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Pen y dre High School’s mission is for all pupils to aspire to success to 

achieve success and to believe in their success. 

  

Pen y dre's core values are those of respect, enterprise and performance. 

The behaviour code is based on the values of respect for oneself and others: one's 

own person and the person of others and one's own personal possessions and the 

personal possessions of others. Respect, too, for the dignity and self-esteem of 

oneself and of others whatever their role in the school - support staff, teachers or 

learners. 

Respect is demonstrated in the following ways: 

 being considerate of others as you would wish them to be considerate to you; 

that consideration applies not only to their persons but to their property and 

indeed to the property that we hold in common - teaching equipment, resources 

and buildings;  

 being prepared mentally (being prepared to learn) and materially (having the 

correct equipment) when attending lessons; 

 being honest and open in all dealings with others and in respecting their 

possessions; 

 being self-aware particularly of the effect one's actions can have on others; 

 being present effective learning cannot take place attendance. 

The work code is based on the values of enterprise and performance. 

Enterprise and performance is demonstrated in the following ways: 

 working hard in school and at home to ensure that you give of your best; 

 developing the essential skills that underpin all achievement: 

communication, number, ICT, research skills, working with others, problem 

solving, managing your workload; 

 taking part in extra curricular activities which contribute to your growth as a 

person; 

 putting something back into the community that nurtured you; 
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 having an action plan for your future progress, and seeking help about how 

to realise your goals. 

The school's Positive Discipline - Points to Success policy is designed to actively 

promote these values and the codes that embody them. 

 

Positive Discipline - Points to Success 

The school operates a Positive Discipline programme, operated through its Points 

To Success system. 

The first underlying principle of the policy: 

Effective teaching and learning depends upon good behaviour. 

Effective teaching and learning can only take place in an environment where there is 

a clear understanding of what is, and is not, acceptable behaviour. 

The second underlying principle of the policy: 

We are all responsible for our actions, and for the consequences of those 

actions. 

There must also be a clear understanding of what rewards and sanctions are available 

to modify behaviour. It is important that everybody in the school community 

understands which consequences follow which actions. It is through an understanding 

of those consequences that learners learn to take responsibility for their actions. 

The third underlying principle of the policy: 

A contract between the various stakeholders in Pen y Dre is an essential 

prerequisite to good behaviour and effective teaching and learning. 

 Learners and parents need to accept the rules of Positive Discipline; 

 Teachers need to apply those rules fairly, openly and consistently. 

The main aim of the policy is to promote good behaviour and promote good work 

habits. To that end, it is biased towards rewards. The school has a reward system 

that offers a range of incentives, including verbal praise, letters of commendation, 

parental interviews, head teacher meetings, excursions and activity mini-breaks.  
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The Learning Organisers/planners give more information, though the constant 

upgradings are publicised in classrooms and year assemblies. 

There are of course sanctions as well. These range from verbal warnings, short timely 

detentions, referrals to school leaders, being placed "on report" and in more extreme 

cases the drawing up of contracts and learners being internally or externally excluded. 

 

A detention rota operates so that every evening a member of senior or middle 

management is on duty. However, it is imperative that  HoF or progress leaders 

arrange contact with the parents that day to attempt to get the pupil in that evening.  

 Where not possible arrange for 24 hours time either by phone call or letter 

For level 1 incidents names are placed in the book (max 10 per night) in the office by 

HoF or Progress leader only. This must  happen only after the subject teacher has 

followed sops by giving break or lunch time detentions first (or straight to level 2 if 

deemed necessary). In this way the subject teachers take ownership of their own 

discipline  

 IF THERE ARE ALREADY 10 PLACED IN DETENTION GO TO THE NEXT 

AVAILABLE DAY 

 

 Detention MUST be accompanied by a referral on SIMs. PAPER TRAIL IS 

ESSENTIAL. 

 
 

 Pupils are expected to complete literacy, numeracy or Key stage 4 courses  

work work whilst in detention. The detention should end NO later then 3.40pm 

 

 Book collected at end of day by staff on duty and taken to D10 to act as 

register. 

 

 BOOK TO BE TAKEN BACK TO OFFICE AT THE END OF DETENTION  

 

 Please comment if they attended. If not re-refer on SIMS firstly to the HEAD 

OF KEY STAGE and secondly the DEPUTY HEAD.  

Positive Discipline - Points to Success 
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The Agreed Procedure 

Rewards 

At faculty level – level 1 

+1  Verbal praise in the lesson for good effort (BROMCOM code GE; text 

optional) or good homework (GHW; text optional). 

+2  Verbal praise for excellent contribution to the lesson (ECW; text 

optional) or excellent homework (EHW; text optional). 

+4  Faculty award given by the faculty leader; a faculty praise card will be 

sent home (FAW; text required) 

+5  Extra-curricular award given by relevant teacher (EXC; text required) 

+10  Outstanding performance over a half term period; a certificate will be 

sent home by the faculty leader (OPF; text required) 

At Progress leader level – level 2 

+1  Verbal praise for contribution to the year group's environment and/or 

ethos (VP; text optional) 

+2  Verbal praise for significant contribution to the year group's 

environment and/or ethos (XVP; text optional) 

+4  Progress leader award given by the Progress leader in an 

assembly; a Progress leader praise card will be sent home (HLA; text 

required) 

+5 Extra-curricular award given by the relevant teacher (EXC; text required) 

+10  Outstanding performance over a half-term period; a certificate will be 

sent home (OPH; text required) 

At school level – level 3 

+20  Governors' commendation; The learner and his or her parents are 

invited to a small ceremony held termly to celebrate sustained outstanding 
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performance over a term; a certificate will be awarded at this ceremony (GA; 

text required). 

 

Each term points are counted and reward trips are organised for each year group. 

The five top point scorers in each form go free; at the discretion of the leader of 

learning, other learners with a positive point scores may be eligible for the reward trip 

if they pay for the trip. 

Positive Discipline - Points to Success -The Agreed Procedure 

Sanctions 

At tutor form level – level 1; points deducted by form tutors 

-1  Non - consistent uniform (Code NCU; no text required) 

At subject class level – level 1; points deducted by subject teachers 

For low level disruption; examples are given in 0 points category below 

0  Name on the board for minor misbehaviour: for example, chewing in 

class which stops upon instruction; unsafe movement around the class; 

an inability to settle down. If the incident is an isolated one, and stops 

upon instruction, no further action is necessary. 

-1  X plus name on the board, accompanied at the end of the lesson by a 

reprimand and a warning that if the misbehaviour continues the learner 

risks detentions, for 

 a second incident of minor misbehaviour - see definitions above  

(Code LD; text optional) 

 lateness to lesson (Code LTL; text optional) 

 being off task; no work produced (Code NWP; text optional) 

 dropping litter (Code DP; text optional). 

-2  XX plus name on the board accompanied by a warning that if the 

misbehaviour continues, the faculty leader and/or the Progress leader 

will be informed; further sanctions may then be applied. This is for: 

 behaviour which might still fall within the category of minor 

disruption (Code: XX; text optional) 
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 persistent refusal to bring the correct equipment including a 

planner (Code NEQ; text optional) 

 no homework (Code NH; text optional.) 

-4  XXX plus name on the board accompanied by a ten-minute detention 

at the next convenient break (which may be the following day) or 

sending the offending learner to the faculty leader or designated 

senior faculty member. This is because 

 the incidents of minor disruption continue; complete the referral 

form on your laptop and email it to the faculty leader and (for 

information only) (Code FD, text required) 

 the learner leaves the room without permission (Code LWP; text required) 

 

-4 Persistent non-completion of homework or classwork must be 

referred to the faculty leader for further action, which in normal 

circumstances will be an hour’s detention. (Code HR; text required) 

 

 

If staff experience a serious problem during a lesson, they  contact any school leader 

(including the headteacher) via the office. The school operates a supervised  inclusion 

room where learners can be placed in emergencies if the lesson is being disrupted or 

is in danger of breaking down due to disruptive behaviour. All referrals are 

documented, 

 

At year group or faculty level – level 2; points deducted by Progress Leaders, 

For medium level disruption. The low level disruption detailed above will have grown 

more serious by its persistence. The pupil will have become more stubborn in his or 

her refusal to comply with reasonable instruction, there may be continued back-chat, 

an aggressive sullenness, an off-putting surliness, perhaps destruction of own or 

another pupil's work; the behaviour now poses a serious threat to the harmony of the 

lesson. 

Referral to the Progress leader. The Progress leader will already be informed at the 

-4 stage above, but no additional points should be deducted even if a decision is taken 
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to place the offender on a daily report card for a period often school days. Targets 

for behaviour will be set which must be met in a minimum of five out of six lessons. 

The form tutor checks the report card each day, as do parents. The Progress leader 

will now formally open a Pupil Synopsis to record incidents and informally contact the 

learner’s parents to let them know what is happening. 

-5  Failure to meet report card targets If targets are not met within the period of 

the report, an after school detention is given and the period of the report 

extended by another ten days. (Code FRC; text required) 

-10  Inclusion Room Faculty leaders and leaders of learning (in consultation with 

Progress leaders) might decide, following a referral by a subject teacher or 

Progress leader, to place a learner in the Inclusion Room. The referral will 

typically be made because the learner has committed a breach of discipline 

which, if unchecked, would pose a risk of serious disruption of god order, The 

use of obscene language, a deliberate refusal to follow instructions following a 

previous breach of discipline, a loss of temper or self-control, are examples of 

“serious disruption”.  

If that decision is taken, the faculty leader or leader of learning should remove 

the offender from lessons immediately and contact either the head or deputy 

head teacher. (Code RD; text required). The offender might need to be kept 

with the faculty leader or leader of learning while the necessary procedures are 

followed. Learners placed in the Inclusion Room work an extended day (until 

3.40pm) and have a short 15 minute break at mid-day; they are supplied with a 

packed lunch and allowed a supervised morning break (for which they remain 

indoors) in addition to the mid-day break. Parents of learners placed in the 

Inclusion Room are informed of that placement by standardised letter. 

Points Suspended: Continued failure to meet report card targets. Targets have 

not been met during the second ten-day report card period. The learner is now placed 

on School Action: parents are now formally contacted and, in the presence of both 

learner and parent, an IBP (individual behaviour plan) is drawn up and then 

distributed to all relevant teachers. An after school detention may also be given. 

Points Suspended: Continued referrals to faculty leaders. The learner is placed 

on School Action: parents are now formally contacted and in the presence of both 
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learner and parent an IBP is drawn up and then distributed to all relevant teachers. 

An after school detention may also given. 

At school level – level 3; points deducted by school leaders 

For high level disruption. The breach of discipline has been so serious that the 

authority of the teacher, good order in the school, the safety of both pupils and 

teachers and/or the rule of Positive Discipline itself may be seriously compromised 

unless firm and visible action is taken. Offences here may be such that, if committed 

outside school, may be subject to police or civil action: they will include verbal and 

physical abuse, assault, bullying. 

-20  Fixed term exclusions The headteacher decides to exclude a learner for a 

fixed period of days. The pupil may be placed on School Action Plus. In the 

presence of the parent wherever possible, or by phone, an individual 

behaviour/pastoral support plan and/or a governors' contract is drawn up 

by a panel to consist of a school leader, a governor and a leader of learning on 

the learner's return to school. The pastoral support plan specifies targets for 

improvement and any additional help the school has agreed to put in place; the 

governors' contract warns of further sanctions (which may include fixed term 

exclusions of increasing length to a maximum of forty five days per year 

if the misbehaviour continues. {Code FTE; text required.) 

All points cancelled and imposition of permanent exclusion. The following are 

examples of when permanent exclusion will be considered appropriate: 

 serious physical assault (particularly where there is bruising or the skin 

      has been broken); 

 sexual abuse or assault; 

 supplying an illegal substance; 

 use or threatened use of an offensive weapon; 

 continued and sustained breaches of the school's disciplinary policies. 
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Difficult situations with learners 

Teachers and support staff are faced with challenging situations day in and day out. 

That so many of these potentially disruptive incidents are calmed and defused is a 

testament to the professionalism and good sense of teachers. Sometimes, though, a 

teacher is not able to defuse the situation: indeed, on occasion the learner may not 

want the situation defused. 

In those cases, the best thing to do is either for the teacher to allow him or her self a 

breathing space before following up the matter or to refer the matter to another 

colleague – for example, Progress leader or faculty leader. The teacher should find 

out the name of the learner (such incidents invariably attract an audience even if there 

is not one already there, so there will invariably be someone who will volunteer the 

information) before passing the matter on. It is generally the case that sanctions are 

most effectively applied in a cool and depersonalised environment. 

Sometimes even this is not possible, for whatever reason. These extreme 

situations will be very rare. Never take a learner who has offended into a room 

alone - always make sure that whatever is done is done in public and you conduct 

yourself as if the parent or carer were a witness. 

The law allows for physical restraint under the following circumstances: 

 to protect the learner from harming him or herself or others; 

 to prevent the learner from damaging property; 

 to prevent the law being broken; 

 to prevent a breakdown in school order or discipline. 

The teacher should always write an account of what has been done, date , sign and 

have a  witness to the account. There is a Serious Incident proforma available from 

Mrs Alison Jones, Head of Inclusion. Information should be passed on to via email to 

the Progress leader, leader of learning, deputy headteacher and headteacher.   

That account should include: 

 the names of the learner or learners involved; 

 when and where the incident took place; 

 why the use force was deemed necessary; 
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 details of the incident, including all steps taken to defuse the situation 

and resolve it without force; 

 the nature of the force used; 

 the learner's response; 

 the outcome of the incident; 

 a description of any injuries suffered by the learner and/or others and/or 

any property damaged during the incident. 

Sign and date the account. Always remember that your actions might be scrutinised 

later, and that what will count for most in that scrutiny is 

 the following of procedures  

 the care and concern that you demonstrate for the safety and wellbeing 

of the offending learner him or herself, for any other learner involved in 

the incident and for all who are members of the school community. 

 

Fixed term exclusions 

Fixed term exclusions follow incidents of high level disruption (see Positive Discipline 

-20 points). 

Those high level disruptions include continued and aggressive use of obscene 

language, physical assault if the leader of learning so decides (though this may well 

warrant a permanent exclusion under many circumstances), and continued offending 

despite the use of other sanctions and measures designed to improve behaviour. 

If it is judged likely that an offence or offences have been committed which might 

warrant a fixed term exclusion, the following process must be followed. 

The process is owned by the relevant Progress leader or (see below for the exact 

circumstances) the relevant leader of learning. 

The first stage of the process is the completion (by a form or class teacher or by the 

relevant Progress leader) of a serious incident proforma. This should be signed and 

dated, and copies (if completed by a form or class teacher) given to the relevant 

Progress leader.  
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The second stage of the process is the taking of a statement from the alleged 

offender. He or she must be allowed to give his or her version of events. The relevant 

Progress leader should take the statement and follow through the remaining stages, 

unless the offence for which the offender might be excluded has been committed 

against the Progress leader, in which case the relevant leader of learning should take 

the statement, and follow through the remaining stages. A third person should be 

present when then statement is taken. The statement should be signed and dated by 

the alleged offender. 

The third stage of the process is the taking of a statement from any victim or 

victims of an offence. They should, as above, be allowed to give their version of 

events without prompting and they should also endorse a form of words to the effect 

that any statement was made freely and without prompting. There is no need for a 

third party to be present, and statements should be signed and dated. 

The fourth stage of the process is the taking of statements from any witnesses. 

The witnesses should be asked to give their version of events without prompting, 

though they should be told to record only what they have seen or heard. They should 

not record any hearsay evidence. The statements should contain a form of words to 

the effect that they were made freely and without prompting. There is no need for a 

third party to be present. The witnesses should sign and date the statements. 

During the third and fourth stages of the investigation, it will be necessary for the 

alleged offender to be placed in a room under supervision. The Inclusion Room can 

be used for this purpose. 

 

The fifth stage of the process is informing the parents (by phone or in person) of 

the conclusions of the investigation undertaken so far. 

It may well be that no further action will be deemed necessary. The process then ends 

here. 

If necessary, however, sixth (and seventh - see below) stages of the process might 

need to be implemented, as below. 

If the results of the investigation lead to Progress leader (or leader of learning) to the 

conclusion that the offence might indeed warrant a fixed term exclusion, then the 
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relevant proforma must be completed and emailed to the headteacher together with a 

copy of the incident form and all statements.  

The headteacher will then make the final decision. That decision should be 

communicated to the offender and his or her parents in writing, together with details 

of support and, if appropriate, appeals mechanisms. This is the sixth stage of the 

process. 

It is important that, should a fixed term exclusion take place, that a governors' 

contract be drawn up upon the offender's return and a pastoral support plan drawn 

up as part of the contract. Consideration should be given to other support mechanisms 

too, such as restorative justice. This is the seventh stage of the process. 

 

In brief: 

 

Stage 1 Completion of Serious Incident Pro forma 

Stage 2 Statement from Alleged Offender 

Stage 3 Statement from Victim 

Stage 4 Statement from Witness 

Stage 5 Informing Parents 

Stage 6 Decision re Fixed-Term Exclusion 

Stage 7 If Fixed-Term Exclusion, Support Mechanisms in place for return to school 

 

Permanent exclusions 

Permanent exclusions follow incidents of gross physical abuse or such continued and 

sustained defiance of Positive Discipline that school discipline and good order is in 

danger of breaking down (see Positive Discipline all points cancelled). 

In the matter of gross physical abuse, that abuse will be likely to have caused visible 

injury to the victim; the skin might have been damaged or broken and required medical 

attention. It might well have been an isolated incident, though its severity will be 

obvious. 

In the matter of continued and sustained defiance, other agencies are very likely to 

have been involved, and there might well have been a series of other sanctions 
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applied, including fixed term exclusions. Pastoral support plans and other measures 

might well have been applied too. 

If it is judged likely that an offence or offences have been committed which might 

warrant a permanent exclusion, the following process must be followed. 

The process is owned by the deputy headteacher. 

During the investigation, the alleged offender will need to be removed from lessons 

and either given a fixed-term exclusion (for which there must be a prima facia case) 

or kept under close supervision. If the former, the fixed term exclusion letter should 

warn both pupil and parent that a permanent exclusion is still a possible outcome; if 

the latter, the headteacher or other senior school leader should undertake the 

supervision. 

The first stage in the process is the recording of the alleged offence. by the staff 

member who observed/was involved in it. The record should include 

 the names of the learner or learners involved (including the alleged   

offender, victim and witnesses); 

 an account of the incident; 

 the responses of any of the those directly involved (what they said, what   

they did, how they reacted to the incident, how they reacted to   

the staff member who observed/ was directly involved in the incident); 

 what the staff member who observed/was directly involved in the  

incident did; 

 the names and if possible corroborating statement or statements of any 

staff or other adults who witnessed the incident. 

 

The second stage in the process is the taking of a statement from the alleged 

offender. He or she must be allowed to give his or her version of events. The deputy 

headteacher should take the statement and follow through the remaining stages, 

unless the offence for which the offender might be permanently excluded has been 

committed against the deputy headteacher, in which case the headteacher will appoint 

a senior school leader to take the statement, and follow through the remaining stages. 

The parent of the learner or, if the parent is unavailable the teacher responsible for 
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child protection, must witness the taking of the statement. The statement must be 

signed and dated. The parents of the alleged offender, even if not available at the 

interview of the alleged offender, must be given the opportunity of making a 

statement; if they decline, then that fact should be recorded and the reasons, if 

possible, given. 

The third stage in the process is the taking of a statement from the alleged victim 

of the offence. There must be no prompting, and the victim should sign and date the 

statement; the statement should contain a form of words to the effect that it was freely 

made without prompting. The alleged victim's parents should be present; if they are 

unavailable then the teacher responsible for child protection must witness the taking 

of the statement. The alleged victim's parents, even if not present at the interview 

with the alleged victim, should also be given the opportunity of making a 

statement; if they decline then that fact should be recorded and the reasons, if 

possible, given. 

The fourth stage in the process is the taking of statements from any witnesses. 

The witnesses should be asked to give their version of events without prompting, 

though they should be told that they should record only what they have seen or heard 

and not include any hearsay evidence. They statements should contain a form of 

words to the effect that they were made freely without prompting. The witnesses 

should sign and date the statements. There is no need for a third party to be present. 

The fifth stage in the process is the writing of a report to the headteacher. That 

report should contain all the evidence collected above, and should conclude with an 

executive summary of events. That executive summary should draw the headteacher's 

attention to what are in the opinion of the investigating officer likely to be events of 

significance in the making of a judgement concerning whether or not to permanently 

exclude the alleged offender, but should not recommend a course of action. 

The sixth stage in the process is the headteacher's decision. That decision should 

be communicated to the offender and his or her parents as soon as possible, orally 

and in writing. The written communication should contain information about support 

and appeal mechanisms. 

 

In brief: 
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Stage 1 Completion of Serious Incident report 

Stage 2 Statement from Alleged Offender 

Stage 3 Statement from Victim 

Stage 4 Statement from Witness 

Stage 5 Writing of Report 

Stage 6 Decision of headteacher 

Stage 7 Decision communicated to offender and his/her parents, LEA, chair of governors 

 

Standard Operating Procedures- for all learners 

 Be punctual. 

 No chewing gum, sweets or any liquid other than water, and then only with the 

teacher’s permission. 

 Remove any jewellery and coats. 

 Come prepared to learn and do my best. 

 Stand behind my chair in silence and still until all class members have arrived, 

and the register is marked. 

 Sit in my chair quietly whilst class monitors give out folders. 

 Look after my folder and equipment; otherwise I will have to pay for any 

replacements. 

 Raise my hand to ask a question; no shouting out.  

 Never get out of my seat unless given permission. 

 Listen to the teacher when given instructions. 

 Keep to health and safety guidelines. 

 Respect my teacher and class mates at all times. 

 Expect respect in return, and to be treated fairly and equally. 

 Leave the classroom at the end of the lesson in an orderly fashion. 

 

Other policies linked to this document: 

Handbook for managing behaviour and support in Merthyr Tydfil schools 2014-16 

Teaching and Learning Policy 

ALN policy and handbook 
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Differentiation policy 

Equal Opportunities policy 

Teaching and Learning toolkit. 


