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ANNEX A: CODE OF CONDUCT FOR SCHOOL TRIPS  

 

Aim  

The aim of the Behaviour Policy is to give guidance to all members of the school community so that 

we can all live and work in an atmosphere that is conducive to learning and free from discrimination 

of any sort.  

At Seva School, we believe that every member of the school community has a responsibility for 

behaviour and everyone has the right to feel valued and respected. All staff and pupils have an 

entitlement to achieve their maximum potential in a safe and secure environment free from 

bullying, and where effective teaching and learning can take place. It is our belief that good 

behaviour needs to be consistently and positively encouraged and valued.  

All pupils have a responsibility to treat all members of the school community with respect and 

tolerance. They are expected to allow teachers to teach in the classroom without disruption or 

interference and they are expected to be prepared for lessons in accordance with school guidelines.  

All staff employed by the school are expected, and have the authority, to maintain good behaviour 

inside and outside the classroom. They may discipline pupils who misbehave, break school rules or 

do not follow reasonable instructions.  

 

Code of Conduct  

We will always be courteous to others. 

We will respect the property of others and the school environment. 

We will move around the school quietly and in an orderly fashion. 

We will keep all parts of the school tidy and refrain from dropping litter. 

We will always arrive at lessons on time and with all the necessary equipment. 
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In lessons we will work hard and enable others to do likewise. 

We will always make sure that our behaviour is appropriate and our appearance is a credit to the 

school.  

We have the highest expectations that our pupils will behave with courtesy and consideration for 

others in and out of school. We believe that in order to enable effective teaching and learning to 

take place it is essential that we promote and maintain the highest standards of behaviour. We 

acknowledge and reward the good work and behaviour of pupils and seek to create a caring, safe 

and happy learning environment in school by:  

• encouraging all members of the school community to show consideration for others,  
• encouraging pupils to acquire self-discipline, take responsibility for their own actions and 

choices,  
• encouraging pupils to respect the customs and regulations of the school,  
• fostering a set of shared values among staff, pupils, parents and the wider community.  

The School will endeavour to:  

• make explicit the philosophy underlying the school’s system of rewards, sanctions and 
pastoral provision,  

• encourage staff to recognise and praise good behaviour as well as dealing with poor 
behaviour, and to ensure that sanctions, when needed, are appropriate and applied in a fair 
and consistent manner,  

• ensure that staff, pupils and parents know, and understand the reasons for, the school rules 
and code of conduct.  

This Behaviour Policy acknowledges the school’s legal duties under the Equality Act 2010, in respect 

of safeguarding and in respect of pupils with Special Educational Needs (SEN).  

 

Roles and Responsibilities  

The Trust Board will establish the policy for the promotion of good behaviour and keep it under 

review. It will ensure that it is communicated to pupils and parents, is non-discriminatory and that 

the expectations are clear. Trustees will support the school in maintaining high standards of 

behaviour.  

The Principal will be responsible for ensuring the implementation and day-to-day management of 

the policy and procedures. The Principal and Senior Leadership Team will oversee support for staff 

faced with challenging behaviour.  

Staff, including teachers, support staff and volunteers, will be responsible for ensuring that the 

policy and procedures are followed, and consistently and fairly applied. Mutual support amongst all 

staff in the implementation of the policy is essential. Staff have a key role in advising the Principal on 

the effectiveness of the policy and procedures. They also have responsibility, with the support of the 

Principal, for creating a high-quality learning environment, teaching good behaviour and 
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implementing the agreed policy and procedures consistently. The Principal will treat failure by staff 

to apply the policy as a serious dereliction of duty.  

The Trust Board, Principal and Staff will ensure there is no differential application of the policy and 

procedures on any grounds, particularly ethnic or national origin, culture, religion, gender, disability 

or sexuality. They will also ensure that the concerns of pupils are listened to and appropriately 

addressed.  

Parents, guardians and carers will take responsibility for the behaviour of their child both inside and 

outside the school. The school values a close relationship with parents and they will be encouraged 

to work in partnership with the school to assist in maintaining high standards of behaviour. Parents 

will have the opportunity to raise with the school any issues arising from the operation of the policy. 

Each pupil and their parent/guardian/carer will be expected to sign and support our Home School 

Agreement. Parents should note that costs will not be refunded if disciplinary reasons prevent a 

pupil from participating in a school trip or event.  

Pupils are expected to take responsibility for their own behaviour to enable staff to teach and 

promote learning without interruption or harassment. They will be made fully aware of the school’s 

policy, procedure and expectations. Pupils also have a responsibility to ensure that incidents of 

disruption, violence, bullying and any form of harassment are reported. 

In the interests of supporting young people, referrals may be made to external agencies with the aim 

of identifying the best resolution. The school will inform the Police when any offence of a criminal or 

anti-social nature has taken place. The school is obliged to give the Police any evidence of a criminal 

act.  

Outside School  

The Principal has the statutory right to regulate pupils’ behaviour off the school site and to discipline 

pupils for unacceptable behaviour witnessed by a member of staff or reported to the school. This 

includes when pupils are taking part in any school-organised or school-related activity, travelling to 

or from school or at any time when they are identifiable as a member of the school. Even if these 

conditions do not apply, the school may discipline pupils if their misbehaviour could have 

repercussions for the orderly running of the school, if it poses a threat to other pupils or members of 

the public or if it could adversely affect the reputation of the school. Such behaviour covers the 

misuse of digital media.  

The nature and severity of the sanction imposed will be influenced by a number of factors which will 

include the severity of the misbehaviour and whether a failure to sanction appropriately would have 

a negative impact on discipline in the school community.  

School Trips:  

A Code of Conduct for School Trips is at Annex A.  

 

Contraband  

Pupils must not possess illegal drugs, weapons or items that could be used as weapons for example, 

knives, BB Guns, sharpened implements such as screwdrivers or Stanley knives.  The following items 

are banned from the school premises, offensive/illegal material, alcohol, “legal highs”, cigarettes, 
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tobacco, lighters, matches, electronic cigarettes, fireworks, laser pens, cans, aerosols, stolen items 

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

damage property. Pupils must not smoke or consume alcohol on the school premises, on school 

trips* or on the way to and from school. Chewing gum and high energy drinks are not allowed in 

school (*see Annex A).  

 

Screening and Searching  

The Principal, and staff authorised by her, may use such force as is reasonable when conducting a 

search for the following items without consent: knives or weapons, alcohol, illegal drugs, “legal 

highs”, stolen items, tobacco and cigarette papers, electronic cigarettes, fireworks, pornographic 

images and articles that have been or could be used to commit an offence or cause harm.  

 

Confiscation  

Staff have the right to confiscate inappropriate items. This may include when a pupil is in possession 

of: 

- contraband listed above, 

- an item which poses a threat to the good order of teaching and learning e.g. a mobile phone,  

- an item which is against school uniform rules e.g. jewellery,  

- an item which poses a health and safety threat e.g. neck chain worn during P.E. 

 

When an item is confiscated a record of the incident will be made by the member of staff involved 

and a copy may be kept on the pupil’s file. Items of obvious value will be labelled and stored in the 

school’s safe until they are returned to the pupil. In most cases confiscation is a sufficient sanction 

and return of the item at the end of the lesson or school day is adequate time to reinforce the school 

rule.  

If the school chooses not to return an item at the end of the school day, then parents will be 

informed. In some cases, a responsible family adult may be asked to retrieve the item. Other items 

which the pupil should not have had in their possession, particularly of an unlawful or hazardous 

nature, may be given by the school to an external agency for disposal or further action as necessary.  

Mobile Phones  

Pupils may bring mobile phones to school but they must be handed in at the start of the day and 

collected at home time.  On the journey to and from school, cameras and the camera function on 

mobile phones must never be used without specific permission from the person in the photograph.  

Inappropriate use of cameras/mobile phones (including failing to hand them in at the start of the 

day) will lead to confiscation and a serious sanction being imposed.  

 

Use of Force  

In line with government regulations, staff may use reasonable force to prevent pupils committing an 

offence, injuring themselves or others or causing damage.  

 

Malicious Accusations against School Staff  
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The school takes accusations against members of staff very seriously but if these are found to be 

malicious then the pupil would face a severe sanction up to and including permanent exclusion.  

 

Exclusions  

The school will observe the Statutory Guidance and Regulations on Exclusion. These can be obtained 

directly from the Department for Education or via the school. 

 

Complaints Procedure 

Any complaints regarding the application of this behaviour policy should be made in writing to the 

Principal. 

 

Rewards Structure 

Reward Description Who Value Awarding 

House Point Displaying SEVA in or out of 

lessons (Service, Excellence, 

Virtues, Aspiration). 

Virtues being: kindness, 
courage, tolerance, honesty, 
respect, responsibility). 
 

Pupil & 

House 

1 House Point Teachers 

Praise Postcard  Persistently showing SEVA in 
or out of lessons. 
 

Pupil & 

House 

10 House 

Points 

Mr Sturmey 

Letter from the 

Principal 

For being an outstanding 
ambassador of Seva School 
(showing remarkable Service, 
Excellence, Virtues, 
Aspiration). 
 

Pupil & 

House 

10 House 

Points 

Ms 

Donnellan 

Progress/ 

Attainment in a 

subject certificate  

Acknowledgement of pupils 
who have made outstanding 
progress / attainment in 
lessons. 
 

Pupil & 

House 

10 House 

Points 

Teachers 

100% Attendance 

across a term  

Acknowledgement of pupils 

who achieve 100% attendance 

across a term. 

 

Pupil & 

House 

20 House 

Points 

Mr Sturmey 

Charity donation Each house picks a charity to 
support throughout the year – 
fund raising donations will be 
given to the winning house’s 
chosen charity each half term. 
 

Charity Fixed sum of 

money raised 

by school 

Mr Sturmey 
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House Competitions Regular house competitions; 
winning teams recognised on 
school displays / school social 
media / on school website and 
in school newsletter. 
 

Pupil & 

House 

Depends on 

competition 

Mr Sturmey 

Termly Celebration 

Assemblies 

Extended assembly to 
celebrate the success of pupils 
and each house. 
 

Pupil & 

House 

See above Mr Sturmey 

Amazon voucher The 3 pupils who achieve the 
most house points to be 
awarded an Amazon voucher 
at the end of the year. 
 

Pupil £20 each Ms 

Donnellan 

Sanctions Structure 

• Verbal warning in class – no sanction 

• Sit in a different place in the room – deduction of house points 

• Removal from room – deduction of house points & detention with teacher & 
parents/carers made aware 

• Fixed term isolation from lesson(s) – breaks and lunch with pastoral team only & 
parents/carers made aware 

• Fixed term monitoring in lessons(s) – on report (parent/carer involvement) – breaks and 
lunch with pastoral team only  

• Managed move to another school 

• Possible permanent exclusion for persistent breaches of school rules 
 

Sanction Description Examples 

Teacher 

detention at 

break or 

lunchtime 

 

To address poor behaviour / 

work ethic in class. 

Talking over teacher in class, not following 
instructions first time or arguing with a 
teacher, not completing sufficient work in 
class, not being engaged in class, 
disrupting the learning of others in class, 
not completing homework (or not 
completing to a high standard), not 
bringing necessary stationery to lessons, 
having to be removed from a lesson. 
 

Senior Leader 

detention at 

break or 

lunchtime 

 

To address poor behaviour out 

of lessons (within school). 

Use of bad language within school or 

when in school uniform / not following 

instructions of an adult at break or lunch / 

not being respectful to other pupils at 

break or lunch. 

Community 

service within 

school at break 

To “give back” to community 

following the breaking of school 

rules (e.g. litter picking, cleaning, 

Vandalism, littering, representing the 

school poorly in uniform. 
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or lunchtime (or 

before school). 

 

helping a staff member, 

volunteering for an event). 

Internal exclusion 

 

For breaches of school rules. A “one-off” incident of serious rudeness 
or defiance towards staff, a “one-off” 
incident of serious verbal abuse towards 
another pupil, ongoing unacceptable 
pattern of behaviour despite previous 
intervention.  
 

External (fixed 

term) exclusion 

 

For very serious breaches of 
school rules. 

Any incidence of racism, bullying, 
homophobia, physical aggression, carrying 
banned items, theft, smoking / drinking 
alcohol OR persistent refusal to co-
operate despite previous intervention. 
 

Permanent 

exclusion 

 

For persistent unacceptable 
behaviour or very serious “one-
off” offences that can affect the 
discipline and well-being of the 
school community.  

 

An incident of carrying an offensive 
weapon, serious actual or threatened 
violence, sexual abuse or assault, a drugs 
related incident, repeated exclusions 
despite previous interventions.  

 

ANNEX A: CODE OF CONDUCT FOR SCHOOL TRIPS  

School trips are valued by staff and pupils alike. They provide excellent opportunities for learning 

beyond the classroom and allow pupils and staff to have cultural experiences that will enhance their 

lives. We have a code of conduct for School Trips because we want all pupils to be safe and make the 

most of their experiences away from the school.  

All school trips will be led by experienced teaching staff and organised with the full knowledge and 

support of the Principal and Trustees. The appropriate number of experienced adults will accompany 

the trip and all activities will be risk assessed in line with Local Authority Guidance.  

Normal school rules apply for the duration of the trip except as amended below. These will be 

interpreted sensibly in the light of the particular activity and local conditions. In particular the 

school’s total ban on smoking and the misuse of drugs will be strongly applied at all times. Behaviour 

must always reflect the high standards expected at Seva School, where everyone shows respect for 

individuals and concern for the welfare of others.  

If participating in a school trip, pupils must: 

- Treat everyone with respect and tolerance; bullying and discrimination will not be tolerated in any 

form.  

- Show respect to staff and respond appropriately to staff instructions. 
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- Behave appropriately at all times in a way that brings credit to themselves and the school.  

- Ensure their appearance and standards of dress are appropriate to the activity and occasion; 

specific guidelines on clothing and the standard of dress required for a particular trip will be issued 

by the organiser if necessary.  

- Take reasonable precautions to ensure their own personal safety at all times.  

- Pupils may only leave the school party unsupervised when they have been given permission to do 

so by a member of staff.  

- They are expected to remain in groups as agreed by the party leader at all times.  

- Be sensitive to the needs and feelings of others within the party and be supportive and 

encouraging to others where appropriate.  

- Show consideration for other guests and observe the rules laid down by their host when staying in 

shared accommodation, including hotels, hostels and with host families.  

- Be respectful, courteous and polite and observe the laws, rules and traditions of foreign countries 

at all times.  

There are consequences and sanctions for pupils who fail to adhere to the Code of Conduct and the 

normal rules of acceptable behaviour. In line with the Behaviour Policy these aim to be fair and just 

and may take place either during the trip and/or back at school.  

In certain instances of very poor behaviour, the party leader reserves the right to request that 

parents/carers collect their child from the venue, or indeed to send them home (if parents/carers 

are unable to provide transport). The cost of this transport in all cases, no matter where the venue 

may be, will be met by the parents.  

Staff must follow the Staff Code of Conduct policy.  

 

 

 


