for the day 

 
Extras 

 7 written warnings in a week both in and out of the classroom will result in a detention. 
If you are the person giving the 7th written warning you will “right click” so the detention 
is recorded and also log this in the planner. 

 Detentions will be run each night of the week from 3.00pm to 4.00pm but the Head 
Teacher detention will run each night from 3.00pm to 4.15pm. Students who fail to 
attend an allotted detention will automatically go into the Head Teacher detention the 
next evening. Failure to attend the Headteacher detention will result in a day in 
Isolation the next day followed by the Headteacher detention the next day until 4.15. 

 Likewise 9 written warnings in a week both in and out of the classroom will result in 
an isolation. If you are the person giving the 9th written warning you will “right click” 
so the isolation is recorded and also log this in the planner. 

  



APPENDIX 3- How will it look around the site 

 
Sanctions for Misdemeanours Committed Around the School 
 
If at any time a member of staff considers a student to have chosen to behave in an 
inappropriate way around school they should, as a minimum, give a Written Warning with the 
appropriate code in the Student Planner for that week.   
 
Professional judgement needs to be applied when dealing with students not following staff 
instructions. It might be that the incident is so minor that the member of staff concerned simply 
makes a written comment in the appropriate section of the Student Planner. 
 
Alternatively, the situation might be so serious and confrontational that the teacher concerned, 
with the support and agreement of the pastoral team, decides that a more severe sanction is 
required. The following fast track sanctions around the school will be applied; 
 

Sanction Reason 

Detention Students will be placed in Detention for: 

  7 Written Warnings in a week 

 2 Written Warnings in a lesson (involving B, D, IW) 

 2nd Written Warning for Late in a week 

 2nd Failure to have planner in a term 

 Red Card 

 Fighting 

 Unpleasant behaviour towards others (Bullying) 

 Truancy (1st Time) 

 3 ‘No PE Kit’ in half term 

 1st and 2nd incident of Planner page missing for previous 
week in Period 1 PD Data collection (2nd Occasion is 
HT detention) 

 2nd Homework Written Warning in a week 

Isolation Students will be placed in ISO for: 

  9 WW in a week 

 4 WW for late in a week 

 3rd and / or ongoing Failure to have Planner in a term 

 Failure to Hand in Planner 

 Failing to attend Head Teachers Detention 

 Verbal abuse of staff 

 Persistent truancy 

 Fighting / aggression 

 Failing uniform policy 

 Serious incident involving failure to meet behaviour 
expectations 

 Following Fixed Term Exclusion 

 3rd / ongoing occasion of Planner page missing for 
previous week in Period 1 PD Data collection 

Fixed Term Exclusion Students will be excluded for: 

 
 

 Persistent refusal to accept school sanctions 

 Actions which put anyone in danger 

 Vandalism 

 Malicious allegations against staff 

 Indecent behaviour – social media or actual 



 Smoking / Vaping 

 Racist, homophobic or sexist abuse 

 Arson 

 Actual or threatened violence 

 Carrying an offensive weapon 

 Possession, supply or misuse of drugs or prohibited 
item(s)  

 Racial, homophobic, sexist abuse 

 Serious One Off Incident 

 Accumulating 5 Written Warning when in Isolation 

 This is not an exhaustive list and there may be other 
situations where the Headteacher makes the judgement 
that Exclusion is an appropriate sanction 

 
  



APPENDIX 4 - How will it look for Pastoral Managers 

Period one  
 
Pastoral Managers will be responding to any Uniform issues in a morning immediately 
after the 10 minute checks carried out by the period one teacher: 
 
All period one teachers must check the following prior teaching: 

 Planners are open on the desk. 

 In the event of a student not having their planner the procedure for recording and 
setting up an E-Planner on SIMS should be followed and the requisite Written 
Warning E recorded 

 Any student who has accrued 7 or 9 written warnings in a week between PD data 
collection P1 on a Monday has been placed in the appropriate detention or 
Isolation. The person giving the 7th or 9th written warning should have already 
“right clicked” and indicated so in the planner. Period one teachers will act as a 
backup check and will right click and log the 7th or 9th written warning if there is no 
record of this having been done in the planner. 

 Correct uniform - any student not in the correct uniform send names via Google 
doc to Mrs Wolff who will in email Pastoral Managers for them to respond to. 

 All students must have a pen, pencil and ruler and bag. Students who do not have 
these items will receive a written warning (E) and will be given a replacement. 
Period one teachers will be provided with a stock of basic equipment. 

 Students who are late to period 1- 8.45 am should be recorded as late on the 
register and also given a written warning unless they already have a late written 
warning from the member of staff on the gate.  

 Please be aware that the 10 minute check at the start of p1 and the correct 
recording allows Pastoral staff to be able to follow up effectively on students 
not meeting our standards and expectations. 

 
8.50am onwards 
 
Rewards 
All teaching staff have “stampers” to award student’s achievement points 
 
Sanctions for Misdemeanours Committed Around the School 
If at any time a member of staff considers a student to have chosen to behave in an 
inappropriate way around school they should, as a minimum, give a written warning with the 
appropriate code in the Student Planner for that week.   
 
Alternatively, the situation might be so serious and confrontational that the teacher concerned, 
with the support and agreement of the pastoral team, decides that a more severe sanction is 
required and fast track sanctions around the school will be applied 
 

 
3.00pm End of the day until 4.00pm (and 4.15pm for HT Detention)  
 

 Progress Leaders will assist SLT and HOF in supervising detentions. 

 Detentions will be run each night of the week from 3.00pm to 4.00pm but the Head 
Teacher detention will run each night from 3.00pm to 4.15pm. Students who fail to 
attend an allotted detention will automatically go into the Head Teacher detention the 
next evening. Failure to attend the Headteacher detention will result in a day in 
Isolation the next day followed by the Headteacher detention the next day until 4.15. 

 



APPENDIX 5 – PD Posters 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

 

 

2020-21. This cannot be used if name and tutor group are not clearly written or page is detached from 
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