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1. INTRODUCTION  
1.1 Statement of Intent 

The Sir Manasseh Meyer International School (“SMMIS”) is committed to safeguarding and 
promoting the welfare and interests, both physical and emotional, of every pupil, both inside 
and outside of the school premises. SMMIS recognises that effective child protection practice 
requires sound procedures and good inter-agency cooperation. 
 
This Child Protection and Safeguarding Policy provides the basis for good practice within 
SMMIS for child protection work, and sets out a clear and consistent framework to ensure 
that the professional responsibilities of all staff are clear, in order that all statutory and other 
duties are fully met. This policy is based on current legislation, being the Children and Young 
Persons Act (Cap. 38), and SMMIS and its staff members have a professional responsibility to 
comply with this policy. The procedures outlined in this policy are also in line with the Manual 
on Management of Child Abuse in Singapore (2008 Rev. Ed.), produced by the Singapore Inter-
Ministry Working Group comprising the Ministry of Education, Ministry of Home Affairs, 
Ministry of Health and Ministry of Community Development, Youth and Sports of Singapore 
Through this policy, SMMIS and its staff members commit to:- 

(a) Creating a culture of safe recruitment by adopting procedures that help deter, reject 
or identify individuals who might pose a risk to children. 

(b) Educating its pupils on how to keep safe and to recognise unacceptable behaviour. 
(c) Ensuring that members of the Governing Body, the Principal and staff understand 

their responsibilities, and are alert to the signs of child abuse, and know to refer 
concerns to the Designated Safeguarding Lead. 

(d) Ensuring that the Principal and any new staff members and volunteers are only 
appointed when all the appropriate checks have been satisfactorily completed. 

 
The Child Protection and Safeguarding Policy is implemented purely as a matter of “best 
practice” only, and not because SMMIS has any specific concerns for the immediate safety of 
our pupils. As a world-class organisation with a strong moral compass, SMMIS wishes to make 
certain that every step is taken to ensure the safety and well-being of every pupil, which 
remains paramount.  
 
This Policy will thus be reviewed annually, on the basis of self-evaluation. 
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1.2 Terminology and Definitions 

Child abuse occurs across all communities regardless of the gender of the child or the 
perpetrator, wealth, religion or ethnicity. Schools, as institutions working with young children, 
become attractive to those who wish to exploit children. All members of SMMIS thus have a 
duty to safeguard and promote the welfare of children.  
 
For the purposes of this policy, the phrase “safeguarding and protecting the welfare of 
children” shall be interpreted to mean:- 
 
(a) Protecting pupils from maltreatment; 
(b) Preventing the impairment of pupils’ health or development; 
(c) Ensuring that pupils grow up in circumstances consistent with the provision of safe 

and effective care; and 
(d) Taking all action to enable all pupils to have the best outcomes. 
 
2. ROLES & RESPONSIBILITIES  

At SMMIS, the Designated Safeguarding Lead shall be primarily responsible for the school’s 
approach to policy, practice, procedures and professional development in relation to 
safeguarding and protecting the welfare of children.  
 
The Designated Safeguarding Lead shall in the first instance be ELAINE ROBINSON (Principal), 
or in her absence, shall be VICTORIA HAIGH (School Counsellor) or ALI CIPRIANO (Head of 
Middle School) 
 
2.1 Roles & Responsibilities of the Designated Safeguarding Lead   

The Designated Safeguarding Lead will:- 
(a) Liaise directly with parents in regard to all allegations of child abuse.(except in the 

case of sexual or when a family member may be involved) 
(b) Refer all cases of suspected abuse to community agencies for child protection 

concerns, and the police in cases where a crime has been / is suspected to have been 
committed.  

(c) Liaise with the Principal to inform him/her of safeguarding issues, especially ongoing 
enquiries and police investigations. 

(d) Act as a source of support, advice and expertise to staff members on matters of 
safeguarding by liaising with relevant agencies.  

(e) Understand the assessment process for providing early help and intervention.  
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(f) Support staff members in liaising with other agencies and setting up inter-agency 
assessment where early help is deemed appropriate.  

(g) Keep cases of early help under constant review and refer them to the Child Protection 
Specialist Centres if the situation does not appear to be improving in accordance with 
the Secotr Specific Screening Guide (Education). 

(h) Ensure each member of staff has access to and understands the school’s Child 
Protection and Safeguarding Policy and procedures, which will be discussed during the 
staff induction process.  

(i) Be alert to the specific requirements of children in need, including those with special 
educational needs and disabilities and young carers.  

(j) Keep detailed, accurate and secure records of concerns and referrals.  
(k) Obtain access to resources and attend all relevant training courses.  
(l) Encourage a culture of listening to children and taking account of their wishes and 

feelings.  
(m) Work with the Trustees to ensure the school’s Child Protection and Safeguarding 

Policy is reviewed annually and the procedures are updated regularly.  
(n) Ensure the school’s Child Protection and Safeguarding Policy is available publicly, and 

parents/carers are aware that the school may make referrals for suspected cases of 
abuse or neglect, as well as the role the school plays in these referrals.  

(o) Make sure that staff members are aware of the training opportunities available and 
made aware of the latest local policies on safeguarding.  

(p) Ensure that a pupil’s child protection file is copied when transferring to a new school.  
(q) Be available at all times during school hours to discuss any safeguarding concerns. The 

school will determine what “available” means, e.g. it may be appropriate to be 
accessible by other means such as phone or Skype. 

 
Roles & Responsibilities of the Principal 
 
The Principal of SMMIS will:-   

(a) Safeguard pupils’ wellbeing and maintain public trust in the teaching profession.  
(b) Ensure that the policies and procedures decided to be implemented by the Trustees, 

particularly concerning referrals of cases of suspected abuse and neglect, are followed 
by staff members.  

(c) Provide staff with the Child Protection and Safeguarding Policy, Staff Behaviour Policy, 
information regarding the role of the Designated Safeguarding Lead and the Children 
and Young Persons Act. 

  



 
 

SMMIS Child Protection and Safeguarding Policy 
 

 4 

 
2.2 Roles & Responsibilities of all Staff 

All staff of SMMIS have a shared responsibility to:- 

(a) Safeguard pupils’ wellbeing and maintain public trust in the teaching profession as 
part of their professional duties.  

(b) Provide a safe environment in which pupils can learn.  
(c) Maintain an attitude of ‘it could happen here’ where safeguarding is concerned and 

always act in the child’s ‘best interests’.  
(d) Be aware of the signs of abuse and neglect.  
(e) Be aware of the early help process, and understand their role in it.  
(f) Act as the lead professional in undertaking an early help assessment, where necessary.  
(g) Be aware of, and understand, the process for making referrals to social workers, as 

well as for making statutory assessments and their role in these assessments.  
(h) Support social workers to take decisions about individual children, in collaboration 

with the Designated Safeguarding Lead.  
(i) If at any point there is a risk of immediate serious harm to a child, make a referral to 

Community agencies and/or the police immediately.  
(j) Be aware of and understand the procedure to follow in the event that a child confides 

that they are being abused or neglected.  
(k) Support social workers in making decisions about individual children, in collaboration 

with the Designated Safeguarding Lead.  
(l) Maintain appropriate levels of confidentiality when dealing with individual cases, and 

always act in the best interest of the child. 
(m) Follow the school’s procedure for, and approach to, preventing radicalisation. 
 
2.3 Roles & Responsibilities of the Trustees 

The Trustees of SMMIS will exercise supervisory jurisdiction over all staff of SMMIS, in order 
to:- 

(a) Ensure that the school complies with its duties under the above child protection and 
safeguarding legislation.  

(b) Ensure that the policies, procedures and training opportunities in the school are 
effective and comply with the law at all times.  

(c) Confirm that the school’s safeguarding arrangements take into account the 
requirements under Singapore law. 
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(d) Ensure that a Trustee is nominated to liaise with partner agencies on issues of child 
protection, in the event of allegations of abuse made against the Principal or other 
Trustee.  

(e) Ensure that there are effective child protection policies and procedures in place 
together with a staff code of conduct.  

(f) Ensure that there is a senior board level (Trustee) lead responsible for safeguarding 
arrangements.  

(g) Appoint a member of staff from the senior leadership team, tbc,  to the role of 
Designated Safeguarding Lead as an explicit part of the role-holder’s job description – 
there should always be cover for the Designated Safeguarding Lead.  

(h) Ensure that students are taught about safeguarding, including protection against 
dangers online, through teaching and learning opportunities, as part of providing a 
broad and balanced curriculum.  

(i) Adhere to statutory responsibilities to check staff who work with children, taking 
proportionate decisions on whether to ask for any checks beyond what is required.  

(j) Ensure that volunteers are appropriately supervised.   
(k) Ensure that at least one person on any appointment panel has undertaken safer 

recruitment training.  
(l) Ensure that all staff members receive safeguarding and child protection training 

updates, such as e-bulletins, emails and staff meetings, as required, but at least 
annually.  

(m) Ensure that there are procedures in place to handle allegations against members of 
staff or volunteers.  

(n) Ensure that there are procedures in place to make a referral to the police and other 
relevant bodies if a person in regulated activity has been dismissed or removed due 
to safeguarding concerns, or would have been had they not resigned.  

(o) Ensure that there are procedures in place to handle allegations against other pupils.  
(p) Ensure that pupils’ wishes or feelings are taken into account when determining what 

action to take, and what services to provide to protect individual pupils.  
(q) Ensure that there are systems in place for pupils to express their views and give 

feedback.  
(r) Establish an early help procedure and inform all staff of the procedures it involves.  
(s) Appoint a designated teacher to promote the educational achievement of looked-

after children and ensure that this person has undergone appropriate training.   
(t) Introduce mechanisms to assist staff in understanding and discharging their roles and 

responsibilities.  
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(u) Ensure that staff members have the skills, knowledge and understanding necessary to 
keep looked-after children safe, particularly with regard to the pupil’s legal status, 
contact details and care arrangements.  

(v) Put in place appropriate safeguarding responses for pupils who go missing from 
school, particularly on repeat occasions, to help identify any risk of abuse and neglect, 
including sexual abuse or exploitation, and prevent the risks of their disappearance in 
future.  

(w) Ensure that all members of the Trustees have been subject to the Singapore 
equivalent of an enhanced UK Disclosure and Barring Service (DBS) check.   

 
3. INTER-AGENCY COLLABORATION 

SMMIS contributes to inter-agency working as part of its professional responsibilities. The 
school will work with the Child Protection Specialist Centres, the police, health services and 
other services to protect the welfare of its pupils, through the early help process and by 
contributing to interagency plans to provide additional support.  
 
The school recognises the importance of information sharing between professionals and local 
agencies in order to effectively meet pupils’ needs. In light of the above, staff members are 
aware that whilst the Data Protection Act places a duty on schools to process personal 
information fairly and lawfully, it is not a barrier to sharing information where failure to do so 
would result in the pupil being placed at risk of harm. 
 
Staff members will ensure that fear of sharing information does not stand in the way of their 
responsibility to promote the welfare and safety of pupils. The school also recognises the 
particular importance of inter-agency working in identifying and preventing child sexual 
exploitation.  
 
4. CATEGORIES OF ABUSE   

All members of staff will be aware that abuse, neglect and safeguarding issues are rarely 
standalone events that can be given a specific label and, as such, multiple issues often overlap 
one another.  
 
All members of staff will also be aware of peer-on-peer abuse, most likely to include actions 
such as bullying, gender-based violence, sexual assaults and sexting. All staff will be aware of 
the actions involving peer-on-peer abuse, and the necessary procedures to follow to prevent 
such abuse, as outlined in the school’s Anti-Bullying Policy (see annexure). 
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All staff will be aware of the behaviours linked to drug taking, alcohol abuse, truancy and 
sexting, and will understand that these put pupils in danger.  
 
Abuse: A form of maltreatment of a child which involves inflicting harm of failing to act to 
prevent harm. Children may be abused in a family, institutional or community setting by those 
known to them, or, more rarely, by others, e.g. via the internet. Please note some physical 
disciplining of children is used in Singapore. Parents are likely to be charged with child abuse 
if the child is significantly injured as a result of excessive force. At SMMIS the physical 
disciplining of students is never acceptable. 
 
 
Physical abuse: A form of abuse which may involve actions such as hitting, throwing, burning, 
drowning and poisoning, or otherwise causing physical harm to a child. Physical abuse can 
also be caused when a parent/carer fabricates the symptoms of, or deliberately induces, 
illness in a child. SMMIS notes that some physical disciplining of children is used in Singapore. 
Parents are likely to be charged with child abuse if the child is significantly injured as a result 
of excessive force. At SMMIS, the physical disciplining of student is never acceptable. 

 
Emotional abuse: A form of abuse which involves the emotional maltreatment of a child such 
as to cause severe and adverse effects on the child’s emotional development. This may 
involve telling a child they are worthless, unloved, inadequate, not giving them the 
opportunities to express their views, deliberately silencing them, or often making them feel 
as though they are in danger.  

 
Sexual abuse: A form of abuse which involves forcing or enticing a child to take part in sexual 
activities, not necessarily involving a high level of violence, and whether or not the child is 
aware of what is happening. This may involve penetrative assault, such as touching, or non-
penetrative actions, such as looking at sexual images or encouraging children to behave in 
inappropriate ways. SMMIS notes that in Singapore, sexual intercourse with a girl below the 
age of 14 years constitutes a criminal offence of rape, even if the girl gives her consent. When 
the girl is already 14 years old but not yet 16, the said activity constitutes the offence of 
“carnal connection”, provided the girl consents.  

 
Neglect: A form of abuse which involves the persistent failure to meet a child’s basic physical 
and/or psychological needs, likely to result in serious impairment of a child’s health or 
development. This may involve providing inadequate food, clothing or shelter, or the inability 
to protect a child from physical or emotional harm, or ensure access to appropriate medical 
treatment.  
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Child Sexual Exploitation: For the purposes of this policy, “child sexual exploitation” (CSE) is 
defined as a form of sexual abuse where children are sexually exploited for money, power or 
status. CSE can take many forms but the perpetrator will always hold some kind of power 
over the victim. It is important to note that some young people who are being sexually abused 
do not exhibit any external signs of abuse. Where CSE, or the risk of it, is suspected, staff will 
discuss the case with the dedicated member of staff for child protection. If after discussion a 
concern still remains, a referral will be triggered. 
 
Child Radicalisation: Protecting children from the risk of radicalisation is part of the school’s 
wider safeguarding duties. SMMIS will actively assess the risk of pupils being drawn into 
terrorism. Staff will be alert to changes in pupils’ behaviour which could indicate that they 
may be in need of help or protection. Staff will use their professional judgement to identify 
pupils who may be at risk of radicalisation and act appropriately, which may include making 
a referral to the police. The school will ensure that they engage with parents/carers and 
families, as they are in a key position to spot signs of radicalisation. In doing so, the school 
will assist and advise family members who raise concerns, and provide information for 
support mechanisms. Any concerns over radicalisation will be discussed with a child’s 
parents/carers, unless the school has reason to believe that the child would be placed at risk 
as a result. The Designated Safeguarding Lead will undertake awareness training to be able to 
provide advice and support to other staff on how to protect children against the risk of 
radicalisation. The Designated Safeguarding Lead will hold formal training sessions with all 
members of staff to ensure they are aware of the risk indicators and their duties regarding 
preventing radicalisation.  
 
5. SYMPTOMS OF ABUSE 
5.1 When to be Concerned 

A child going missing from school is a potential indicator of abuse or neglect and, as such, 
these children are increasingly at risk of being victims of abuse, neglect, harm, exploitation or 
radicalisation. It is extremely important that any unauthorised absence from education is 
responded immediately. Any member of staff can refer to the Child Protection Specialists 
Centres team with a child protection incident in the case of an emergency if they are unable 
to reach the Designated Safeguarding Lead. Staff need to be aware that private fostering 
arrangements, if in place with a family, must be notified to the local authorities. Please speak 
to your Designated Safeguarding Lead for guidance. 
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Staff will monitor pupils that go missing from the school, particularly on repeat occasions, and 
report them to the Designated Safeguarding Lead following normal safeguarding procedures. 
SMMIS will inform the police of any pupil who fails to attend regularly, or has been absent 
without the school’s permission for a continuous period of 10 school days or more.  
 
5.2 Symptoms of Abuse 

All staff and volunteers should be concerned about a child if he/she presents with indicators 
of possible significant harm. Generally, in an abusive relationship the child may:- 

(a) Appear frightened of the parent/s or other household members e.g. siblings or others 
outside of the home.  

(b) Act in a way that is inappropriate to her/his age and development (full account needs 
to be taken of different patterns of development and different ethnic groups).  

(c) Display insufficient sense of ‘boundaries’, lack stranger awareness. 
(d) Appear wary of adults and display ‘frozen watchfulness’.  
 
5.3 School Procedures & Staff Responsibility  

If any member of staff is concerned about a child he or she must inform the Designated 
Safeguarding Lead. The member of staff must record information regarding the concerns on 
the same day. The recording must be a clear, precise, factual account of the observations. The 
Designated Safeguarding Lead will use the Sector Specific Screening Guide (Education) and 
Child Abuse Reporting Guide as provided by the Social Service Institute of Singapore to decide 
whether the concerns should be referred to Child Protection Specialist Centre. If it is decided 
to make a referral this will be done with prior discussion with the parents, unless to do so 
would place the child at further risk of harm.  
 
If there are obvious signs of harm, the student will be taken to the school nurse immediately. 
If the student is in need of urgent medical attention, s/he should be taken to either the KK 
Women’s and Children’s Hospital (KKH) or the National University Hospital (NUH). If it is not 
possible or advisable to obtain parental consent, the Child Protection Services should be 
contacted for consultation. Where SMMIS suspects that abuse has occurred or is about to 
occur and the child is unsafe and in imminent risk of further harm, SMMIS will commit to 
reporting the matter to Child Protection Services Helpline at 1800 777 0000 (during usual 
business hours) or the police. 
 
Where SMMIS suspects that the abuse has been perpetrated by someone close to the family 
or within the family network, the Designated Safeguarding Leader or a designated member 
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of staff will contact the family and discuss ways on how the student could be kept safe and 
managed more appropriately. Full consideration as to whether the contact with the 
immediate family would increase the risk of harm should be given.  

 
Pupils with special education needs and disabilities can face additional safeguarding 
challenges. All staff need to be vigilant to identify pupils who need more support to be kept 
safe and to keep themselves safe, should they have any concerns speak to the Designated 
Safeguarding Lead. Particular attention will be paid to the attendance and development of 
any child about whom the school has concerns, or who has been identified as being the 
subject of a child protection plan and a written record will be kept. If a pupil who is/or has 
been the subject of a child protection plan changes school, the Designated Safeguarding Lead 
will inform the social worker responsible for the case and transfer the appropriate records to 
the Designated Safeguarding Lead at the receiving school, in a secure manner, and separate 
from the child’s academic file.  
 
5.4 Managing Disclosure 

The disclosure of child abuse by a child to an adult is likely to be one of the hardest 
conversations that all parties at SMMIS will face. It is essential that staff members show 
empathy and professionalism in the approach to managing such conversations, mindful that 
what is said and recorded could influence criminal proceedings at a later date. 
 
5.5 Confidentiality 

Safeguarding children raises issues of confidentiality that must be clearly understood by all 
staff/volunteers in the school:- 

(a) All staff in schools, both teaching and non-teaching staff, have a responsibility to share 
relevant information about the protection of children with other professionals, 
particularly the local investigative agencies (Child Protection Specialist Centres and 
the police).  

(b) If a child confides in a member of staff/volunteer and requests that the information is 
kept secret, it is important that the member of staff/volunteer tell the child in a 
manner appropriate to the child’s age/stage of development that they cannot promise 
complete confidentiality – instead they must explain that they may need to pass 
information to other professionals to help keep the child or other children safe.  

(c) Staff/volunteers who receive information about children and their families in the 
course of their work should share that information only within appropriate 
professional contexts as explained in the Staff Code of Conduct.  
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6. CHILD PROTECTION & MONITORING PROCEDURE 
6.1 SMMIS Admissions Register 

Pupils are placed on the admissions register at the beginning of the first day that is agreed by 
the school, or when the school has been notified that the pupil will first be attending. The 
school will ensure that the admissions register is kept up-to-date and accurate at all times, 
and will inform parents when any changes occur. Staff will monitor pupils who do not attend 
the school on the agreed date.  
 
If a parent/carer notifies the school that their child will live at a different address, the school 
will record the following information on the admissions register:- 
 
(a) The full name of the parent/carer with whom the pupil will live  
(b) The new address  
(c) The date from when the pupil will live at this address If a parent/carer notifies the 

school that their child will be attending a different school, or is already registered a 
different school, the following information will be recorded on the admissions 
register:- 
(i) The name of the new school  
(ii) The date on which the pupil first attended, or is due to attend, that school  

 
Where a pupil moves to a new school, the school will securely transfer the pupils’ data. The 
school will also highlight any other necessary, contextual information, including safeguarding 
concerns.  
 
6.2 Record Keeping  

If a child discloses that he or she has been abused in some way, the member of staff / 
volunteer should:- 

(a) Listen to what is being said without displaying shock or disbelief  
(b) Accept what is being said  
(c) Allow the child to talk freely  
(d) Reassure the child, but not make promises which it might not be possible to keep  
(e) Not promise confidentiality – it might be necessary to refer the information on 
(f) Reassure him or her that what has happened is not his or her fault  
(g) Stress that it was the right thing to tell  
(h) Listen, only asking questions when necessary to clarify  
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(i) Not criticise the alleged perpetrator  
(j) Explain what has to be done next and who has to be told  
(k) Make a written record   
(l) Pass the information to the Designated Safeguarding Lead without delay who will 

administer the SSSG to decide if further reporting is necessary. 
 
When a child has made a disclosure, the member of staff/volunteer should:  

(a) Make brief notes as soon as possible after the conversation. Use the school Record of 
Concern Sheet wherever possible. Record of Concern Forms can be found on the 
system in the forms folder and hard copies are kept in the staffroom.  

(b) Not destroy the original notes in case they are needed by a court. 
(c) Record the date, time, place and any noticeable non-verbal behaviour and the words 

used by the child. 
(d) Draw a diagram to indicate the position and size of any injuries. 
(e) Record statements and observations rather than interpretations or assumptions.  

 
All records need to be given to the Designated Safeguarding Lead promptly. No copies should 
be retained by the member of staff or volunteer.  
 
6.3 Allegations Involving School Staff / Volunteers 

An allegation is any information which indicates that a member of staff/volunteer may have:  

(a) Behaved in a way that has, or may have harmed a child  
(b) Possibly committed a criminal offence against/related to a child  
(c) Behaved toward a child in a way which indicates s/he is unsuitable to work with 

children  

This applies to any child the member of staff/volunteer has contact with in the personal, 
professional or community life.  

The person to whom an allegation is first reported should take the matter seriously and keep 
an open mind. S/he should not investigate or ask leading questions and if seeking clarification, 
it is important not to make assumptions. Confidentiality should not be promised and the 
person should be advised that the concern will be shared on a 'need to know' basis only. 
Actions to be taken include making a written record of the allegation using the informant's 
words - including time, date and place where the alleged incident took place, what was said 
and anyone else present. This record should be signed and dated and immediately passed on 
to the Principal.  
If the concerns are about the Principal, then the Chair of Trustees should be contacted.  
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The Chair of Trustees in this school is:  
NAME:  Mr Sam Sassoon 
CONTACT NUMBER: 65 9735 2768 
 

In the absence of the Chair of Trustees, the Vice Chair of Trustees in charge of the 
School should be contacted.  
 

The Second Trustee is:  
NAME: Mr Victor Sassoon 
CONTACT NUMBER: 6271 9508 

  

The Principal will not investigate the allegation itself, or take written or detailed statements, 
but will assess whether it is necessary to refer the concern. If it is decided that the allegation 
meets the threshold for further action through the Child Protection System in Singapore, the 
Principal must immediately make a referral to the police. If it is decided that the allegation 
meets the threshold for further action through the SSSG, the Principal must immediately 
follow the recommended course of action. The Principal should, as soon as possible, following 
briefing from the police or child protection officer, inform the subject of the allegation.  
 
6.4 Communication with Parents  

SMMIS will undertake appropriate discussion with parents prior to involvement of another 
agency unless to do so would place the child at further risk of harm. SMMIS will also ensure 
that parents have an understanding of the responsibilities placed on the school and staff for 
safeguarding children.   
 
6.5 Support 

Dealing with a disclosure from a child, and safeguarding issues can be stressful. The member 
of staff/volunteer should, therefore, consider seeking support for him/herself and discuss this 
with the Designated Safeguarding Lead.  
 
7. SAFER RECRUITMENT 

The safe recruitment of staff at SMMIS is essential to safeguarding and promoting the welfare 
of the pupils in the school’s care. SMMIS is committed to safeguarding and promoting the 
welfare of its students and expects all staff and volunteers to share in this commitment. It is 
recognised that this can only be achieved through sound procedures, good inter-agency 
cooperation and the recruitment and retention of competent, motivated employees. The 
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purpose of this section is to set out the minimum requirements of a recruitment process that 
aims to attract the best possible applicants to vacancies, deter prospective applicants who 
are unsuitable for work with our students and identify and reject applicants who are 
unsuitable for work with our students.  
 
SMMIS seeks to achieve a diverse international workforce which includes people from all 
backgrounds, with different skills and abilities. SMMIS is committed to ensuring that the 
recruitment and selection of all who work within the school is conducted in a manner that is 
systematic, efficient, effective and promotes equality of opportunity. Recruitment must 
observe the Singapore Fair Consideration Framework 2014 and comply with the Tripartite 
Guidelines on Fair Employment Practices. 
 
7.1 Enhanced Criminal Checks 

An enhanced criminal check will be undertaken for all staff members engaged in regulated 
activity. A person will be considered to be in ‘regulated activity’ if, as a result of their work, 
they:- 

(a) Are responsible on a daily basis for the care or supervision of children.  
(b) Regularly work in the school at times when children are on the premises.  
(c) Regularly come into contact with children under 18 years of age.  

 
7.2 Pre-employment Checks 

SMMIS will take implement the following procedures as part of its pre-employment checks 
against potential candidates for vacancies: 

(a) The Principal will assess the suitability of prospective employee’s identity, preferably 
from current photographic ID and proof of address except where, for exceptional 
reasons, none is available.  

(b) Obtaining a certificate for an enhanced criminal check country equivalent check with 
barred list information where the person will be engaged in regulated activity.  

(c) Obtaining a separate barred list check if an individual will start work in regulated 
activity before the criminal check, or country equivalent, certificate is available.  

(d) Checking that a candidate to be employed as a teacher is not subject to a prohibition 
order issued by the Singapore Government.  

(e) Verifying the candidate’s mental and physical fitness to undertake their working 
responsibilities, including asking relevant questions about disability and health to 
establish whether they have the physical and mental capacity for the specific role.  
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(f) Checking the person’s right to work in Singapore, e.g. if there is uncertainty about 
whether an individual needs permission to work in Singapore. 

(g) If the person has lived or worked outside Singapore, making any further checks that 
the school considers appropriate; this includes checking for any teacher sanctions or 
restrictions that an EEA professional regulating authority has imposed. 

(h) Checking professional experience and qualifications as appropriate.  
 

In addition to the above, SMMIS will ensure that:- 

(a) A criminal check, or country equivalent, certificate will be obtained from candidates 
before or as soon as practicable after appointment. An online update check may be 
undertaken.  

(b) An enhanced criminal check or country equivalent certificate and barred list check will 
be obtained for all trainee teachers. An enhanced criminal records check will be 
carried out on each member of the Trustees.  

(c) The school will refer to the Child Protection Service anyone who has harmed a child, 
poses a risk of harm to a child, or if there is reason to believe the member of staff has 
committed an offence and has been removed from working in regulated activity.  

(d) A supervised volunteer who regularly teaches or looks after children is not in regulated 
activity.  

(e) For those who have lived or worked outside of Singapore, additional checks regarding 
teacher sanctions or restrictions will be conducted; this includes checking for any 
teacher sanctions or restrictions that an EEA professional regulating authority has 
imposed.  

 
7.3 References 

References will be obtained directly from referees and scrutinised, with all concerns 
satisfactorily resolved prior to confirmation of employment. References will be sought on all 
short-listed candidates, including internal ones, before interview and checked on receipt to 
ensure that all specific questions were answered satisfactorily. Information about past 
disciplinary action or allegations will be considered carefully when assessing an applicant’s 
suitability for a post. Checks will be conducted to ensure that the candidates presenting 
themselves for work are the same persons on whom the checks have been made.  

 
7.4 Volunteers 

No volunteer will be left unsupervised or allowed to work in regulated activity until the 
necessary checks have been obtained. An enhanced DBS check, or country equivalent, 
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certificate with barred list check will be obtained for all new volunteers in regulated activity 
that will regularly teach or look after children on an unsupervised basis or provide personal 
care on a one-off basis.  

 
7.5 Single Central Record and Staff Suitability 

SMMIS keeps a Single Central Record which records all staff, including supply staff and 
teacher trainees on salaried routes, who work at the school. SMMIS ensures that staff and 
volunteers working in our setting are not disqualified from doing so under the relevant 
Legislation currently in force.  

 
A person may be disqualified if they:- 

(a) Have certain orders or other restrictions placed upon them  
(b) Have committed certain offences 
(c) Live in the same household as someone who is disqualified by virtue of one or two of 

the above reasons (known as disqualification by association).  
(d) All staff members are required to sign the declaration form provided in the appendices 

of this policy confirming that they are not disqualified from working in a schooling 
environment.  

(e) A disqualified person will not be permitted to continue working at the school, unless 
they apply for and are granted a waiver. The school will provide support with this 
process.  
 

7.6 Training 

Staff members will undergo safeguarding and child protection training at induction, which will 
be regularly updated on an annual basis. All staff members will also receive regular 
safeguarding and child protection updates as required, but at least annually.  

 
Staff will receive opportunities to contribute towards and inform the safeguarding 
arrangements in the school. The Designated Safeguarding Lead will undergo updated child 
protection training every two years, as well as additional training to refresh their skills and 
knowledge at regular intervals (at least annually) to allow them to keep up with any 
developments relevant to their role. The Designated Safeguarding Lead will also undergo 
regular extremism awareness training which will enable them to understand and support the 
school with regards to extremism, and equip them with the knowledge needed to advise staff.  
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If the school decides to appoint a deputy Designated Safeguarding Lead, they will also 
undergo the same training as the Designated Safeguarding Lead and, therefore, will be 
trained to the same standard, though ultimately, the Designated Safeguarding Lead will lead 
safeguarding practices at the school.  
 
Online training will also be conducted for all staff members as part of the overall safeguarding 
approach.  
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8. RESOURCES / FURTHER INFORMATION  

Child Protection and Welfare Service 
SLF Podium #01-01 to #01-01 512A 
Thomson Road Singapore 298137 
 
Child Protection and Welfare Helpline: 1800-777-0000 (Mondays to Fridays, 8:30 am to 5:00 
pm and Saturdays, 8:30 am – 1:00 pm) 
 
Samaritans of Singapore (SOS) 
If you are feeling distressed, or know someone who is feeling suicidal, get help immediately. 
Talk to somebody. 

Website:  https://sos.org.sg/ 
Tel: 1800-221 4444 (24hrs) 
  
Tinkle Friend 
Primary school children who need a listening ear, this helpline provides support, advice and 
information to lonely and distressed children especially in situations when their parents or 
main caregivers are unavailable. 

Website: https://www.childrensociety.org.sg  
Tel: 1800-274 4788  

Operating Hours (Mon - Fri): 
0930hrs to 1130hrs  
1430hrs to 1700hrs 
  
 
Secondary schools in Singapore use the following, they are all MOE registered schools. 
HELPLINES: 
Samaritans of Singapore: 1800-221-4444 
Singapore Association for Mental Health: 1800-283-7019 
Institute of Mental Health's Mobile Crisis Service: 6389-2222 
Care Corner Counselling Centre (Mandarin): 1800-353-5800 
 
Or report to the Police Divisional HQ or the nearest Neighbourhood Police Post 
 
Prepared by: Elaine Robinson 
Created: November 2019 
Ratified by the Trustees: October 2017 
Review by: November 2020 
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Appendix 
Child Protection System in Singapore  
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1. GUIDELINES REGARDING PARENT/CARER – SCHOOL COMMUNICATION  

This guidance describes the different ways we communicate with parents/carers in school 
and how parents/carers should communicate with school. It should be read in conjunction 
with the following policies:  

1. Complaints, Attendance & Punctuality 
2. Anti-Bullying  
3. Behaviour Management  
4. Managing Allegations of Abuse against Teachers & Other Staff 

 
Communication between parents/carers and school happens at different levels including:  

• Communication between a parent/carer and their child’s class teacher about 
matters concerning their child’s progress or pastoral well-being.  

• Communication between a parent/carer & other staff concerning their child’s 
progress or pastoral well-being for example, with the SENCO, VP or Principal.  

• Communication from parents/carers to school about their children’s home 
learning for example via the yellow reading record book parent entries, Daf 
Parasha feedback etc.  

• G1 – G5 test booklets (spelling, times tables, number bonds) are sent home each 
week so that parents/carers can monitor their children’s test results and progress 
and support them with their home learning and preparation accordingly.  

• Communication between parents/carers & the school office regarding non-
learning specific issues eg alternative collections, attendance, school trips, after 
school clubs.  

• Formal written communications to parents/carers about children’s progress for 
example the end of year annual report, the twice-yearly Parents’ Evenings written 
reports.  

• Formal meetings with parents/carers, for example the twice-yearly Parents’ 
Evenings.  

• Formal meetings pertaining to specific children for example IEP (Individual 
Education Plan) reviews as well as Annual Reviews for children with EHC plans.  

• General written communication sent to all parents/carers for example: the 
weekly whole school newsletter, weekly class newsletters, general flyers etc.  

• Specific written communications sent to all parents/carers for example emails 
with information about specific forthcoming events or issues in school.  

• Information Pack for new parents/carers.  
• Face to face information events for parents/carers eg the Welcome Evening; 

specific information events such as e-safety parent workshops; as well as 
information events pertaining to children’s specific subject learning eg a Maths 
Information Evening.   

• The school website provides much information about the school. When new or 
reviewed school polices are uploaded to the website, as well as other 
documentation, we let parents/carers know via the newsletter, including the 
website link.  
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• From time to time, we invite parents/carers into school to participate in their 
children’s learning so that they can get a taste of school lessons and activities.  

 
2. If parents/carers have a general question about their child’s learning or care  

Class teachers are available at the end of the day for parents/carers to speak to. In 
addition, parents/carers may write a note in their child’s reading record diary (if the 
question is about their child’s reading) or on their child’s homework (if the question is 
about the homework). Alternatively, if parents wish to communicate with their child’s 
secular or Jewish Studies class teacher, they should email the appropriate year group email 
and will receive a reply (a written note, brief chat, a telephone call or an email) within two 
to three days.  

 
Staff can receive and reply to messages from parents/carers in their non-teaching time but 
need to prioritise lesson preparation during the day, so may not be able to access 
messages until the end of the school day. If it is urgent that a teacher receive information 
as soon as possible (for example to inform school of a change in family circumstances such 
as a serious illness of death of a family member, or to express concern about suspected 
bullying), we ask parents/carers to send an email to the school office and to follow this up 
with a telephone call to alert the office staff to the email so that it can be prioritised.  

 
Questions regarding homework or reading books are not considered emergencies. Please 
note that these class email address are not monitored during the school holidays. We ask 
parents to use these class email addresses to request a telephone call or meeting, to send 
a message or to ask for something to be sent home that a child has forgotten etc. We ask 
that parents not use the email address for prolonged email conversations as we want to 
prioritise the teachers’ time for planning quality lessons, teaching & marking etc. Thank 
you.  

 
If parents/carers have a safeguarding concern  
If parents/carers have a safeguarding concern regarding how their child is being treated 
or cared for at school, they should send an email to the school office at the time of their 
concern, marked for the urgent attention of the Principal. The office will treat this as 
confidential, acknowledge its receipt & pass it on immediately to the Principal, notifying 
the Principal verbally that they have done so. If the Principal is not available, the concern 
will be passed immediately to a Deputy Safeguarding Lead (DSL). The Principal/ DSL will 
contact the parent/carer to acknowledge its receipt. The allegation will then be 
investigated following the procedures outlined in the school’s policy: Managing 
Allegations of Abuse against Teachers and Other Staff.  

 
If the safeguarding allegation regards the Principal, parents/carers should send their 
written concern directly to the Chair of Trustees via the school office in a sealed envelope 
or via email to (Sam Sassoon email address) who will follow the same procedures above.  
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3. If parents/carers have a concern or complaint  
If parents/carers have a concern or complaint about any aspect of their child’s education 
or care, they should follow the procedure outlined in the Complaints Policy: the first stage 
of communicating any concern or complaint is always for a parent/carer to communicate 
directly with the member of staff concerned. We anticipate that most concerns will be 
resolved at this stage & will not need to be taken further.  

 
If a parent/carer is not satisfied with how their concern has been dealt with, they should 
follow the next procedure outlined in the Complaints Policy which explains how a parent 
can take their concern to the Vice Principal & then to the Principal. All emails to senior 
staff are sent to the school office who acknowledge their receipt & forward them onto the 
staff member concerned. If a parent is unhappy with how the Principal has dealt with their 
concern, they can escalate their concern to the Chair of Trustees. 

 
If a parent/carer sends an email of concern to a senior member of staff without having 
previously been in contact with the class teacher, or sends an email of concern to the 
Principal or Chair of Trustees without having first been in contact with another appropriate 
senior staff member, the concern will be redirected to the appropriate staff member who 
will be in contact with the parent.  

 
Please note that we cannot deal with anonymous concerns or complaints.  

 
If teachers have a concern about a child’s behaviour  
We aim to communicate with parents/carers as soon as possible regarding concerns about 
a child’s behaviour, in order to prevent a further deterioration in their behaviour. If a child 
is moved to ‘red’ on the rocket or if there have been any other serious behaviour concerns 
during the day, we always try and speak to the child’s parent/carer that day. This may be 
followed up with a meeting as soon as possible. Where a child’s behaviour shows 
significant improvement, we will always ensure to communicate this to parents/carers.  

 
Communication with parents who have children with additional needs  
Where a child has recognised learning, behaviour and/or pastoral care needs that include 
the involvement of the school’s Inclusion Leader, the Inclusion Leader maybe in direct 
email contact with parents/carers concerned, regarding their child’s day-to-day 
management.  

 
Parents who are divorced or separated  
Where parents are divorced or separated & both have legal Parental Responsibility (PR), 
we send all communications (emails, school reports etc) to both parents. We ask that both 
parents give school a full set of contact details including their address, email, home, work 
& mobile telephone numbers. School cannot pass messages between parents. Divorced & 
separated parents can make separate appointments to see their children’s teachers 
although we always encourage separated parents to attend meetings together if they can.  
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4. Communicating with the school office  
Parents/carers & office staff may need to communicate with each other regarding a variety 
of non-learning related issues. Parent/carers can email the office, telephone or come into 
the office at drop-off & collection times. We ask parents/carers to remember that drop-
off & collection times are very busy times & to be appropriately patient and to respect the 
confidentiality of other parents’ conversations with the office staff.  

 
Parents/carers must communicate in a timely fashion with school regarding all issues 
concerning their children’s absence as explained in the school’s Attendance Policy. The 
office will contact parents/carers where the school is unaware of a child’s whereabouts. 
This may involve telephone and / or email contact to parents/carers and other nominated 
contacts.  

 
For reasons of Health & Safety, we ask parents/carers to ensure that they have provided 
the school with all requested contact details: home telephone numbers, mobile telephone 
numbers, work telephone numbers as well as two emergency contacts. Parents/carers are 
asked to let the office know if there is a change of collection arrangements for their 
children.  

 
If a parent/carer wishes to email urgent information to the school that needs to be seen 
that day (for example to inform school of a change in family circumstances such as a 
serious illness of death of a family member, to express concern about suspected bullying 
or to provide change in collection arrangements), we ask parents/carers to send an email 
to the school office with all the information & to follow this up with a telephone call to 
alert the office staff to the email so that it can be prioritised.  

 
Owing to the possibility of staff sickness or absence due to staff training, we cannot 
guarantee that all parent/carer emails are seen on the day. We consider an afterhours 
email as received from the first working day after it has been sent. Parents/carers who 
wish to thank school or specific staff members can send an email to the office who will 
acknowledge its receipt & forward it to the staff members concerned.  

 
All communication for the Principal is sent and received via the office email: 
frontdesk@smm.edu.sg 
 
Communicating with parents/carers if a child has been hurt or received first aid  
If children are hurt in school & receive first-aid, a copy of the first-aid record is given to 
parents/carers in a sealed envelope.  

 
TT – G1 children will have the envelope put directly in their bags by a staff member.  

 
Children in G2 – G5 will have the envelope given to them at the end of the day to pass to 
their parents/carers. Children who have received first-aid may also be wearing a sticker ‘I 
received first-aid today’ or ‘I received a bump on the head today’ to alert parents/carers 
to look for the envelope but we ask parents/carers to be mindful that stickers can fall off. 
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We always call parents/carers at the time to let them know if their child has received a 
bump on the head and in cases of a serious injury.  

 
5. Communicating with the Principal 

The Principal often meets & greets parents/carers at the start of the school day & at the 
same time, answers general queries & reminds them about on-going activities & upcoming 
events. S/He cannot deal with any specific concerns at ‘meet & greet.’ If the Principal is 
unavailable, the VP or another staff member will meet & greet in the morning.  

 
The Principal meets parents/carers at collection time on a Friday afternoon as well as when 
available on other afternoons. S/He leads all aspects of attendance and punctuality and is 
in contact with parents/carers of children for whom there are concerns, meeting with 
them when necessary.  

 
The Principal is available to meet parents/carers to discuss & assist with specific concerns 
(eg parenting, family matters, High School choices) & also meets with parents/carers when 
necessary as part of the Complaints procedure.  

 
Reporting children’s progress to parents  
We hold Parents’ Evenings twice a year (Autumn and Spring Terms).  

 
Parents meet with their children’s secular, JS and Ivrit teachers and are also given written 
summary reports with details of their children’s current progress and targets. We also 
issue full written reports to parents at the end of the school year. If parents or teachers 
have any concerns regarding children’s progress, they can arrange to meet at any time 
during the year. Children who have identified special educational needs will have their 
progress reviewed with their parents each term via a review of their Individual Education 
Plan (IEP), together with the school’s Inclusion Leader.  

 
Communicating with the School’s Admissions Manager  
Parents/carers who have any questions regarding the admissions process should be in 
contact with Mrs Tal Mashiah, our Admissions Manager.  
 
Communicating with the Head of Administration  
The Head of Admissions, Mr Patrick Thong may be in contact with parents/carers regarding 
any financial matters or matters relating to volunteer checks.  
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PARENTAL ENGAGEMENT  
6 Suggestion Box  
We have an accessible parent/carer suggestion box in the Reception area for constructive 
suggestions (not complaints). We will always give feedback to the suggestion provider.  

 
Surveying parental opinion  
From time to time, we utilise Survey Monkey to investigate parents’/carers’ opinions and 
preferences on specific issues to help inform our decisions. We will also use Survey 
Monkey to gather general parental/carer opinion about the school and disseminate survey 
results to parents/carers via the school newsletter.  

 
Newsletters  
We send a weekly school and class newsletter to all parents/carers with comprehensive 
information about school activities and upcoming events.  

 
Parent Reps  
We have an elected Parent Rep for each class who welcomes new families, encourages 
parents to assist in school, reminds parents of key activities & facilitates class social events.  

 
Appropriate and respectful communication  
We remind parents/carers that any concerns or complaints brought to the school must be 
regarding their own individual children. We cannot consider group concerns or concerns 
brought by parents/carers regarding other people’s children. We ask parents/carers not 
to use Parent Reps as a vehicle for passing on a concern or complaint. Rather, all concerns 
and complaints must be brought to the school’s attention by the child’s parent(s)/carer(s), 
using the stages outlined in the Complaints Policy (as explained above). We also ask 
parents/carers not to use social media such as WhatsApp or Facebook groups for 
discussing any concerns, especially regarding individual members of staff. This is not in 
keeping with the school’s value of respecting others, can bring the school into disrepute 
and could lead to claims of defamation of character.  

 
Parents/carers and staff address each other by their title and first name. We ask that 
parents/carers and staff communicate respectfully and appropriately with each other 
using polite and courteous language. In order that we can maintain a healthy and open 
school community, the Principal or Chair of Trustees will speak to staff or parents/carers 
who do not communicate appropriately with or about the school. We thank all 
parents/carers for respecting this communication guidance.  

 
 
Prepared by: Elaine Robinson 
Created on: August 2017 
Ratified by Trustees: October 2017 
Next Review: August 2019 
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1. Aims of the Policy  
The primary aim of the behaviour policy is a means of promoting good relationships, so that 
people can work together with the common purpose of helping everyone to learn in a safe 
environment it is not a system to enforce rules.  
 
The school recognises our legal duties and those in respect of safeguarding and supporting 
students with special educational needs. This policy supports the school community in 
aiming:  

• To allow everyone to work together in an effective and considerate way.  
• To create a community in which everyone feels safe, valued and respected  
• To develop a moral framework within which initiative, responsibility and secure and 

meaningful relationships can flourish  
• To enable all individuals at SMMIS to develop a sense of self-worth and a respect and 

tolerance for others  
• To treat all children fairly and equally and apply this Behaviour Policy in a consistent 

way  
 

2. Objectives 
To provide a safe, calm, happy and caring learning environment, without disruption  

• To ensure consistency, fairness and clear expectations for all stakeholders  
• To discourage anti-social behaviour 
• To enable all students to develop ethical and moral values in the context of the school 

as a community  
• To value and practise ‘Derech Eretz’ (respect) at all times  
• To ensure the children’s welfare is safeguarded through appropriate behaviour  

 
3. Encouraging and rewarding appropriate effort and social behaviour  

3.1. We recognise that good behaviour and effort are related to positive attitudes. These 
are based on mutual respect, shared values and the setting of known and understood 
standards. We require all staff, volunteers and visitors to provide a positive model of 
behaviour by treating children, parents and one another with friendliness, care and 
courtesy. It is imperative that good, appropriate behaviour and effort receive 
recognition, praise and encouragement from all stakeholders. A student code of 
conduct is included in the Home School Agreement and is re-visited with the children 
at the start of each year and at regular intervals.  

 

3.2. We use a variety of classroom and whole school rewards such as verbal praise, 
certificates, badges, stickers etc.  

 
3.3.  Rocket System: From K1-G5, all classes follow the Rocket System to promote good 

behaviour. Students collect points which go towards bronze, silver and gold badges 
for exemplary behaviour. These are given out at assembly. 
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4. Parental Partnership  

4.1. A positive partnership with Parents is essential to building trust and developing a 
common approach to behaviour expectations and strategies for dealing with 
problems. This communication is crucial in promoting and maintaining high standards 
of behaviour.  

 
4.2. Parents have a vital role in promoting good behaviour in school and at home. 

Therefore, effective home school liaison is extremely important. We work with 
parents to address recurring inconsiderate behaviour, using our observation records 
to help us to understand the cause and to decide jointly how to respond 
appropriately.  

 
4.3. The school has the right to expect that the parents will give their full support in   

dealing with their child’s behaviour.  
 
We expect Parents:  

• To work in partnership with SMMIS to develop strategies to improve behaviour  
• To inform us of any trauma or change in circumstance which may affect their child’s 

performance or behaviour at school. e.g. a death in the family or the birth of a child  
• To keep us informed of behaviour difficulties that may be occurring at home  
• To inform us about their child’s ill health and any absences connected with it  
• To inform us immediately of any absence  
• To be responsible for their child’s behaviour from the time they collect them from 

school. Even if children are still in school uniform, from the time the school day ends 
their behaviour is the responsibility of their parents.   

• To treat all SMMIS staff with respect in all communications  
 
The School will:  

• Communicate this policy and expectations to parents  
• Give parents constructive and positive comments on their child’s performance and 

behaviour  
• Inform parents where behaviour is causing concern and give an opportunity to discuss 

the situation  
• Seek parental support in devising a plan of action within this policy and any further 

disciplinary action will be discussed with the parents  
• Give staff regular training at staff briefings and INSETS about how to promote good 

behaviour.  
• When necessary, remind parents to use appropriate and professional dialogue when 

discussing their children’s needs. We support a culture of respect towards all at 
SMMIS. 
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5. Teaching at SMMIS underpins the following: 

Passion: teachers and teaching assistants must be passionate and authoritative about 
teaching children to learn.  
Participation: every child must be engaged throughout the lesson using direct 
instruction and partner teaching.  
Praise: use focused praise to motivate the children to want to achieve more and more.  
Pace: keep a lively pace so all the children stay fully engaged – there should be no 
down time. 
Purpose: teachers need to be clear about the purpose of each activity planned for the 
children.  

6. Trustees  
5.1. The Trustees have the responsibility of setting down these general guidelines on 

standards of discipline and behaviour and of reviewing their effectiveness. The 
Trustees support the Principal in carrying out these guidelines.  

 
5.2 The Principal has the day-to-day authority to implement the school behaviour and 

discipline policy, but Trustees may give advice to the Principal about particular 
disciplinary issues. The Principal must take this into account when making decisions 
about matters of behaviour.  

 
7. Unacceptable Behaviour  
Unacceptable behaviour will be determined by the Principal and staff at the appropriate time. 
Children will not be called naughty, rather we will refer to unacceptable behaviour. 
 
8. Strategies with children who engage in inconsiderate behaviour  

• We require all staff, volunteers and students to use positive strategies for handling 
any inconsiderate behaviour, by helping children find solutions in ways which are 
appropriate for the children's ages and stages of development. Such solutions 
might include acknowledgement of feelings, explanation as to what was not 
acceptable, and supporting children to gain control of their feelings so that they 
can learn a more appropriate response.  

• When issues of conflict arise over sharing and turn taking we support children with 
negotiation and not step in to take over too quickly. This allows children time to 
sort out their issues independently.  

• We acknowledge and encourage considerate behaviour such as kindness and 
willingness to share.  

• We support each child in developing self-esteem, confidence and feelings of 
competence.  

• We support each child in developing a sense of belonging in our group, so that 
they feel valued and welcome.  

• We avoid creating situations in which children receive adult attention only in 
return for inconsiderate behaviour.  
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• When children behave in inconsiderate ways, we help them to understand the 
outcomes of their action and support them in learning how to cope more 
appropriately.  

• We never send children out of the room by themselves, nor do we use a ‘naughty 
chair’ or a ‘time out’ strategy that excludes children from the group.  

• We never use physical punishment, such as smacking or shaking. Children are 
never threatened with these.  

• We do not use techniques intended to single out and humiliate individual children.  
• Teachers are encouraged to call the SENCO or the VP’s in case of immediate need 

with students.  
• We use physical restraint, such as holding, only to prevent physical injury to 

children or adults and/or serious damage to property and for the child’s own 
safety. Details of such an event (what happened, what action was taken and by 
whom, and the names of witnesses) are brought to the attention of the Principal 
and are will be recorded in the incident report. Where appropriate the child’s 
parent is informed on the same day. In such cases, the report will be written on 
the Incident report form which is available on the one drive shared folder. 

• In cases of serious misbehaviour, such as racial or other abuse, we make clear 
immediately the unacceptability of the behaviour and attitudes, by means of 
explanations rather than personal blame.  

• We do not shout, raise our voices in a threatening way or use inappropriate hand 
gestures to respond to children's inconsiderate behaviour.  

• We recognise that very young children are unable to regulate their own emotions, 
such as fear, anger or distress, and require sensitive adults to help them do this.  

• Common inconsiderate or hurtful behaviours of young children include tantrums, 
biting or fighting. Staff are calm and patient, offering comfort to intense emotions, 
helping children to manage their feelings and talk about them to help resolve 
issues and promote understanding.  

• Unacceptable language such as swearing is discussed with children and parents 
informed if it persists.  

• We recognise that some children with special needs may require a more sensitive 
and differentiated approach to behaviour management. The SENCO will be 
consulted in these cases.  

• We encourage children to participate in a restorative justice process. 
• Students are expected to portray exemplary behaviour and be respectful towards 

all. This includes shared spaces such as lunch room etc.  
 
9. Rough and tumble play and fantasy aggression  
Young children often engage in play that has aggressive themes – such as superhero and 
weapon play; some children appear pre-occupied with these themes, but their behaviour is 
not necessarily a precursor to hurtful behaviour or bullying, although it may be inconsiderate 
at times and may need addressing using a range of strategies:  
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• We recognise that rough and tumble play is normal for young children and 
acceptable within limits. We regard these kinds of play as pro-social and not as 
problematic or aggressive.  

• We will develop strategies to contain play that are agreed with the children, and 
understood by them, with acceptable behavioural boundaries to ensure children 
are not hurt.  

• We teach children to say “stop it I don’t like it’! While using a stop hand gesture if 
they do not want to be part of that play.  

• We recognise that fantasy play also contains many violently dramatic strategies, 
blowing up, shooting etc., and that themes often refer to ‘goodies and baddies’ 
and as such offer opportunities for us to explore concepts of right and wrong.  

• We are able to tune in to the content of the play, perhaps to suggest alternative 
strategies for heroes and heroines, making the most of ‘teachable moments’ to 
encourage empathy and lateral thinking to explore alternative scenarios and 
strategies for conflict resolution.  

 
10. Hurtful behaviour  

• We take hurtful behaviour very seriously. Most children will at some stage hurt or 
say something hurtful to another child, especially if their emotions are high at the 
time, but it is not helpful to label this behaviour as ‘bullying’. For young children 
hurtful behaviour is momentary, spontaneous and often without thinking or being 
aware of the feelings of the person whom they have hurt.  

• We recognise that young children behave in hurtful ways towards others because 
they have not yet developed the means to manage intense feelings that 
sometimes overwhelm them.  

• We will help them manage these feelings through using strategies, restorative 
practises, circle time and PHSE resources.  

• Therefore, we help this process by offering support, calming the child who is angry 
as well as the one who has been hurt by the behaviour.  

• We do not engage in punitive responses to a young child’s rage as that will have 
the opposite effect.  

• We recognise that young children require help in understanding the range of 
feelings they experience. We help children recognise their feelings by naming 
them and helping children to express them. Older children will be able to verbalise 
their feelings better, talking through themselves the feelings that motivated the 
behaviour.  

• We help young children learn to empathise with others, understanding that they 
have feelings too and that their actions impact on others’ feelings.  

• We help young children develop pro-social behaviour, such as resolving conflict 
over sharing and turn taking. We are aware that the same problem may happen 
over and over before skills such as sharing and turn-taking develop.  
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• We support social skills through modelling behaviour, through activities, drama 
and stories. We build self-esteem and confidence in children, recognising their 
emotional needs through close and committed relationships with them.  

• We help a child to understand the effect that their hurtful behaviour has had on 
another child; we do not force children to say sorry, but encourage this where it is 
clear that they are genuinely sorry and wish to show this to the person they have 
hurt.  

• When hurtful behaviour becomes problematic, the staff will work with parents to 
identify the cause and find a solution together.  

• If parents are not cooperative, teachers will inform the school counsellor, the 
SENCO  the Head of school, and the Principal if deemed necessary. 

• If the issues were to persist we use systems in place to support the child and 
family, making the appropriate referrals to external support 
agencies/professionals.  

 
 
11. Cyber bullying:  

• Cyber-bullying is an aggressive, intentional act carried out by a group or individual 
using electronic forms of contact repeatedly over time against a victim who cannot 
easily defend himself/herself.  

• By cyber-bullying, we mean bullying by electronic media: ening, abusive, 
defamatory or humiliating material on websites, to include blogs, personal 
websites, social networking sites -mail to message others -mail accounts include 
Facebook and Youtube. We will use, as appropriate, the full range of sanctions if 
students bully fellow students or harass staff in this way, both in or out of school.  

• SMMIS will use its power of confiscation where necessary to prevent students 
from committing crimes or misusing equipment.  

• All members of the School community are aware that they have a duty to bring to 
the attention of the Head any example of cyber-bullying or harassment that they 
know about or suspect.  

 
12. Sanctions  
Only when all positive approaches have been exhausted will sanctions be considered. A 
quiet, firm, verbal reprimand from a member of staff is expected to be sufficient to correct 
errant behaviour. However, if this fails to improve and support the behaviour of a child, the 
following strategies may be adopted.  

 
11.1. In the classroom  

K1 & K2 
• All children start the day with their name on “Green: ready to learn” on 

the Rocket System. 
• There is a behaviour chart in each classroom: the classroom rocket 
• Rocket System is used to encourage good behaviour 
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• Brain breaks are used to remove students from a behaviour that could 

escalate. This may mean working in another classroom under supervision 
of another teacher or TA. Sad face/name on the board  

• Sit in another seat or move to the carpet  
• Inform parents by phone calls, and email  
• Rocket System is used to encourage good behaviour, however students 

may have their name moved down the system as a consequence for poor 
behaviour. 

• Phone calls and meetings with Parents  
 

11.2. G1-G5 
• All children start the day with their name on “Green: ready to learn” on 

the Rocket System. 
• There is a behaviour chart in each classroom: the classroom rocket 
• Rocket System is used to encourage good behaviour 
• If a child does not adhere to the 5 Golden Rules, their name label is moved 

down the chart-:  
 

First step  reminder   
Second step reflection time/brain break 
Third step teacher’s choice (loses break time for extreme 

behaviour)  
 

This automatically takes them down to Red on the rocket. 
 

An appropriate sanction is put in place e.g. time out of the classroom, missing an activity.  
 

For extreme behaviour e.g. endangering others, the Principal or a member of SLT is informed 
immediately. The behaviour chart is used by all teachers, and teaching assistants. 

 
13. In the Playground  

 
12.1 K1  

• Child is taken aside for a 5 minute cooling off period supported by an adult  
• Child might be asked to sit on the Mensch bench and share their feelings 

and incident with the staff member on duty 
 

12.2 K2-G5 
• If a child does not adhere to the SMMIS 5 Golden Rules outside then they 

must move down the rocket and their class teacher is informed.  
• Child might be asked to sit on the Mensch Bench and share their feelings 

and incident with the staff member on duty 
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• For extreme behaviour e.g. endangering others, the Principal or a 
member of SLT is informed immediately. All incidents of extreme 
behaviour must be recorded in the incident report form, and an 
appropriate immediate sanction will be put in place by the VP’s or a 
member of SLT.  

 
If the above classroom and playground sanctions do not lead to the modification of 
behaviour then the following may be considered:  

• Exclusion from a favoured activity - this must be immediate but can only be used 
occasionally. It has to be considered whether it is educationally sound to deprive 
children of particular lessons. They cannot learn to behave in lessons if they are 
removed from them.  

• Establishment of an individual behaviour record/chart.  
• Behaviour reflection sheet.  
• Intervention 
• Written apology 
• Regular report to Head of Primary School; Principal 
• Letter/telephone call to parent from the VP or Principal  
• Meetings with parent(s)  
• Consultation with SENCO and school counsellor, (this may involve the buying in of 

services or a behaviour consultant and will be considered if the need arises and on 
an individual basis).  

• Creation of a Pastoral Support Plan (PSP).  
• Other Agencies  

 
Where appropriate, full use will be made of agencies such as Education Welfare, Health 
Services and Educational Psychologist.  
 
The chart below summarises how we describe low level, medium and high level poor 
behaviour and the consequences given.  

 
Type of Behaviour  Description  Consequences  
Low level behaviour Showing lack of respect to 

staff or each other 
Inappropriate comments 
Calling out  
Constant chatter  
Not following instructions 
Slow starters  
Commenting on other 
children’s behaviour  
Not lining up properly 
Interrupting  

Move down rocket - one 
level 
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Sulking  
Not wearing correct school 
uniform  
Inappropriate noises 
Commenting on other 
people’s consequences  

Medium Persistent low 
level  
 

Discriminatory comments 
Name calling(mild)  
Dis-respecting school 
property  
Play fighting  
Not on task/following tasks 
set by teachers  
 

Complete a Behaviour 
Reflection Sheet- copy to be 
kept securely by classroom 
teacher.  
Write an apology or draw a 
picture for person they have 
upset 
Stand next to teacher on 
duty for five mins  
Write an email home 
informing parents  
Meet or phone call with 
parents  
Someone from SLT to speak 
to child 

High level behaviour Antagonising other children 
Biting  
Telling lies to staff  
Swearing/gestures  
Breach of e safety rules 
Walking away from staff 
Intimidating behaviour 
Threatening language  
Racist comments  
Refusing to do a 
consequence/sanction 
Damaging school property 
Fighting Throwing objects at 
people  
Damaging displays 
Bullying 
Cyber bullying – in or out of 
school 
Stealing 
Carrying weapons 
Leaving premises 
Physical aggression to staff 
Kicking doors/walls 

Complete a Behaviour 
Reflection Sheet- copy to be 
kept securely by classroom 
teacher and Head of 
Primary’s office. 
Write an apology or draw a 
picture for person they have 
upset. 
Options: Principal or a 
member of SLT to be called 
Parents informed . 
Miss a full break or an 
activity which they enjoy  
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14. Curriculum and Learning  

• We believe that an appropriately structured curriculum and effective learning 
contribute to good behaviour. Thorough planning for the needs of the individual 
students, differentiation, the active involvement of students in their own learning 
and structured feedback all help to avoid the alienation and disaffection which can 
lie at the root of poor behaviour.  

• It follows that lessons should have clear objectives, understood by the children, 
and differentiated to meet the needs of children of different abilities. Marking and 
record keeping can be used both as a supportive activity, providing feedback to 
the children on their progress and achievements and as a signal that the children’s 
efforts are valued and that progress matters and is celebrated.  

 
 

15. Classroom Management  
• Classroom management and teaching methods have an important influence on 

children’s behaviour. The classroom environment gives clear messages to the 
children about the extent to which they and their efforts are valued. Relationships 
between teacher and children, strategies for encouraging good behaviour, 
arrangements of furniture, access to resources all have a bearing on the way 
children behave.  

• Classrooms should be organised to develop independence and personal initiative. 
Furniture and the learning environment should be arranged to provide an 
environment conducive to on-task behaviour. Materials and resources should be 
arranged to aid accessibility and reduce uncertainty and disruption. Teaching 
methods should encourage enthusiasm and active participation for all. Lessons 
should aim to develop the skills, knowledge and understanding which will enable 
the children to work and play in co-operation with others. Praise should be used 
to encourage good behaviour as well as good work.  

 
16. Inclusion  

• This policy, like all the policies at SMMIS, recognises the right of all children to be 
included in all aspects of the curriculum and to have their progress assessed.  

• Since all classes contain students whose abilities cover a wide range, teachers 
must make every effort to promote inclusion of all students by using appropriate 
class management and assessment strategies, differentiation, and collaborative 
teamwork with other members of staff. All lesson planning should include 
differentiated tasks so that they are suitable for all levels of ability in the class.  

• Social skills groups will be arranged for children who need additional support with 
social skills. These will be planned in conjunction with the Principal.  
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17. Transitions  
• In order to ensure smooth transitions between phases and year groups, children 

will meet their new teachers and see their new classrooms before starting a new 
year group. Younger children are buddied up with older children and able to ask 
them questions about their new year group prior to starting it.  

 
 
 
 
Updated by: Shanthi Vaidyanath 
Date : February 2020 
Ratified by Trustees: October 2017 
Review by: January 2021 
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Appendix 1  
 
5 Golden Rules 

• Do as you are asked by a member of staff, at the first time of asking 
• Listen in silence as others speak 
• Keep hands and hurtful comments to yourself 
• Be respectful of those around you and the world  
• Be a mensch 

 
Appendix 2 
 
 

 
 
 
 

SMMIS Behaviour Tally 
1 2 3 4 5 6 7 8 9 10 

 
11 12 13 14 15 16 17 18 19 20 

 
21 22 23 24 25 26 27 28 29 30 

 
31 32 33 34 35 36 37 38 39 40 

 
41 42 43 44 45 46 47 48 49 50 
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Appendix 3 
  

Behaviour Reflection  
Name:                                                                                                                                           
Date:                                                                   Time:                                                               
Location:                                                              Staff member:                                                 
 
1.What is your behaviour?                                                                                                                                                                                                                                                                     

2. What did you want? (Check at least one.) 

q I wanted attention from others.  

q I wanted to be in control of the situation.  

q I wanted to challenge the teacher’s authority.  

q I wanted to avoid doing my work. 

q I wanted to be sent home.  

q I wanted to cause problems because I am miserable inside. 

q I wanted to cause others problems because they don’t like me.  

q I wanted revenge.  

q I wanted                                                                                                                            

3. Did you get what you wanted?  
q Yes 
q No  

Explain:   
                                                                                                                                       
4. How could you handle this situation more positively next time? 
                                                                                                                                                                                                                                                                                                            

5. What do you need to do to fix your current problem? 
                                                                                                                                                                                                                                                                                                       

Staff member: Time started: 
Parent contacted? Yes / No Time ended: 
Other:  No. of minutes:  
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Appendix 4 

SMMIS Incident Report Form 
 

Name of person 
completing the form  

Name/s of student/s 
and staff involved 

  

Date, time and 
location of incident 

 

Names of witnesses 
to incident 

Student/s and staff: 
 
 
Other: 
 

Description of what 
happened (factual 
account) 

 

Actions taken to de-
escalate the 
situation 

 

Details of physical 
intervention used (if 
applicable) 

Nature of physical intervention: 
 
 
Reasons for physical intervention: 
 
 
Duration of the physical intervention: 
 

Injuries or damages 
to property:  

Injuries: 
 
 
Damages: 
 

Student’s response 
and outcome  

 
 

Contact with 
parents 

 

Post-incident 
response 

First Aid given: 
 
 
Emergency services contacted? YES / NO 
 
 
Support provided/Organised (immediate or future) 

 



 
 

 1 

SMMIS Behaviour Learning Policy - Secondary School (Grades 6, 7 & 8) 
 
SMMIS is a learning institution above all else: all its work, policies and practice contributes to 
that central aim.  
 
The purpose of this policy is to set out:  

1. Our core values in relation to behaviour for learning in the school  
2. The behaviour we expect from students to maximise learning,  
3. The contribution we expect from staff to ensure that such behaviour is seen  
4. The systems by which good behaviour will be rewarded and poor behaviour challenged 

and supported to change  
 
Contents  

1. Positive behaviour policy 
2. Expectations of students, staff and parents teaching & monitoring of behaviour   
3. Choices, consequences and solving conflicts 
4. Restorative Philosophy 
5. Treated consistently by staff 
6. Rewards 
7. Guidance for teaching staff 
8. Sanctions  
9. SMMIS Behaviour Points System 
10. Logging of serious incidents (behaviour concern form) 
11. Behaviour Report Card 

 
1. Positive Behaviour Policy  
 

Our aim in all behaviour management is to enable the student to own their behaviour in a 
way that enables a positive working relationship with the student, parents and all members 
of the school community. 

  
We aim to cultivate a positive environment through encouragement and support where 
students and their efforts are valued. All school staff will endeavour to be consistent in their 
dealing with behaviour of students, in order that only one message is delivered, resulting in 
an effective school in which students behave well and succeed both socially and 
academically.  

 

• Our aim is to improve behaviour and build better learners  
• Emphasise behaviour as a choice; emphasise behaviour ownership. 
• Promote self-regulation as a vital tool for students to master. 
• Neither praise nor punishment work if they are indiscriminate: both need to 

support the above aim  
• All staff, students, and parents share responsibility for promoting good behaviour 

and for understanding and challenging the roots of poor behaviour  
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• Poor behaviour denies the right of students to learn and teachers to teach. It 
hinders students from enjoying and achieving, making a positive contribution 
and staying safe. It therefore cannot be tolerated. 

• Proactive, preventative action is the most effective; in addition, the school needs 
clear, firm and intelligent strategies in place to help pupils manage their 
behaviour. 

• We subscribe to a philosophy of Restorative Practice and seek to resolve conflict 
through discussion and finding an agreeable and productive resolution for all 
parties in any given situation.  

 
 
2.  Expectations of Students, Staff and Parents  

 
What we expect from SMMIS students 
We recognise that good behaviour:  
• Can be defined;  
• Needs to be taught;  
• Includes respect for others;  
• Includes listening to and responding to teachers;  
• Includes choosing to avoid conflict with others. Above all it means students accepting 

responsibility for their own actions and ensuring that they do not adversely affect the 
learning of others.  

 
      What we expect from SMMIS staff  

The quality of learning, teaching and behaviour in schools are inseparable issues. Staff are 
expected to maintain good order and a positive climate for learning in their classrooms and 
throughout the school and its activities. All staff are accountable for and responsible for 
implementing the behaviour systems. 
 

      What we expect from SMMIS parents  
Promoting good behaviour is a responsibility shared between students, the school and 
parents. We ask parents to support the behavioural expectations set by teachers, and to 
uphold decisions even when they may not fully agree with them.  
 
Teaching & Monitoring of Behaviour  
The teaching of behaviour is part of the duty of all members of staff and built into our 
provision for Social and Emotional Aspects of Learning. This teaching may be done by:  
•  Role modelling  
•  PSHE  
•  Assemblies  
•  Implicit learning and teaching through the curriculum  
•  Explicit learning and teaching in any lesson where teachers agree or set out    

expectations, manage the behaviour of students or apply sanctions. The behaviour of 
groups of students will be monitored and reviewed by form tutors and by the Head of 
Middle School.  
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3. Choices, consequences and solving conflicts 
Disruptive behaviour and rule breaking will not be excused, but will be dealt with from a 
positive corrective stance and with appropriate use of problem solving procedures. 
Students should be encouraged to make a choice about their behaviour and take 
responsibility for their own actions.  

 
Students will be: 
1. Reminded of the expected behaviours  
2. Given the right incentives to achieve their best  
3. Given take up time to reflect and make a choice 
4. Given praise if the right choice is made, or if not, the consequence of their actions will 

be followed through 
 
4. Restorative Philosophy 
 

Restorative philosophy refers to Restorative Practice which essentially asks 3 questions: 
• What happened? 
• How do you feel about it? 
• What can we do moving forward? 

 
The aim of Restorative Practice is to resolve conflict in a way that helps students to be 
reflective about their actions, develop empathy with those who  have been affected by 
their actions, and to come to an agreement to find a way forward that is productive, 
respectful and cooperative, and consented to by all involved parties. 

 
Restorative Practice can be understood by students in the following way, using the 4 ‘F’s: 
• ‘Fess up (confess what happened) 
• Face up (explicitly address who has been affected by these actions, and emotions 

involved) 
•  Fix up (formulate an agreement that will make things better going forward) 
• Follow-up (Regular check-ins scheduled by staff to ensure that all involved individuals 

are keeping to the agreement) 
 

Restorative Procedure: 
1. Speak to all parties involved, starting with the person who has had harm done to them. 

Ask the questions above. 
2. Prepare the students involved for the restorative meeting. Tell them the structure of the 

meeting, and what they will be asked so that they have answers prepared. 
3. Carry out the meeting, always beginning with the person who has been harmed. 
4. Produce an agreement document in the meeting, and ask all affectied parties to sign it. 
5. Agree a regular follow-up time and stick to it e.g. twice a week for 3 weeks the teacher 

who ran the meeting will meet with the students to ensure that everyone is keeping to 
the agreement. 

  
  



 
 

 4 

 
5. Treated consistently by staff 

 
Students will know the consequences of any choice they make. The age of the child will be 
taken into account when considering the expected behaviours and consequences of 
actions. 

 
Allowances will be made for those students with specific needs or certain conditions and it 
will be appropriate for some students to have their own Pastoral Support Plan (PSP) or 
Behaviour Support Plan (BSP) with their own rewards and consequences.  

 
In SMMIS Middle School, ‘The Library’ can be used by any pupil in need of a refuge. This 
includes pupils needing a quiet atmosphere to help them calm down.  

 
Whole classes and groups of pupils should not suffer the consequences of other students’ 
inappropriate choices. Behaviour management strategies used by staff will support the 
individuals doing the harming behaviour to make better choices. Consequences will be 
given when needed, but these will always be followed up with restorative conversations. 

 
Specific Behaviour Needs 
Individual Behaviour Plans are written for students with significant behaviour problems. 
They are specifically tailored to meet the needs of the individual child and are reviewed 
regularly. The purpose of these plans is to increase the student’s self-regulation and enable 
their social integration into school.  

 
A ‘positive’ behaviour report is maintained to record and monitor challenging behaviour. 
Often reward charts are used to motivate and record good behaviour.  

 
The behaviour of the students is the shared responsibility of parents and teachers. Parents 
are informed of any individual behaviour plans written for their child and their support is 
actively sought through frequent consultations. These may be informal or more formal 
meetings. 

 
Rules 
The students are expected to treat themselves, each other and their surroundings with 
respect. They should always endeavour to be open-minded and give 100% to all that they 
do. These rules will be shared with the students.  

 
Expected behaviours  
• Looking after our school belongings 
• Respecting the school environment 
• Looking at the person who is talking  
• Listening to what others have to say  
• Choosing the right time to talk  
• Letting others get on with their work  
• Working collaboratively  
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• Giving 100% effort  
• Having a ‘can do’ approach  
• Showing good manners – holding doors; please and thank you  
• Taking pride in our work  
• Walking, not running, around school 
• Being punctual; eliminating wasted time 

 
 

‘Low Level’ behaviours  
• Not listening  
• Talking when others are  
• Shouting out or talking out of turn 
• Distracting others  
• Rough play  
• Racist comments 
• Anti-LGBTQ comments  
• Rushing round school  
• Being unkind to others  
• Leaving classrooms untidy  
• Not looking after other people’s belongings  
• Not working as a group when asked  
• Not giving 100 % effort 
• Answering back when an adult is talking 
• Non-verbal disrespect when an adult is talking 

 
‘High Level’ behaviours  
• Swearing at a pupil or adult  
• Shouting at an adult  
• Arguing with an adult  
• Defiant behaviour 
• Damaging property  
• Stealing  
• Using words that are very disrespectful when talking about somebody  
• Bullying  
• Running out of classroom  
• Leaving class without permission  
• Truancy 
• Throwing food  
• Breaking other people’s belongings  
• Fighting  
• Or continuous ‘low level’ behaviours 

  
A behaviour log will be completed on WCBS for low-level and high level behaviours which 

will then be dealt with according to the sanctions ladder.  
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Homework 
The expectation is that students will complete homework and hand it in. Students are 
expected to complete all homework that is set by the teacher and hand it in, in a timely 
manner. Any excuse for homework should be accompanied by a parent letter. Teachers 
will keep a record of homework completion and students who consistently fail to do their 
homework will be supported to complete it. Support for this can include: 

 
• Homework tracking report card 
• Form tutor support with a daily check-in to help students with organisation 
• Parental contact 
• Homework club after school to give the student time and space to complete their 

work 
 
6. Rewards  
 

One of the most powerful tools that we have for encouraging positive behaviour, in the 
classroom for learning, around school, and socially (student to student), is praise and 
reward. In the Middle School, we will reward positive behaviour in the following ways: 

 
• Verbal praise 
• Written praise 
• Phone call home 
• Post card home 
• Principal’s Commendation 
• Mensch of the month 
• Student of the month 
• Points system for acts of kindness 
• Honours Roll certificates 
• Reward Trips 

 
7. Guidance for teaching staff  

 
Type 1 – Low Level Disruption/Work Avoidance  
Examples – talking constantly, annoying other students around them, doing anything but 
work, wandering around class. 

 
Some strategies include to try to address the behaviour include: 

  
• Try bringing about a change in behaviour by adapting what's going on in the 

classroom.  
• Put the student in places/situations where the problematic behaviour is least likely to 

occur. Focus on the rest of the class, and give positive feedback to the students who 
are behaving appropriately (modelling can be a powerful persuader).  
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• If working with a particular child or group of pupils, schedule activities to reflect the 
student’s variable attention span. (e.g., it may be more effective to schedule several 
short sessions to complete a task, rather than one long session.)  

• Make targets small and achievable  
• Give clear choices about the decisions they have and the consequences of each.  
• Give take up time to enable them to make the choice 
 
Type 2 – Disrupting lesson/activity  
Examples – making noises, kicking other pupils’ chairs, messing around with other 
people’s belongings. 

 
Some strategies  
• Try to determine what the student needs when he/she is exhibiting disruptive 

behaviour. Can it be provided without removing the student from the classroom? (e.g., 
a drink of water, a chance to stretch and move around the room for a while, moving to 
a different spot in the classroom, acknowledgment by the teacher).  

• Redirect behaviour of the student by changing the activity, your tone of voice, or the 
mood of the activity.  

• Determine if the student is in need of a break from the regular routines and set up a 
plan to provide one.  

• Give clear choices about the decisions they have and the consequences of each  
• Give take up time to enable them to make the choice 
 
Type 3 – High Level Incidents/Risk of harm  
Examples – Aggressive rudeness, physical violence, risk of harm to self or others, risk of 
damage to property, serious and on-going disruption of lesson 

 
Some strategies  
• Calm the situation as best as possible using voice and body language  
• Remove child(ren) at threat if possible  
• Give the student space in a safe environment to calm down  
• Seek assistance from another teacher/SLT 
 
Mobile Phones 
Where a student’s mobile phone is seen or heard in class, the phone will be confiscated by 
a member of staff and placed in the school safe for a period of 24 hours in the first 
instance. A phone call informing parents that this has occurred will be made by office staff. 
A second incident will result in the confiscation of the item for 48 hours. A third, or 
subsequent incident, will result in the phone being confiscated for up to half a term. The 
school reserves the right to confiscate potentially dangerous equipment for up to half a 
term and to request that a parent attends school to collect the item at the end of the 
confiscation period.  
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8. Sanctions  

We aim to resolve behavioural issues positively and without resorting to sanctions. A look, 
a tone of voice or a quiet word will often achieve the desired change. Often a businesslike, 
‘light touch’ early on will avoid the need for more serious consequences later.  
 
At times, however, it is necessary to impose a sanction on students who have behaved in 
an anti- social way or failed to work to the best of their ability.  

Sanctions Consequence 
Low-level behaviour that interferes with 
learning 
3 warnings (in class) 
1st, 2nd then consequence. 

1 Lunch time detention and restorative 
discussion with the class teacher 

Continued/persistent low-level behaviour 
that interferes with learning 

Student Report Card with specific focus for 
improvement, reporting to Head of 
Secondary school 
A restorative discussion may be followed 
with a student contract or agreement 
being put in place 
Parents contacted 

Serious high level behaviour 1 hour after school detention or Internal 
Exclusion and restorative discussion and 
agreement put in place 
Parents contacted 

Continued/repeated high-level behaviour External exclusion and restorative 
discussion and agreement put in place. 
Parents invited to school for a meeting. 

 
9. SMMIS Behaviour Points System 

At SMMIS, our points system is designed to encourage positive behaviours by rewarding 
students, and discourage negative behaviour through the recording of consequence points 
which detract from their positive scores.  

 
Teachers are explicit about the rewarding of points, using it as an opportunity to praise 
students. Equally, teachers are explicit about the recording of consequence points, ensuring 
that students understand why they are being given. 

 
The points system provides helpful data in monitoring student performance and wellbeing 
across the secondary school. 

 
Consequences Chart – Red points 

C1: low-level behaviour                                                              5 points 
C2: repeated low-level behaviour 10 points 
C3: High-level behaviour 15 points 
C4: repeated high-level behaviour 20 points 
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Rewards Chart – Green points 
R1: a small act of kindness (menschlich); 
exemplifying growth mindset in learning; 
beautiful classwork or homework; being a 
positive role model.  

5 points 

R2: consistent R1 behaviour 10 points 
R3: Going above and beyond in kindness; 
going above and beyond in application to 
learning. 

15 points 

R4: Headteacher’s Commendation 20 points 
R5: Mensch of the Month and Student of 
the Month 

30 points 

 
Honours Roll 
An Honours Roll will be created each semester. Based on points accrued, students will be 
awarded a Gold, Silver or Bronze SMMIS Honour Roll certificate. This will be published in 
the school newsletter and on the middle school notice board. Green points are positive 
and red points are negative. Therefore it is in students’ best interests to be rewarded 
rather than be given consequences as red points detract from the green total.  

 
Reward Trip 
Students who have maintained a positive points ratio will be taken on a reward trip at the 
end of each semester. 

 
Mensch of the Month 
Menschlich behaviour is characterised by being a good person through treating others 
with kindness and respect, and often going above and beyond the behaviour expectations 
of the school to do good in the school community, or the wider community. Mensches 
demonstrate an excellent understanding of the IMYC disposition – morality. 

 
Student of the Month  
A positive attitude to learning is one that embraces and actively engages Growth Mindset 
skills. Students will consistently demonstrate resilience in the face of challenges, seek and 
respond positively to feedback, consistently try hard, assist and inspire their peers, and as 
a result, make excellent progress.  

 
Principal’s Commendation 
Special recognition will be given to students who produce an exceptionally beautiful piece 
of work. Beautiful work is characterised by effort, and will demonstrate progress and 
learning at a high standard. It is not necessarily aesthetically beautiful, but representative 
of a beautiful attitude or understanding. 
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Behaviour Concern Form 

Please complete the following boxes by marking with an ‘x’ where appropriate. 
 

Racist Incident Bullying Incident Other 
   

 
Overview of the incident: 
 
 
 
 
 
Action taken: 
 
 
 
 
Parents of student (perpetrator) informed: 
 
 
Parents of student (victim) informed (if appropriate): 
 
 
Follow on actions/ next steps and outcomes: 
Actions Lead Person Date Outcomes Date 
     

 
 
 

     
 
 
 

Date of closure (ie, no further action) 
 
 

 
 
All behavior logs to be reported to SLT 
 
 
Teacher completing the form: 
 

       Signed: (Student) (Parent)  



 
 

 11 

 
Behaviour Report Card 

 
Student:  
 
Grade:                                            
 
Date: 

 
Behaviours Day Lesson 1  Lesson 2 Lesson 3 Lesson 4 Lesson 5 Lesson 6 
Expected 
behavior(E) 

Mon       
Low Level 
behavior(L) 

Tues       
High level 
behavior(H) 

Wed       
HW Thurs       
 Fri       

 
To be signed every day during lunch break and at the end of the school day by Head of Middle 
School 
 
 


