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1.  Introduction 

At English Martyrs we are an Attachment Aware and Trauma Informed school who follow the ethos of Protective 
Behaviours. With this understanding, we have the following underpinning principles: 

• Positive and safe relationships are imperative to our practice between all members of our school community. 

• Children and adults have a sense of belonging, the right to feel safe, secure and valued.  

• People learn to cope with all aspects of their lives with support from others.  

• The importance of fostering social relationships in a school community of mutual engagement.  

• Responsibility and accountability for one’s own actions and their impact on others.  

• Respect for other people, their views and feelings and circumstances.  

• Empathy with the feelings of others affected by one’s own actions.  

• Commitment to an equitable process.  

• Active involvement of everyone in school with decisions about their own lives.  

• A willingness to create opportunities for reflective change in pupils and staff. 

Children learn this through modelled good practice 

 

2.  Aims 

English Martyrs supports the development of the whole child through the adoption of the Jesuit Pupil Profile (as 
directed by the Archdiocese of Birmingham). The Pupil Profile is composed of 8 pairs of virtues that sum up what 
pupils (and staff) in our Catholic Schools should be living and how they should be learning, in keeping with St 
Ignatius Loyola’s own vision that we can show…"improvement in living and learning for the greater glory of God 
and the common good." 

  
The Jesuit Tag Cloud of Virtues is visible in every classroom in English Martyrs and 
each half term the children focus on a new pair of virtues. In their classes the children 
attend an assembly based on the values for that half term which support children to 
carry out the actions and words of these virtues and the collective thoughts of our 
children about what these virtues mean to them and how it can support each pupils’ 
spiritual, moral, vocational, social and cultural development.     
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3.  Objectives 

 • To provide a safe, happy and friendly environment which encourages each individual to achieve their own 
potential through a desire for excellence, using challenging, active and creative personalised learning.  

• To encourage students to develop positive behaviour for learning in recognition of its importance as a lifelong 
skill. 

 • To enable staff to support children with their behaviour through providing students with strategies to manage 
their own behaviour. 

 • To maintain a calm and purposeful working atmosphere.  

• To ensure that all children and adults have a sense of belonging and feel safe and valued. 

 • To provide a clear, fair and consistent approach to behaviour.  

• To foster, nurture and value strong and healthy relationships.  

• To ensure that our children are intrinsically motivated to do the right thing.  

• To seek to understand how feelings, thoughts and behaviours are interconnected.  

 

4. The English Martyrs Approach 

Restorative Approach 

We believe in a restorative approach to supporting pupils and maintaining positive relationships. We believe in a 
‘no blame and no shame’ approach that focusses on supporting pupils and adopts a positive stance in which 
energy is directed towards finding satisfactory ways forward rather than focusing on what is going wrong in a 
situation. This is achieved through a combination of the PACE approach, emotion coaching and restorative 
conversations.  

 

Our policy is not primarily concerned with rule enforcement and instead focuses on the school’s core values. It is a 
tool used to promote safe and healthy relationships, so that people can work together with the common purpose of 
helping everyone learn.  

 



 
 

5 
 

We believe that systems of punishment create a culture of shame which then often generate further unsafe 
behaviours. The restorative approach is not about correcting behaviour but supporting children to learn to cope 
with their feelings and self-regulate their emotions.  

 

Restorative approaches are based on four key features:  

RESPECT – for everyone by listening to other opinions and learning to value them  

RESPONSIBILTY - taking responsibility for your own actions  

REPAIR – developing the skills within our school community so that its individual members have the necessary 
skills to identify solutions that repair harm and ensure behaviours are not repeated  

RE-INTEGRATION - working through a structured, supportive process that aims to solve the problem and allows 
young people to remain in mainstream education.  

 

We use restorative approaches to encourage everyone to take responsibility for their own actions. All staff have 
been trained in restorative approaches and apply them to resolving situations in the school. 

 

PACE  

PACE is a way of thinking, feeling, communicating and behaving that aims to help children feel safe. It focuses on 
Playfulness, Curiously, Empathy and Acceptance (Appendix 2). It is based upon how parents connect with their 
very young infants and we continue to build on these fundamental principles as the children grow and develop 
healthy positive relationships. When supporting children, adults use these four areas to communicate with pupils in 
a way that is nonthreatening and understanding. 

 

 

 

 

 

 

 

 

 

 

 

  

Emotion Coaching  

We use emotion coaching to support children to understand, regulate, and reflect on their behaviour. We 
encourage our parents to use this approach too. To help children learn how their feelings relate to an emotion, 
children are encouraged to reflect on which ‘Zone of Regulation’ they are in (Appendix 4a). Emotion coaching 
teaches children about the world of emotions ‘in the moment’ and uses unsafe behaviour as an opportunity for 
reflection and learning. We use the five steps of Emotion Coaching as a guide for these conversations.  

Steps of emotion coaching:  

1. Be aware of the child’s emotions  

2. Recognise emotion as an opportunity for connection or teaching  

3. Help the child label their emotions  

4. Communicate empathy and understanding  

5. Set limits and problem solve 
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Restorative Conversations  

As part of step 5 of the emotion coaching process, restorative conversations will be used to solve problems. These 
conversations will only be successful when children are calm and ready to talk. See Appendix 4 - restorative 
conversation form.  This is used when a situation requires a long chat about the incident. 

 

Restorative Approach 

Tell me what you think happened? 

What were you thinking and feeling at the time? How do you feel now? 

What have you thought about it since? 

Who has been affected and in what way? 

How could things have been done differently? 

What do you think needs to happen now to make things right? 

 

When using restorative questioning the following questions may be used and will always be asked in a quiet and 
appropriate area of the learning space by the relevant adult.  

 

If incidents are sustained or reoccur a restorative conference may need to take place with all the appropriate 
affected people. Any consequences are linked directly to the incident and will be agreed between all participants 
involved. Feedback to parents may be given when a child has been harmed. Staff use their professional judgement 
as to whether the parent of the harmer should be informed of the incident. It is made clear to the parent that the 
situation has been dealt with in a restorative manner and all parties involved should leave feeling the situation had 
been resolved. 

 

5. Policy Links 

Child Protection and Safeguarding Policy 

Health & Safety Policy 

Relationships and Sex Education (RSE) 

Online Safety Policy 

Equality, Diversity and Inclusion Policy 

Anti-Bullying Policy 

Marking Policy 
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6. Roles and Responsibilities 

Staff Support Pupils  

Our aim is to be proactive in helping children to regulate their emotions and de-escalate situations in a supportive 
manner.  

We use a range of strategies to support all pupils:  

• Staff are trained in the ‘Language of Safety’ (Appendix 1) and use this as a tool to guide conversations and build 
positive relationships.  

• We have clear and concise expectations of behaviour which are described, modelled and encouraged to ensure 
that all children understand what is expected.  

• We have unconditional positive regard for pupils, which is achieved through the PACE approach (Playful, 
Acceptance, Curiosity, Empathy) see Appendix 2.  

• Verbal and written praise is given from the class teacher or other adult in school linking with our school values.  

• Achievements are celebrated and shared. Teachers share information about a child’s behaviour as appropriate, 
with parents/carers – either by the phone or face-to-face.  

• Our curriculum teaches the aims and principles through Jigsaw (PSHE scheme) and Protective Behaviours.  

• We identify cross-curricular links, such as the use of story books, in which children can learn to understand others 
and know how to empathise with characters.  

 

Through our training we understand that all behaviour is communication and consider what the child is trying to 
communicate, rather than focusing on the behaviour. We realise that sometimes this can be different for every child 
and so we may need to address each individual case differently. The following strategies are available should 
children require further support:  

• Emotion coaching strategies – see Appendix 3  

• Protective interruptions – providing children with a movement break, fiddle toys, use of a calm space, or an 
opportunity to talk to someone (sometimes this will be pre-planned)  

• Relax kids  

• The Hideout & The Den – lunchtime nurture provision  

• Explorers - key stage one nurture  

• Specific intervention programmes such as: circle of friends, therapeutic tool box. Classroom-
based\Current\Restorative Approach to Behaviour 

• Time to talk  

• Drawing and Talking  

• 1:1 Emotion coaching – Play based emotional coaching  

• ‘Meet and Greet’ by a designated member of staff  

• Support from Family Learning Mentor  

• Bereavement support  

• Personalised rewards Children who require extra intervention may also have support plans. These plans are 
written and reviewed by the child’s class teacher in conjunction with the SENDCo. They are reviewed termly but 
can be adapted any time.  

 

Staff log incidents on Pink Forms and safeguarding incidents using Green Forms where Designated Safeguarding 
Leads respond as appropriate. Parents will be informed either by a phone call, letter or postcard if their child has: used 
bad/foul/swearing language; if they are being racist; homophobic or bullying others, these behaviours will never be 
tolerated at the school and are serious in nature 
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The headteacher and safeguarding leads, monitor cases are reviewed and further actions may be identified for 
individual children where necessary. The context of the situation is always to be taken into account. Children are 
supported through a difficult period by the adults in school and the situation should be viewed as a teachable 
moment. Children should know that they are not defined by an event or behaviour. They are allowed to make 
mistakes and are encouraged to learn from them. Once a situation is dealt with, it is finished and this needs to be 
clear to the child. Supervision is held for all teaching staff, and other staff, in order to provide support for their 
wellbeing.  

 

Governor responsibilities 

The governing body has the responsibility of setting down general guidelines on standards of behaviour 
management, and of reviewing their effectiveness. The governors support the Head Teacher in carrying out these 
guidelines. The Head Teacher has the day-to-day authority to implement the school’s Relationship and Belonging 
policy, but governors may give advice to the Head Teacher about particular behavioural concerns. The Head 
Teacher must take this into account when making decisions about matters of behaviour.  

 

Child responsibilities 

All pupils are encouraged to take responsibility for their own actions and develop an awareness of how such 
actions might affect other individuals, as well as themselves. Pupils are reminded of the school’s Catholic ethos, 
along with our Jesuit Values and Virtues and are asked to take ownership of this. As part of promoting positive 
behaviour and providing positive role models, pupils are provided with the opportunities to take on responsibilities 
within their own class, and across the school.  

These include, but are not limited to:  

• Peer Mediators  

• Members of the School Council  

• Playground leaders  

• Classroom and school wide monitor jobs  

• Digital leaders (Computing and technology) 

 

What pupils can do to develop relationships:  

• Be open and honest about concerns that they may have both within and outside the school  

• Be aware of their role in supporting their peers in and around the school and ensure that everyone feels safe and 
listened to  

• Endeavour to make positive behaviour choices  

• Recognise the role of the adults in school in supporting them with their choices  

• Be reflective on their choices and the consequences 

 

Parent responsibilities  

The partnership between home and school is a vital tool in supporting children to develop healthy relationships and 
helping them to develop positive behaviours. Therefore, the role of parents/carers in the Relationship and 
Belonging policy is a vital one. Throughout every year, there are a number of ways in which home-school 
communication is promoted to ensure that parents/carers have opportunities to share in the successes and 
celebrations of their child. Equally important is the opportunity to discuss any behaviour choices made which are 
not deemed in keeping with the school’s ethos and values. Phone calls home to discuss incidents which staff log 
on Pink forms (Appendix 6)  or more serious incidents of swearing, homophobic comments or racism parents will 
be notified with a phone call and a letter (Appendix 7). 

 

Whilst the school is aware that families support their children in a variety of different ways, there is an expectation 
that parents support the school in the approach that is set out in this policy and be consistent when discussing 
behaviours with their children. However, school also understands the importance of providing parents and carers 
with an opportunity to discuss their own concerns, or indeed, their child’s concerns that may not have already been 
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shared by the pupil with staff at school. Where communication is required to take place, parents are encouraged to 
follow the guidance on the School Communication Flowchart (Appendix 8) to contact the appropriate person.  

 

What parents/carers can do to develop relationships:  

• Follow the School Communication Flowchart to ensure the relevant member of staff can communicate with the 
parent/carer as soon as possible.  

• Participate in the wider life of the school by attending activities/events where possible  

• Discuss the school’s key values with their children and share in their importance  

• Provide support to the school, where required, when resolving concerns around behaviour and actions of 
individuals 

 

Celebrating Achievements  

We believe that pupils feel the greatest sense of achievement through intrinsic rewards where they are self-
motivated and feel a sense of pride. We also recognise the importance of praise and the positive effect it has on 
children’s self-esteem, confidence and motivation.  

At English Martyrs, successes are celebrated in many ways and rewards are always directly linked to the core 
virtues and values of our Catholic Pupil Profile along with our three curriculum drivers “Engaged, Aspirational and 
Curious”. 

 

Weekly ‘Star of the Week’ awards linked to our curriculum drivers “Engaged, Aspirational and Curious”.  There are 
also a weekly Growth Mindset award for a child who has shown for: Trying a different strategy, Perseverance, 
Resilience, Challenge, Learn from others, Learn from your mistakes, Always looking for improvements. 

At the end of each term, awards are given to two children who have shown hard work and determination over the 
whole term.  End of term certificates are awarded to Reception and Key Stage 1.  In Key Stage 2 miniature 
trophies are given. 

 

7. Procedures for managing behaviour 

At English Martyrs, we teach pupils about the consequences of their actions – both positive and negative. We 
believe that pupils need to understand the possible effects of their actions for themselves and others and work with 
them to help ‘put things right’ as part of step 5 in the Emotion Coaching process. Instead of focusing on who is to 
blame, we focus on what can be done to repair the situation and move forward. We do not use punishments or 
sanctions where the goal is to bring shame, guilt or impose authority or harm as this can be damaging. Instead, we 
focus on natural and logical consequences which involve pupils. This forms part of the final step in the emotion 
coaching process.  

 

Natural consequences are those which happen automatically without anyone taking action. Natural 
consequences enable children to make mistakes, learn for themselves and promote choice and self-control. For 
example, if you break something, you will no longer be able to use it or if you refuse to wear a coat, you will 
probably be cold.  

 

Logical consequences may be used where adult intervention is necessary. Any consequences that are initiated 
by an adult are explained in a non-threatening manner using the Language of Safety (Appendix 1) and are linked 
directly to the incident. Adults have private conversations with pupils about what can be done to put things right 
and take suggestions from the child about what will happen next. These conversations will only happen once a 
child is calm and able to rationalise, which may not be immediately after the incident. (See Appendix 4b for 
examples). In certain circumstances this may mean spending time with a member of SLT to reflect on what has 
happened. 
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8. Use of Reasonable Force  

Use of Reasonable Force Principles advised from DFE guidance on the use of reasonable force (July 2013)  

1. The term ‘reasonable force’ covers the broad range of actions used by most teachers at some point in their 
career that involve a degree of physical contact with pupils.  

2. Force is usually used either to control or restrain. This can range from guiding a pupil to safety by the arm 
through to more extreme circumstances such as breaking up a fight or where a student needs to be restrained to 
prevent violence or injury.  

3. ‘Reasonable in the circumstances’ means using no more force than is needed.  

4. As mentioned above, schools generally use force to control pupils and to restrain them. Control means either 
passive physical contact, such as standing between pupils or blocking a pupil's path, or active physical contact 
such as leading a pupil by the arm out of a classroom.  

5. Restraint means to hold back physically or to bring a pupil under control. It is typically used in more extreme 
circumstances, for example when two pupils are fighting and refuse to separate without physical intervention.  

6. School staff should always try to avoid acting in a way that might cause injury, but in extreme cases it may not 
always be possible to avoid injuring the pupil.  

It is recognised that there may be situations where physical contact may be necessary in order to stop a child from 
hurting another child, hurt themselves or wilfully cause damage to property. Staff follow guidelines set out in the 
Warwickshire ‘Guidance on the use of Force and Physical Intervention,’ and the DFE guidance on ‘Use of 
Reasonable Force (2013).’  

Any use of Team Teach strategies will be discussed with parents/carers and recorded. Where possible, staff will 
use non-contact interventions to diffuse potential difficult situations. All members of staff are trained in restraint 
techniques through the ‘Team Teach’ programme in order to restrain children with very complex needs. Records of 
‘Restraint intervention’ are kept in the Head teacher’s office. 

 

9. Exclusions  

In our school, it is rare that school support will not have a positive effect on pupil behaviour and emotional 
regulation. However, the school does and will exclude pupils for persistent abusive or violent behaviour and 
escalating disruptive low-level behaviour if necessary. It is our ethos that we will make every provision for a child to 
achieve socially and emotionally but if, in spite of this, behaviours are unsafe, violent or prevent the education and 
safety of others, fixed term or permanent exclusions may be applied. We follow the DfE guidance on this and report 
any exclusions to the local authority. 
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Appendix 1 – Language of Safety 
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Appendix 2 – PACE 

 

Playfulness  

This is about creating an atmosphere of lightness and interest when communicating. It means learning how to use 
a light tone, rather than an irritated or lecturing tone. It’s about having fun and nobody feeling judged or 
criticised. Having a playful stance isn’t about being funny all the time or making jokes when a child is sad, it is 
about helping children be more open to and experience what is positive in their life. Playfulness allows children to 
cope with positive feelings. If a child can discover their own sense of humour, this can help them wonder a little 
more about their life and why they behave a certain way. When children laugh, they become less defensive or 
withdrawn and more reflective. A playful stance adds elements of fun and enjoyment in day-to-day life and can 
also diffuse a difficult or tense situation. The child is less likely to respond with anger and defensiveness when the 
adult has a touch of playfulness in their communication.  

Acceptance  

Unconditional acceptance is at the core of the child’s sense of safety. Acceptance is about actively communicating 
to the child that you accept the feelings and emotions but not the unwanted behaviour. It is about accepting, 
without judgment or evaluation. Accepting the child’s intentions does not imply accepting behaviour, which may 
be hurtful or harmful to another person or to self. You can be very firm in limiting behaviour while at the same 
time accepting the motives for the behaviour. One hopes that the child learns that while behaviour may be 
criticised and limited, this is not the same as criticising the child’s self.  

Curiosity  

Curiosity, without judgment, is how we help children reflect upon the reasons for their behaviour, and then 
communicate it. Curiosity is wondering about the meaning behind the behaviour for the child. With curiosity the 
adults are conveying their intention to simply understand why and to help the child with understanding their own 
behaviour. Curiosity involves a quiet, accepting tone that conveys a simple desire to understand the child: “What 
do you think was going on? What do you think that was about?” or “I wonder what…?” This is different from 
asking the child, “Why did you do that?”. Curiosity must be communicated without annoyance about the 
behaviour. Being curious can include an attitude of feeling sad rather than angry when the child makes a mistake. 
A light curious tone and stance can get through to a child in a way that anger cannot. As the child communicates 
their feelings with an adult and reflects on what has happened, they become more aware of the effects of their 
behaviour on themselves and others. This can lead to feelings of remorse and guilt, which in turn leads to a 
reduction in the occurrence of unsafe behaviours.  

Empathy  

Empathy lets the child feel the adult’s compassion for them. Being empathic means actively showing the child that 
they are important to the adult and they want to support the child through their hard times. With empathy, 
when the child is sad or in distress the adult is feeling it with them and lets the child know that. The adult is 
demonstrating that they know how difficult an experience is for the child and they will not have to deal with the 
distress alone.  

The impact of PACE  

PACE focuses on the whole child, not simply the behaviour. It helps children be more secure with the adults and 
reflect upon themselves, their thoughts and their feelings. For adults, using PACE most of the time, they can 
reduce the level of conflict, defensiveness and withdrawal that tends to be ever present in the lives of children 
who have experienced trauma. Using PACE enables the adult to see the strengths and positives that lie 
underneath behaviours that are less safe and more challenging to others. 
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Appendix 3 – Emotional Coaching 

 

Helpful Scripts for Emotion Coaching  

 

Labelling – “Name to Tame”  

• “I wonder whether you are feeling … right now?”  

• “I wonder what was going on there for you … I think you were feeling …?”  

• “If I was to make a best guess I would say that you were feeling …”  

• “I wonder if you were feeling really anxious about … so you …”  

• “It sounds as though you were feeling really angry with …?”  

• “Something seems not ok with you”  

• If in doubt refer to: joy, sadness, fear, anger, disgust.  

 

Empathising and validating – “Fuel connection”  

• “I’m sorry that happened to you, you must feel very …”  

• “I would feel sad/angry too id that had happened to me”  

• “I would feel…. About that”  

• “It is normal to feel sad/angry about that”  

• “It is ok to feel…”  

• “I might feel angry too if I felt I had been treated unfairly”  

 

Limit setting (if needed) and problem solving – “Find Solutions”  

• Help the child to calm before problem solving.  

• Separate the feeling from the behaviour – “It is not ok to behave like that because …” “These are the 
rules we have to follow to keep safe”  

• “Next time you are feeling like this, what could you do?”  

• “Let’s think of what you could have done instead”  

• “Have you thought about doing this instead?”  

• “Let’s decide what you can do next time you feel like this” 
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Appendix 4 – Restorative questioning form 

Restorative Conversation 
 

Name of pupil  

Year group  

Date of incident  

What happened? 

 

 

 

 

 

What were you thinking and feeling at the time? 

 

 

 

What have you thought about it since? 

 

 

 

Who has been affected and in what way? 

 

 

 

How could things have been done differently? 

 

 

 

What do you think needs to happen to make things right? 

 

 

Teacher completing this form 
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Appendix 5a – Zones of Regulation and Regulation Stations 

 
A regulation station is a base within the classroom/area of school that children can access when they become 
overwhelmed and dysregulated, to help them to calm. The station should contain resources and materials to 
support the pupils to identify and describe their feelings – emotion scales/faces and writing materials, as well as 
resources for calming e.g. colouring, creative activities, sensory tools. The children can access these areas 
independently, or with someone else for support. Use of the station should help raise awareness of the need to 
self-regulate and promote the development of independence in identifying and using coping strategies. 
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Appendix 5b – Natural and Logical Consequences 

 

Examples of Logical Consequences 

Incident Possible 
conversations 

Possible logical 
consequences 

Deliberately hurting 
another child during 
football 

• What happened? 
• Who has been harmed? 
• How can we put this right? 
• How do you think they feel? 
• What could you have done 

instead? 

• Have a restorative conversation about the 
incident in own time to reflect on what 
happened  

• Spend remaining break time inside to calm 
down/discuss  

• Apologise  
• Not play football next break time 

Disrupting learning 
for others and not 
doing own work 

• When we shout out, we stop 
others from learning  

• Are you finding something 
tricky? How can I help?  

• Would you be able to 
concentrate more in this quiet 
area on your own? 

• Finish work in own time 
• Conversation at break time about impact 

on other pupils 
• Work in a quiet space away from others 

Making a mess • When we make a mess, it takes 
a long time to clean up 

• This area will need to be tidy 
before we can start the next 
activity 

• Tidy up at break time 
• Unable to join in next activity until area is 

tidy 
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Appendix 6 – Pupil Incident Report Form 

 

English Martyrs Catholic Primary School 

“where everyone is special” 
 

Pupil Incident Report Form 
Name of Pupil: Year Group: R, 1, 2,3, 4, 5, 6 

Name of any other pupils involved: 

 

Names of any witnesses: 

 

Location of incident: 

Description of the Incident: 

 

 

 

 

 

 

 

Actions Taken: 

 

 

 

 

 

 

 

Name of person completing this form: 

 

Date and time incident reported: 

Action taken by management (if appropriate): 

 

 

 

 

Signed: Parents Informed: Parents Informed: Y/N Date: 
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Appendix 7 – Notification to Parents of Unacceptable Behaviour 

 

English Martyrs Catholic Primary School 

“where everyone is special” 
     
 

Notification to Parents of Unacceptable Behaviour 
Dear Parents, 

As a school we are notifying you that your child ________________ in year ________ has breached the 
behaviour policy within the school. 

 

The behaviour policy was written in consultation directly with pupils.  The pupils identified various 
behaviours which they felt parents should be notified of immediately due to their severity. This will 
enable parents to help their child to improve their behaviour and realise the impact of their behaviour on 
others. 

 

Your child has:  

 

Used language deemed to be racist: 

____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________ 

 

Used language which is homophobic: 

____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________ 

 

Used swearing or foul language 

____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________ 

 

This is the first time your child has done the above: Yes, No 

 

Miss Elizabeth Petras 

Headteacher 
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Appendix 8 – School Communication Flowchart 

English Martyrs Catholic Primary School 

School Communication Flowchart 
 

 

 

 

Tier 1 

Tier 1 should always be used as the first point of contact between families and school.  The table below clarifies 
whether the communication requires the attention of your child’s class teacher or if the school office is the more 
appropriate. 

Ti
er

 1
 

Class Teacher School Office  

The following queries are to be raised with your 
child’s class teacher in the first instance (either by 

email or in person). 

 

Home learning queries 

Behaviour issues/concerns 

Learning concerns 

Home/pastoral/friendship concerns 

Questions regarding organised trips  

The following queries can be dealt with directly 
through the office (either by email, phone or in 

person). 

School events information (please check the newsletter and 
diary dates on the website first) 

 Reporting an absence (By 10:00am, message can be left on 
school phone) 

Requesting a leave of absence (forms can be downloaded 
via the website)      

Issues with clubs 

Payment enquiries 

Medication/injuries 

Appointment 

At English Martyrs we value and encourage good communication between the school and our parents.  By having good communication systems in place it will support and develop 
our pupils.  School Communication is a tiered approach which aims to support both parents and staff and allow the opportunity to resolve issues efficiently and effectively.  We 
endeavour to deal with any queries or concerns as quickly and effectively as possible.  However, there are occasions where staff roles determine that immediate correspondence 
is not possible, but please be reassured that we will get back to you within a realistic timeframe. 

Teachers are available 
after school and 

appointments can be 
made by contacting the 
school office (by email, 
phone or in person) or 

by emailing the teacher 
directly. 

We appreciate 
that these are not 
exhaustive.  If you 
are unsure of who 
to contact to help 

deal with your 
issue/concern, 

please contact the 
school office in the 
first instance; they 

will take some 
details from you 
and arrange for 

the most suitable 
person to get back 

to you. 
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Reporting another adult is picking up your child (this 
must be a phonecall and not via email) 

Tier 2 

If further support is required the following SLT members are available to support in their specific areas as detailed below.  Either a teacher, a parent or a combination of 
the two can request a conversation/meeting with the SLT member most closely related to the nature of the concern.  Again, these requests can be made through the 

school office or via the teacher with whom the original concern was raised. 

Ti
e

r 
2

 

Interim Deputy Headteacher – contact Mrs 
Rouledge (Miss Petras for KS2 / sacraments) 

Mrs Jones 

(Foundation Stage & KS1 Lead) 

Mrs Rouledge 

(SENCO) 

Escalated teaching and learning concerns for KS2 
classes (Y3, Y4, Y5 & Y6) 

Initial complaints regarding teaching and learning 
in KS2 classes 

Questions regarding the Sacrament of 
Reconciliation and First Holy Communion 

Escalated teaching and learning concerns for 
Foundation Stage & KS1 classes 

Initial complaints regarding teaching and learning for 
Foundation Stage & KS1 classes 

Escalated SEND concerns 

Initial complaints regarding SEND concerns/practice 

Ongoing SEND correspondence 

Tier 3 

Having followed this flowchart through Tier 1 and Tier 2, if a matter needs further attention, it can be brought to the Headteacher.  Again this can be organised through 
the office or in collaboration with the member of SLT currently dealing with the query. 

If a matter is urgent, 
please contact the office 

and they will get a 
message to the teacher 
at the earliest possible 

convenience. 

When contacting the office or when speaking to a staff member, a blue parent 
communication form will be completed and will be used to gather enough 

information to enable them to contact the relevant person.  Staff record what 
actions have been taken. 



 
 

21 
 

 

 

 

 

Ti
er

 3
 

Miss Petras 

(Headteacher) 

In addition to concerns escalated through Tier 1 and 2, the following queries can be raised directly with the headteacher. 

• Issues which relate to safeguarding concerns (or with another Designated Safeguarding Lead – Mrs Jones, Mrs Rouledge (Oct) and Miss Nleya (Oct) 

• Requests for school appeals or reference requests can be made directly to the headteacher via the office 

• Questions regarding the Sacrament of Confirmation – Mr Fitzgerald 
 

NB. Anything that would normally be raised with Miss Petras can be raised with the Deputy Headteacher in her absence. 

 

Tier 4 

Whilst we would hope that we are able to resolve any matters through the escalation of Tiers 1 to 3, if the unfortunate situation arises where you are still not satisfied that 
your concerns have been successfully resolved, our Chair of Governors, Mr Declan Kingsley-Walsh, is available to offer support. 

Ti
e

r 
4

 

Mr Declan Kingsley-Walsh 

(Chair of Governors) 

To contact Mr Kingsley-Walsh directly, you need to access the appropriate form which is attached to our school’s complaints policy.  This is available to download 
from our school website.  Alternatively a printed copy can be obtained from the school office.  This should be placed in a sealed envelope marked, ‘Confidential’ 
and addressed for the attention of the Chair of Governors via the school office.  The office will notify the Chair and pass on the envelope.  The complaint will be 

handled following the procedures in the complaints policy. 
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Appendix 9 Managing behaviour in classroom flowchart 

Managing Behaviour in the Classroom 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Children are ready, respectful and safe 

Pupil is starting to show low-level disruption, e.g. chatting, fiddling with equipment, 

generally off-task. 

A friendly check-in made – “Are you okay?” “Do you understand?” 

Body language is really important her – thumbs up, smiling. 

Pupil continues to show signs of low-level disruption. 

‘Drive by’, quiet but firm, so attention is not drawn to them.  “Stop, thank you.” – 

thank you implies they must do it, ‘please’ suggests it is optional. 

“Right now, you aren’t following the rule Appendix 1 – Language of Safety and 

Appendix 2 – PACE.  Let’s turn this around.” 

Offer support and encouragement – continue to smile, this reminds them of the 

positive relationship you have with them. 

Behaviour escalates 

Clear, verbal warning related to PACE given as privately as possible. 

Where possible, other members of staff to take over teaching. 

Use Emotion Coaching (Appendix 3) to unpick behaviour.  Remember all 

behaviour is communication – what is the underlying emotion and what has 

caused it?  Suggest interventions. 

Track behaviour to ensure SLT are aware. 
No improvement in behaviour 

Offer a change – do not enforce. E.g. a distraction job (take this to…), move seat, 

work in quiet area, go to another classroom. 

Behaviour is now persistent and highly disruptive. 

Blue circle sent to the member of staff on “Walk and Talk” duty.  

Staff member comes to support class learning/teaching while 

class teacher uses emotion coaching from previous stage.   

“Let’s go for a walk.” 

A member of SLT can be given the blue circle and can help the 

staff member deescalate the situation  

Class teacher should approach the SENDCO for 

introduction of PIP (Positive Intervention Plan) 

When child is calm and safe: 

Restorative conversation is had between staff 

member involved and pupil.  Member of SLT can 

be present if the staff member requests it.  

However, they cannot lead – repair needs to be 

established by child and main adult involved 

drawing on relationship.  Line drawn under 

behaviour incident – it is not referenced to the 

child again by the class teacher 

Behaviour is now dangerous – see “Managing Dangerous Behaviour” section of policy.  This behaviour will 

be dealt with by the Deputy or Headteacher and parents will be informed and invited for a meeting. 


