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Westcliff Primary Academy 

 
 

BEHAVIOUR, DISCIPLINE AND ANTI-BULLYING POLICY 
 

ACADEMY COMMITMENT 
 

It is a primary aim of our school that every member of the school community feels valued and 
respected, and that each person is treated fairly and well. We are a caring community, whose values 
are built on mutual trust and respect for all. The school behaviour policy is therefore designed to 
support the way in which all members of the school can live and work together in a supportive way.  
 
The school recognises that every member of the school community has a responsibility for promoting 
good behaviour in school. Staff are committed to working closely with parents, pupils and Governors 
to promote positive behaviour and to create a culture of respect. We will always take a considered 
and sensitive approach in order that we can support all of our pupils. 
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AIMS AND OBJECTIVES  
 
The aims and objectives of our Behaviour Policy reflect and support the School Mission  
Statement  
 
1. To encourage a calm, purposeful and happy learning environment within our schools. 
 
2. To foster positive, caring attitudes towards everyone, where achievements at all levels are 
celebrated and valued. 
 
3. To provide opportunities for children to develop their independence, self-discipline and sense of 
responsibility towards themselves and others. 
 
4. To develop a consistent approach for promoting positive behaviour throughout the school. 
 
5. To ensure that expectations of behaviour are clearly communicated to children. 
 
6. To establish a coherent and fair reward system that acknowledges and celebrates good behaviour. 
 
7. To establish procedures which determine a clear and consistent approach to unacceptable and 
disruptive behaviour. 
 
8. To raise self-esteem and teach positive behaviour through the content and delivery of the 
curriculum. 
 
9. To ensure the development and progress of pupils with behavioural needs are regularly reviewed 
with staff and parents. 
 
10. To effectively manage incidents of bullying, sexism, homophobia or racism if and when they occur. 
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PROCEDURES 
 
The school has a number of school rules: 

 
● To speak kindly and respectfully to each other 
● To work quietly and helpfully together 
● To take care moving around the school 
● To be kind to each other 
● To try to work problems out 
● To try not to hurt people 

 
As a school we recognize the need to reward good choices in behaviour. It is impressed upon children 
from an early age that they have a choice in how they behave. We use a positive approach in 
encouraging good attitudes by rewarding and praising appropriate behaviour.  
 
REWARDS 
1. Verbal praise 
2. Class/peer group accolade 
3. Stickers/stamps 
4. Praise from the Principal 
5. House Points/gems 
6. Achievers assembly certificates 

 
 
CONSEQUENCES/SANCTIONS (See Appendix 1) 
 
1. Verbal reprimand 
2. Re-doing work/loss of free time 
3. Time out in the classroom 
4. Time out in another class 
5. Involvement of Deputy Principal, then if necessary the Principal 
6. Parents informed  

 
 
Pupils and parents are encouraged to discuss any problems with staff in school. We treat all children 
fairly and apply this behaviour policy in a consistent way. The school rewards good behaviour, as it 
believes that this will develop an ethos of kindness and cooperation. This policy is designed to 
promote good behaviour, rather than merely deter anti-social behaviour.  However the school does 
encourage pupils to understand that they have choices in behaviour and that inappropriate actions 
will have consequences.  The school employs a number of sanctions to enforce school rules, and to 
ensure a safe and positive learning environment. We employ each sanction appropriately to each 
individual situation.  
 
●  We expect children to listen carefully to instructions in lessons. If they do not do so, we ask 

them either to move to a place nearer the teacher, or to sit on their own. 
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●  We expect children to try their best in all activities. If they do not do so, we may ask them to 
redo a task. 

● If a child is disruptive in class, the teacher reprimands him or her. If a child misbehaves 
repeatedly, we isolate the child from the rest of the class until s/he calms down, and is in a 
position to work sensibly again with others. 

● The safety of the children is paramount in all situations. If a child’s behaviour endangers the 
safety of others, the class teacher stops the activity and prevents the child from taking part 
for the rest of that session. 

● If a child threatens, hurts or bullies another pupil, the class teacher will inform parents and 
the child will be spoken to by the Deputy and/or Principal.   

 
The role of the class teacher 
 
The class teacher discusses the school rules with each class. In addition to the school rules, each class 
also has its own classroom code, which is agreed by the children and displayed on the wall of the 
classroom. In this way, every child in the school knows the standard of behaviour that we expect in 
our school. If there are incidents of anti-social behaviour, the class teacher discusses these with the 
whole class. 
 
The class teachers are often supported by classroom assistants and both have high expectations of 
the children in terms of behaviour, and they strive to ensure that all children work to the best of their 
ability. 
 
The class teacher treats each child fairly and enforces the classroom code consistently. The teacher 
treats all children in their class with respect and understanding.  The class teacher and teaching 
assistants will remind pupils of the consequences of their actions. 
 
If a child misbehaves repeatedly in class, the class teacher keeps a record of all such incidents. In the 
first instance, the class teacher deals with incidents him/herself in the normal manner. However, if 
misbehaviour continues, the class teacher seeks help and advice from the SENDCo, or the Deputy or 
Principal and may ask for an appointment with parents to discuss the behaviour. 
The class teacher liaises with external agencies, as necessary, to support and guide the progress of 
each child. The class teacher may, for example, discuss the needs of a child with the education social 
worker or LEA behaviour support service. 
 
The class teacher reports to parents about the progress of each child in their class, in line with the 
whole–school policy. The class teacher may also contact a parent if there are concerns about the 
behaviour or welfare of a child.  The class teacher may seek the advice of the Special Needs Co-
ordinator regarding any pupil they believe may have emotional and behavioural difficulties and 
consideration may be given to developing an individual behaviour plan.. 
 
Lunchtime Supervision 
 
Each class is supervised at lunchtime by a Welfare Assistant who follows our school behaviour, 
discipline and anti-bullying policy. 
 
Pupils are encouraged to behave well and lunchtime staff have a variety of stickers and a weekly merit 
certificate. 
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Children are reminded about the consequences of their behaviour and sanctions may be used. For 
example children may have to stand out of a game while they calm down.  They may be sent to stand 
in a time out zone for a certain period.  They may be sent to a teacher in the first instance, or the 
Deputy Principal.  Children may lose part of the next day’s lunchtime play.  
 
Serious incidents are recorded on CPOMS and SLT are informed. If pupils persistently misbehave at 
lunchtimes the Principal will speak to parents.  If there is no improvement in behaviour a child may be 
sent home at lunchtime for a fixed period. 
  
The role of the Principal 
 
It is the responsibility of the Principal, under the School Standards and Framework Act 1998, to 
implement the school behaviour policy and anti-bullying strategy consistently throughout the school, 
and to report to governors, when requested, on the effectiveness of the policy. 
 
It is also the responsibility of the Principal to ensure the health, safety and welfare of all children in 
the school. 
 
The Principal supports the staff by implementing the policy, by setting the standards of behaviour, 
and by supporting staff in the implementation of the policy. 
 
The Principal keeps records of all reported serious incidents of misbehaviour. 
 
The Principal has the responsibility for giving fixed-term suspensions to individual children for serious 
acts of misbehaviour. For repeated or very serious acts of antisocial behaviour, the Principal may 
permanently exclude a child.  
 
 
The role of parents 
 
The school works collaboratively with parents, so children receive consistent 
messages about how to behave at home and at school. We explain the school rules in the school 
prospectus, and we expect parents to read these and support them. 
We expect parents to support their child’s learning, and to cooperate with the school, as set out in the 
home–school agreement. We try to build a supportive dialogue between the home and the school, 
and we inform parents immediately if we have concerns about their child’s welfare or behaviour. 
 
If the school has to use reasonable sanctions to punish a child, parents should support the actions of 
the school. If parents have any concern about the way that their child has been treated, they should 
initially contact the class teacher. If the concern remains, they should contact the Principal. If these 
discussions cannot resolve the problem, parents can contact the governors. 
 
The role of governors 
 
The governing body has the responsibility of setting down these general guidelines on standards of 
discipline and behaviour, and of reviewing their effectiveness. The governors support the Principal in 
carrying out these guidelines. 
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The Principal has the day-to-day authority to implement the school behaviour and discipline policy, 
but governors may give advice to the Principal about particular disciplinary issues. The Principal must 
take this into account when making decisions about matters of behaviour. 
 
Incidents of a Serious Nature  
 
Incidents of a very serious nature or a persistent nature (e.g. bullying), will be referred to and dealt 
with by the Principal or Deputy Principal in her absence. This will usually involve the Principal and 
relevant school staff working closely with the child and parents to address and resolve the 
inappropriate behaviour. If necessary, an ‘Individual Behaviour Plan’ will be formed and this will 
involve specific rewards and sanctions, as governed by the plan.  
 
Special Educational Needs  
 
When a child is on the Special Educational Needs register for specific behavioural difficulties, the 
procedure for dealing with that child may differ to our regular procedure. Any alternative procedure 
will be formed in agreement with the child, their parents and the relevant school staff. The procedure 
will be clearly explained to all those who might have contact with the child in school.  
 
GOVERNMENT GUIDANCE ON ENSURING GOOD BEHAVIOUR IN SCHOOL  
 
Our school believes that staff, parents and the children themselves must share responsibility for the 
maintenance of high standards of behaviour in our schools. Our school has adopted the following 
Government guidance (The Department for Education, Ensuring Good Behaviour in Schools, April 
2011):   
 
Powers to Discipline:  
 
“Teachers, Teaching Assistants and other paid staff with responsibility for children have the power to 
discipline pupils whose behaviour is unacceptable, who break the school rules or who fail to follow a 
reasonable instruction. Their power to discipline applies to pupil behaviour in school and outside 
school in certain circumstances.”   
“Teachers, Teaching Assistants and other paid staff with responsibility for children can impose any 
reasonable disciplinary penalty in response to poor behaviour. Reasonable penalties include: 
confiscation, retention or disposal of a pupil’s property. Principals can also decide to suspend or to 
permanently exclude a pupil.”  
 
Searching Pupils:  
 
“School staff can search pupils with their consent for any item which is banned by the school rules. 
Principals and staff authorised by the Principal have the power to search pupils or their possessions, 
without consent, where they suspect the pupils to have weapons, alcohol, illegal drugs and stolen 
items.”  
 
Use of Reasonable Force:  
 
“All school staff have the power to use reasonable force to prevent pupils from committing an 
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offence, injuring themselves or others, or damaging property, in order to maintain good order and 
discipline in the classroom.”  
 
4 members of staff have undertaken the ‘Positive Handling and Management of Potential Aggression’ 
training 
 
 
 
 
 
 
 
ANTI-BULLYING POLICY 
 
COMMITMENT 
 
The school does not tolerate bullying of any kind. If we discover that an act of bullying or intimidation 
has taken place, we act immediately to stop any further occurrences of such behaviour. While it is 
very difficult to eradicate bullying, we do everything in our power to ensure that all children attend 
school free from fear. 
 
The aim of this anti-bullying policy is to ensure that pupils learn in a supportive, caring and safe 
environment. Principals have a legal duty under the School Standards and Framework Act 1998 to 
draw up procedures to prevent bullying and to bring these procedures to the attention of staff, 
parents and pupils.  
 
Bullying is action taken by one or more children with the deliberate intention of hurting another child, 
either physically or emotionally. It is behaviour repeated over a period of time. The three main types 
of bullying are: 
 
● Physical (hitting, kicking, theft) 
● Verbal (name calling, homophobic or racist remarks) 
● Indirect (spreading rumours, excluding someone from social groups) 

 
Pupils who are being bullied may show changes in their behaviour, such as becoming shy and nervous, 
feigning illness or clinging to adults. 
 
See Appendix 2  types of incidents. 
 
AIMS AND OBJECTIVES 
 
● Bullying is wrong and damages individual children. We therefore do all we can to prevent it, by 

developing a school ethos in which bullying is regarded as unacceptable. 
● We aim, as a school, to produce a safe and secure environment where all can learn without 

anxiety. 
● This policy aims to produce a consistent school response to any bullying incidents that may 

occur. 
● We aim to make all those connected with the school aware of our opposition to bullying, and 
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we make clear each person’s responsibilities with regard to the eradication of bullying in our 
school. 

 
PROCEDURES 
 
This policy statement makes it very clear that the governing body does not allow bullying to take 
place in our school, and that any incidents of bullying that do occur are taken very seriously and dealt 
with appropriately. 
 
● It is the responsibility of the Principal to implement the school anti-bullying strategy and to 

ensure that all staff (both teaching and non-teaching) are aware of the school policy and know 
how to deal with incidents of bullying. The Principal reports to the governing body about the 
effectiveness of the anti-bullying policy on request. 

● The Principal ensures that all children know that bullying is wrong, and that it is unacceptable 
behaviour in this school. The Principal draws the attention of children to this fact at suitable 
moments. For example, if an incident occurs, the Principal may decide to use assembly as a 
forum in which to discuss with other children why this behaviour was wrong, and why a pupil 
is being punished. 

● The Principal ensures that all staff receive sufficient training to be equipped to deal with all 
incidents of bullying. 

● The Principal sets the school climate of mutual support and praise for success, so making 
bullying less likely. When children feel they are important and belong to a friendly and 
welcoming school, bullying is far less likely to be part of their behaviour. 

● Teachers in our school take all forms of bullying seriously, and intervene to prevent incidents 
from taking place. They keep their own records of all incidents and decide on appropriate 
actions. 

● Teachers attempt to support all children in their class and to establish a climate of trust and 
respect for all. By praising, rewarding and celebrating the success of all children, we aim to 
prevent incidents of bullying. 

● If bullying is suspected or reported, the incident will be dealt with immediately by the member 
of staff who has been approached 

● A clear account of the incident will be recorded and given to the Principal 
● The Principal will interview all concerned and will record the incident 
● Parents will be kept informed 

 
See Appendix 3  for report form 
 
The role of parents 
 
● Parents, who are concerned that their child might be being bullied, or who suspect that their 

child may be the perpetrator of bullying, should contact their child’s class teacher 
immediately. 

● Parents have a responsibility to support the school’s anti-bullying policy and to actively 
encourage their child to be a positive member of the school. 

 
The Principal and SENDCO should be involved and advised of any matters regarding bullying. 
All members of staff are aware of the regulations regarding the use of force by teachers, as set out in 
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DfES Circular 10/98, relating to section 550A of the Education Act 1996: The Use of Force to Control or 
Restrain Pupils. Teachers in our school do not hit, push or slap children. Staff only intervene physically 
to restrain children or to prevent injury to a child, or if a child is in danger of hurting him/herself. The 
actions that we take are in line with government guidelines on the restraint of children. 
 
Fixed-term and permanent exclusions 
 
Only the Principal (or the acting Principal) has the power to exclude a pupil from school. The Principal 
may exclude a pupil for one or more fixed periods, for up to 45 days in any one school year. The 
Principal may also exclude a pupil permanently. It is also possible for the Principal to convert a fixed-
term exclusion into a permanent exclusion, if the circumstances warrant this. If the Principal excludes 
a pupil, s/he informs the parents immediately, giving reasons for the exclusion. At the same time, the 
Principal makes it clear to the parents that they can, if they wish, appeal against the decision to the 
governing body. The school informs the parents how to make any such appeal. The Principal informs 
the LEA and the governing body about any permanent exclusion, and about any fixed-term exclusions 
beyond five days in any one term. The governing body itself cannot either exclude a pupil or extend 
the exclusion period made by the Principal. The governing body has a discipline committee which is 
made up of between three and five members. This committee considers any exclusion appeals on 
behalf of the governors. 
When an appeals panel meets to consider an exclusion, they consider the circumstances in which the 
pupil was excluded, consider any representation by parents and the LEA, and consider whether the 
pupil should be reinstated. If the governors’ appeals panel decides that a pupil should be reinstated, 
the Principal must comply with this ruling. 
 
Monitoring  
 
● This policy is monitored on a day-to-day basis by the Principal, who reports to governors about 

the effectiveness of the policy on request. 
● The school keeps a variety of records of incidents of misbehaviour.  
● The Principal keeps a record of any pupil who is suspended for a fixed-term, or who is 

permanently excluded 
● This anti-bullying policy is the governors’ responsibility and they review its effectiveness 

annually. They do this by discussion with the Principal.  
● Governors analyse information with regard to gender, age and ethnic background of all 

children involved in bullying incidents. It is the responsibility of the governing body to monitor 
the rate of suspensions and exclusions, and to ensure that the school policy is administered 
fairly and consistently. 

 
Review 
Policy created -   September 2012 
Reviewed -    By Pam Birch -  September 2019  
Next review -   September 2020 
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Appendix 1      

Westcliff Behaviour Strategy - the best we can be 
WE ALL CONSTANTLY AND CONSISTENTLY PROMOTE POSITIVE BEHAVIOUR: 

 GEMS, GOLDEN TIME, PRINCIPAL’S REWARDS, STAR OF THE WEEK, LUNCHTIME 
AWARDS, CLASS DOJO POINTS 

 

 
Level 1 behaviour - shouting out, being off task,not looking 
after equipment, name calling, rudeness to staff, untidy work, 
failure to do homework or ‘best’ work 

 

 

 
     First Incident  

T h /TA i   

No further 
incident 
Consider 

PALS if social 
 

 

 
Behaviour continues  
Early Years - ‘Time out’ 

KS1 - Lose 10 minutes of playtime with task 
to do.   

KS2 - Lose playtime with task to do. 
         

 

SEN/Vulnerable child - 
check behaviour plan/speak 

to SENDCo for specific 
behaviour interventions 

Liaise with BAT and other 
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Appendix 2      Types of Incidents 
 
Incidents related to race, religion or culture  
 
Racist or faith-based incidents are based on a person’s background, colour, religion or heritage. Recent political 
and social issues also appear to have been a factor in the rise in this type of harassment. There is research to 
support the suggestion that where black and minority ethnic (BME) children experience incidents like these, it 
is more likely to be severe. Moreover, incidents can be a subset of the indirect and direct racist hostility which 
BME children, children of different faiths and Traveler children can experience in a number of situations. When 
racist or faith-based incidents take place, the characteristics singled out not only apply to the individual child 
but also make reference to their family and more broadly their ethnic or faith community as a whole. Racial 
and cultural elements can be seen to heighten the negative impact on a child’s sense of identity, self worth and 
self esteem. It is important to note that all incidents that are identified as potentially racist must be recorded, 
reported and investigated as such. The Stephen Lawrence Inquiry Report (1999) defines racism as ‘conduct or 
words which advantage or disadvantage people because of their colour, culture or ethnic origin. In its more 
subtle form, it is as damaging as in its more overt form’.  
 
Incidents related to special educational needs (SEN) and disabilities  
 
Research shows that children and young people with SEN and disabilities are more at risk of being singled out 
than their peers. Public bodies have new responsibilities to actively promote equality of opportunity for all 

Level 2 behaviour - repeated level 1 behaviour,  refusal to 
follow an instruction from an adult, fighting (physical), peer 
abuse (including on social media)  swearing 

 

Straight to 
Principal/Deputy 
Principal - loss of 

playtime and 
   

 

SEN/Vulnerable child 
See behaviour plan or speak 
to SENDCo 
Liaise with BAT/other agencies 
  

Level 3 behaviour - swearing at an adult,  
violent/aggressive outburst, wilful destruction of property, 
bullying   homophobic/racist comment  putting other 

 

Straight to Principal.  Parents informed.  
Loss of position of responsibility, loss of 
playtime/lunchtimes, isolation, reduced 
timetable/fixed term/permanent exclusion 

       

SEN/Vulnerable child 
See behaviour plan or speak 
to SENDCo 
Liaise with BAT/other agencies 
  

 

 

C
P

O
M

  B
ehaviour 
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disabled people and eliminate disability-related harassment. Children and young people with special 
educational needs and disabilities, whether in mainstream or special schools, do not always have the levels of 
social confidence and competence and the robust friendship bonds that can protect against incidents. Where 
children with SEN and disabilities are themselves found to be the perpetrator, in most cases (except those 
related to specific conditions) schools should expect the same standards of behaviour as those which apply to 
the rest of the school community, having made the reasonable adjustments necessary.  
 
Incidents related to gifted and talented children and young people  
 
Children and young people who are gifted and talented can be vulnerable to being singled out. Their 
achievements, different interests and advanced abilities can set them apart from their peers and can lead to a 
sense of not ‘fitting in’ and feelings of isolation. Their talents and abilities may cause feelings of resentment 
and jealousy among their peers which may make them targets for unwanted behaviours.  
 
Incidents related to appearance or health conditions  
 
Those with health or visible medical conditions, such as eczema, may be more likely than their peers to become 
targets for incidents. Perceived physical limitations, such as size and weight, and other body image issues can 
result in being singled out, and obvious signs of affluence (or lack of it), can also be exploited.  
 
Incidents related to sexual orientation 
 
Homophobic incidents involves the targeting of individuals on the basis of their perceived or actual sexual 
orientation. Evidence suggests that children and young people who are gay, lesbian or bisexual (or perceived to 
be) face a higher risk of victimisation than their peers. Homophobic incidents are perhaps the least likely to be 
self-reported, since disclosure carries risks not associated with other forms of bullying. The young person may 
not want to report anything if it means “coming out” to teachers and parents before they are ready to. 
Homophobic incidents includes all forms of unwanted behaviours but in particular it can include:   

● Verbal abuse - the regular use, consciously or unconsciously, of offensive and discriminatory language, 
particularly the widespread use of the term ‘gay’ in a negative context. Also spreading rumours that 
cause an individual’s perceived sexual orientation to be ridiculed, questioned or insulted   

● Physical abuse – including hitting, punching, kicking, sexual assault and threatening behaviour  
● Cyberbullying – using on-line spaces to spread rumours about someone or exclude them. Can also 

include text messaging, including video and picture messaging.  
 
Incidents to young carers or looked after children or otherwise linked to home circumstances  
 
Children and young people may be made vulnerable to bullying by the fact that they provide care to someone 
in their family with an illness, disability, mental health or substance misuse problem. Young carers may be 
taking on practical and emotional caring responsibilities that would normally be expected of an adult. Research 
has highlighted the difficulties young carers face, including risks of ill-health, stress and tiredness, especially 
when they care through the night. Many feel singled out or isolated. Children in care may also be vulnerable for 
a variety of reasons, such as their not living with their birth parents or because they have fallen behind in their 
studies. Some children and young people are heavily influenced by their communities or homes where bullying 
and abuse may be common. At school, some may arise from trauma or instability at home related to issues of 
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domestic violence or bereavement or from the experience of being part of a refugee family. Siblings of 
vulnerable children may themselves be the subject by association.  
 
Sexist, sexual and transphobic incidents  
 
Sexist, sexual and transphobic incidents affects both genders. Boys may be victims as well as girls, and both 
sexes may be victims of their own sex. Sexist incidents are based on sexist attitudes that when expressed 
demean, intimidate or harm another person because of their sex or gender. This may be characterised by name 
calling, comments and overt “looks” about appearance, attractiveness and emerging puberty. In addition, 
uninvited touching, innuendos and propositions, pornographic imagery or graffiti may be used. Children and 
young people identifying as transgender or experiencing gender dysphoria (feeling that they belong to another 
gender or do not conform with the gender role prescribed to them) can also become a targets. 
 
Child on Child Sexual Violence and Sexual Harrassment 
 
Part 5 of Keeping Children Safe In Education (September 2018) now provides explicit guidance on how schools 
should respond to reports of child on child sexual violence and sexual harassment and we would follow the 
guidance set out in this document, dealing with any allegations on a case by case basis with the DSL taking the 
leading role.  
  
 
 
 
 
 
 
 
 
 
 
Appendix 3 

 
Westcliff Primary Academy - Form is for internal use only 

 

Section A: ALLEGED INCIDENT - bullying, discriminatory or prejudicial behaviour (Please circle) 

Target 
Name(s)                                                                      Age                                     Year Group                       Class 
 
 
 

Ethnicity                                                                       Gender M / F                  SEN Stage 
 
 
Home Language                                                          Looked after child - Y / N                                         Young Carer Y / N 

Member of staff to whom the incident was reported 
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Date of Incident                                                          Time of Incident 

Location 

Targets Account/ Concern of Parent or carer 
 
 
Alleged perpetrator(s): 
Name(s)                                                                      Age                                     Year Group                       Class 
 
 
 
Nature of incident, including details of any injury or damage to property etc. 
 
 
 
 
 
 
Circle any elements that apply: 
 
Form:   Physical                             Verbal                       Indirect                        Cyberbullying 
 
Type: Race/religion/culture                                          Sexual/sexist/transphobic                             Homophobic 
 
 
SEN/ Disability 
 
P 
Home circumstances                            Gifted/talented                        Health conditions                       Other 
 

Parents/carer of alleged target(s) informed: 
 
Date                                                                                 Time 
 
 

Section B: ACCOUNTS OF THOSE INVOLVED 

Alleged perpetrator(s) account of the incident 
Name(s)                                                                      Age                                     Year Group                       Class 
 
 
 
 
 
 
 

Bystanders/witness account of the incident 
Name(s)                                                                      Age                                     Year Group                       Class 
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Parents/carer of alleged perpetrator(s) informed: 
 
Date                                                                                 Time 

Section C: ACTION TAKEN 

Details of immediate action taken 
 
 
 
 
 
 
 
 
 

Monitoring of action taken and details of follow up and longer term action taken 
 
 
 
 
 
 
 
 
 

 
This form should be completed as soon as possible following the incident by the person who directly dealt with it and should be 
returned to a member of SLT immediately. A log should also be added onto the CPOMS system referring to this form and who it had 
been submitted to. 


