
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

APPROVED BY: GOVERNING BODY 
 
DATE APPROVED: SEPTEMBER 2022 
 
DATE REVIEWED: MARCH 2026 
 
DATE OF NEXT REVIEW: MARCH 2028 

 
 
 
 
 
 
 
 

Behaviour Policy and 
Statement of Behaviour 

Principles 

St Francis Xavier Catholic Primary 
School 



 

 

Parents who wish to send their child to St Francis Xavier Catholic primary school 
are agreeing to support the school, this policy and all other school policies 

 

Rationale 
The purpose of this policy is to provide an environment of consistency, which 
promotes a feeling of security, care, love and respect for all within our Catholic 
school community. 

 
Our clearly defined expected standards of behaviour and expectations of 
consistency of approach are adopted throughout school. We have a range of 
rewards and sanctions for celebrating good behaviour and for dealing with 
unacceptable behaviour. 

 
The school and governing body seek to create an environment in the school, 
which nurtures and promotes positive learning behaviour. It acknowledges that 
as an educational establishment, an important outcome is for individuals to 
display good behaviour as members of society. 

 
The success of the policy calls for commitment from all involved, staff, pupils, 
parents and governors. We acknowledge the role that parents have in helping 
their children to behave well and in supporting the work of the school. We 
believe that it is important to work together with parents to agree and 
implement strategies that will have the greatest positive effect on their 
children’s behaviour. 

 
Discipline in schools 

Teachers have statutory authority to discipline pupils whose behaviour is 
unacceptable, who break the school rules or who fail to follow reasonable 
instruction (section 90 and 91 of the Education and Inspections Act 2006) 

 
Teachers (or paid member of school staff or a member of staff authorised by the 
Headteacher) can discipline pupils whose conduct falls below the standard which 
could reasonably be expected of them. This means that if a pupil misbehaves, 
breaks a school rule or fails to follow a reasonable instruction the teacher can 
impose a punishment for that pupil. Teachers can discipline pupils in certain 
circumstances when a pupil’s misbehaviour occurs outside of school 

 
Aims 

This policy aims to: 

• Provide a consistent approach to behaviour management 

• Define what we consider to be unacceptable behaviour, including bullying 

• Outline how pupils are expected to behave 

• Summarise the roles and responsibilities of different people in the school 
community with regards to behaviour management 

• Outline our system of rewards and sanctions 

 

Legislation and statutory requirements 



 

This policy is based on advice from the Department for Education (DfE) on: 

• Behaviour in schools: advice for headteachers and school staff 2024 

• Searching, screening and confiscation:advice for schools 2022 

• The Equality Act 2010 

• Keeping Children Safe in Education 2024 

• Suspension and permanent exclusion from maintained schools, academies and 
pupil referral units in England, including pupil movement 2024 

• Use of reasonable force in schools 

• Supporting pupils with medical conditions at school 

• Special Educational Needs and Disability (SEND) Code of Practice 

In addition, this policy is based on: 

• Schedule 1 of the Education (Independent School Standards) Regulations 2014; 
paragraph 7 outlines a school’s duty to safeguard and promote the welfare of 
children, paragraph 9 requires the school to have a written behaviour policy, 
and paragraph 10 requires the school to have an anti-bullying strategy 

 
Definitions. 
Misbehaviour is defined as: 

• Disruption in lessons, in corridors between lessons, and at break and 
lunchtimes 

• Non-completion of classwork or homework 

• Poor attitude 

• Incorrect uniform 

Serious misbehaviour is defined as: 

• Repeated breaches of the school rules 

• Putting themselves or others in danger 

• Any form of bullying 

• Sexual violence – this includes rape, assault by penetration, or sexual assault 
(intentional sexual touching without consent). 

• Sexual harassment, meaning unwanted conduct of a sexual nature, such as: 

o Sexual comments 

o Sexual jokes or taunting 

o Physical behaviour like interfering with clothes 

o Online sexual harassment, such as unwanted sexual comments and 
messages (including on social media), sharing of nude or semi-nude 
images and/or videos, or sharing of unwanted explicit content 

• Vandalism 

• Theft 

• Fighting 

https://assets.publishing.service.gov.uk/media/65ce3721e1bdec001a3221fe/Behaviour_in_schools_-_advice_for_headteachers_and_school_staff_Feb_2024.pdf
https://assets.publishing.service.gov.uk/media/62d1643e8fa8f50bfbefa55c/Searching__Screening_and_Confiscation_guidance_July_2022.pdf
https://www.gov.uk/government/publications/equality-act-2010-advice-for-schools
https://assets.publishing.service.gov.uk/media/66d7301b9084b18b95709f75/Keeping_children_safe_in_education_2024.pdf
https://assets.publishing.service.gov.uk/media/66be0d92c32366481ca4918a/Suspensions_and_permanent_exclusions_guidance.pdf
https://assets.publishing.service.gov.uk/media/66be0d92c32366481ca4918a/Suspensions_and_permanent_exclusions_guidance.pdf
https://assets.publishing.service.gov.uk/media/5a819959ed915d74e6233224/Use_of_reasonable_force_advice_Reviewed_July_2015.pdf
https://assets.publishing.service.gov.uk/media/5ce6a72e40f0b620a103bd53/supporting-pupils-at-school-with-medical-conditions.pdf
http://www.legislation.gov.uk/uksi/2014/3283/schedule/made


 

• Smoking 

• Racist, sexist, homophobic or discriminatory behaviour 

• Possession of any prohibited items. These include: 

o Knives or weapons 

o Alcohol 

o Illegal drugs 

o Stolen items 

o Tobacco and cigarette papers 

o Fireworks 

o Pornographic images 

o Any article a staff member reasonably suspects has been, or is likely 
to be, used to commit an offence, or to cause personal injury to, or 
damage to the property of, any person (including the pupil) 

o E-cigarette, or similar (vape) 

 
Harmful Sexual Behaviour   

Harmful Sexual Behaviour is defined as: 
‘Sexual behaviours expressed by children and young people under the age of 18 years 

old that are developmentally inappropriate, maybe harmful towards self or others, or 

be abusive towards a child, young person or adult’. 

 

Any incidents involving child on child sexual violence and sexual harassment will be 

taken to the Head teacher and DSL in line with Step 5 on the Behaviour chart. 

 

Child Protection and Safeguarding procedures will be followed referring to the 

guidance provided in part 5 of the KCSiE 2024. 

 
Bullying 

Bullying is defined as the repetitive, intentional harming of one person or group by 
another person or group, where the relationship involves an imbalance of power. 

Bullying is, therefore: 

 
Type of bullying 

 
Definition 

 
Emotional 

 
Being unfriendly, excluding, tormenting 

 
Physical 

 
Hitting, kicking, pushing, taking another’s belongings, any 
use of violence 

 
Prejudice-based and   
discriminatory, including: 

• Racial 

 
Taunts, gestures, graffiti or physical abuse focused on a 
particular characteristic (e.g. gender, race, sexuality) 



 

• Deliberately hurtful 

• Repeated, often over a period of time 

• Difficult to defend against 

Details of our school’s approach to preventing and addressing bullying are 
set out in our anti-bullying strategy. 

 
Roles and responsibilities 

The governing board 

The governing body is responsible for reviewing and approving the written 
statement of behaviour principles (appendix 1). 

The governing body will also review this behaviour policy in conjunction with 
the Executive Headteacher and monitor the policy’s effectiveness, holding the 
Senior leadership team to account for its implementation. 

 
The Executive Headteacher (EHT) and Heads of School (HoS) 

The Executive Headteacher is responsible for reviewing this behaviour policy in 
conjunction with the governing body giving due consideration to the school’s 
statement of behaviour principles (appendix 1). The Executive Headteacher will 
also approve this policy. 

The EHT and HoS will ensure that the school environment encourages positive 
behaviour and that staff deal effectively with poor behaviour, and will monitor how 
staff implement this policy to ensure rewards and sanctions are applied 
consistently. They will also ensure that the data from the behaviour log is reviewed 
regularly. 

The EHT and HoS will ensure that all staff understand the behavioural expectations 
and the importance of maintaining them. They will also appropriate training in 

• Faith-based 

• Gendered (sexist) 

• Homophobic/biphobic 

• Transphobic 

• Disability-based 

Sexual Harassment 

Unwanted conduct of a sexual nature – such as sexual 
comments, display of sexual material, sexual jokes or 
taunting,  sexual gestures or inappropriate touching, 
unwanted physical behaviour like interfering with clothes, 
comments about sexual reputation or performance or 
online harassment such as sexting 

 
Direct or indirect verbal 

 
Name-calling, sarcasm, spreading rumours, teasing 

 
Cyber-bullying 

 
Bullying that takes place online, such as through social 
networking sites, messaging apps, gaming sites, 
devices or via images, audio, video, or written content 
generated by artificial intelligence (AI) 



 

behaviour management, and the impact of special educational needs and 
disabilities (SEND) and mental health needs on behaviour, to any staff who require 
it. 

The Heads of School will provide all new staff with a clear induction into the 
school’s behavioural culture to ensure they understand its rules and routines, and 
how best to support all pupils to participate fully.  

Staff 

Staff are responsible for: 

• Create a calm and safe environment for pupils 

• Implementing the behaviour policy consistently 

• Communicating the school’s expectations, routines, values and standards 
through teaching behaviour and in every interaction with pupils 

• Modelling positive behaviour and positive relationships 

• Providing a personalised approach to the specific behavioural needs of 
particular pupils 

• Recording behaviour incidents promptly using the school’s reporting method 
(CPOMs) 

The senior leadership team will support staff in responding to behaviour incidents. 
 

Parents 

Parents are expected to: 

• Get to know the school’s behaviour policy and reinforce it at home where 
appropriate  

• Support their child in adhering to the school’s behaviour policy 

• Inform the school of any changes in circumstances that may affect their 
child’s behaviour 

• Discuss any behavioural concerns with the class teacher promptly 

The school will endeavour to build a positive relationship with parents and carers 
by keeping them informed about developments in their child's behaviour and the 
school’s policy, and working in collaboration with them to tackle behavioural 
issues. 

 

Pupil code of conduct 

Pupils are expected to: 

• Behave in an orderly and self-controlled way 

• Show respect to members of staff and each other 

• In class, make it possible for all pupils to learn 

• Move quietly around the school 

• Treat the school buildings and school property with respect 

• Wear the correct uniform at all times 



 

• Accept sanctions when given 

• Refrain from behaving in a way that brings the school into disrepute, 
including when outside school 

Pupils will be supported to develop an understanding of the school’s behaviour 
policy and wider culture 

Rewards and sanctions 

List of rewards and sanctions 

Positive behaviour will be rewarded with (examples): 

• Praise 

• Merits/DoJos/Stickers 

• Letters/postcards or phone calls home to parents 

• Special responsibilities/privileges 
 

The school may use one or more of the following sanctions in response to 
unacceptable behaviour:  

• A verbal reprimand 

• Sending the pupil to sit in isolation in the classroom 

• Expecting work to be completed at home, or at break or lunchtime 

• Detention at break or lunchtime 

• Referring the pupil to a senior member of staff (in accordance with the policy 
Sanctions and Rewards steps) 

• Letters, invites to parents to discuss behaviour or phone calls home to 
parents 

• Agreeing a behaviour contract 

• Suspensions or permanent exclusion 
 

Steps for Sanctions and Rewards are visible across the school and shared with 
pupils and parents each year 

Lunchtime Behaviour Club 

We may use the behaviour club in response to this policy and pupils will be 
expected to complete the same work as they would in class. 

It is an expectation that members of staff keep a register of children 
attending the club and the reasons why they are there. Children in the club 
more than twice must have a letter sent home to inform parents. It is good 
practice to inform parents sooner rather than later if their child’s behaviour 
is becoming a problem rather than letting it escalate into a serious or 
persistent breach of the school’s rules. 

The behaviour club is managed by a Teaching Assistant/HLTA 
 

Off-Site Behaviour 

Sanctions may be applied where a pupil has misbehaved off-site when 



 

representing the school, such as on a school trip or on the bus on the way to or 
from school. 

 
Online Behaviour 

Where a pupil has posed a threat, causes harm or affects the reputation of the 
school online, sanctions may be applied. Depending on the nature of the offence, 
the Police may be involved if the severity of the online behaviour warrants such 
approach.(see suspected criminal behaviour below) 

 
Suspected criminal behaviour 

If a pupil is suspected of criminal behaviour, the school will make an initial 
assessment of whether to report the incident to the police.  

When establishing the facts, the school will endeavour to preserve any relevant 
evidence to hand over to the police. 

If a decision is made to report the matter to the police, the EHT, or HoS will make 
the report. 

The school will not interfere with any police action taken. However, the school 
may continue to follow its own investigation procedure and enforce sanctions, as 
long as it does not conflict with police action. 

If a report to the police is made, the designated safeguarding lead (DSL) will make 
a tandem report to children’s social care, if appropriate. 

 
Zero-tolerance approach to sexual harassment and sexual violence 

The school will ensure that all incidents of sexual harassment and/or violence are 
met with a suitable response, and never ignored. 

Pupils are encouraged to report anything that makes them uncomfortable, no 
matter how ‘small’ they feel it might be. 

The school’s response will be, and in line with our policy: 

• Proportionate 

• Considered 

• Supportive 

• Decided on a case-by-case basis 

The school has procedures in place to respond to any allegations or concerns 
regarding a child’s safety or wellbeing. These include clear processes for: 

• Responding to a report 

• Carrying out risk assessments, where appropriate, to help determine 
whether to: 

▪ Manage the incident internally 
▪ Refer to early help 
▪ Refer to children’s social care 
▪ Report to the police 

Please refer to our child protection policy and safeguarding policy for more 
information  

 



 

Malicious allegations 

Where a pupil makes an accusation against a member of staff and that 
accusation is shown to have been malicious, the Executive Headteacher will 
discipline the pupil in accordance with this policy. 

Where a pupil makes an allegation of sexual violence or sexual harassment against 

another pupil and that allegation is shown to have been deliberately invented or 

malicious, the school will consider whether to discipline the pupil in accordance 

with this policy. 

In all cases where an allegation is determined to be unsubstantiated, unfounded, 

false or malicious, the school (in collaboration with the local authority designated 

officer (LADO), where relevant) will consider whether the pupil who made the 

allegation is in need of help, or the allegation may have been a cry for help. If so, a 

referral to children’s social care may be appropriate. 

Please refer to our safeguarding policy/statement of procedures for dealing with 
allegations of abuse against staff or other pupils for more information on 
responding to allegations of abuse. 

The Executive Headteacher will also consider the pastoral needs of staff accused of 
misconduct. 

 
Mobile Phones (Year 6 only)  

The school understands that mobiles phones may be needed by older children 
when walking home at the end of the school day. All mobiles are to be handed to 
the class teacher at the beginning of the school day and collected at the end of the 
school day. The school cannot accept any responsibility for any mobile devices. 

 
Behaviour management 

Classroom management 

Teaching and support staff are responsible for setting the tone and context for 
positive behaviour within the classroom. 

They will: 

• Create and maintain a stimulating environment that encourages pupils to be 
engaged 

• Display the school’s sanctions and rewards in the classroom 

• Develop a positive relationship with pupils, which may include: 

o Greeting pupils in the morning/at the start of lessons 

o Establishing clear routines 

o Communicating expectations of behaviour in ways other than 
verbally 

o Highlighting and promoting 
good behaviour 

o Concluding the day positively and starting the next day afresh 

o Having a plan for dealing with 



 

low-level disruption 

o Using positive reinforcement 

• Escorting pupils around the school in an orderly manner and both in and out 
of the playground, before and after school 

 
Responding to Misbehaviour 

When a pupil’s behaviour falls below the standard that can reasonably be expected 
of them, staff will respond in order to restore a calm and safe learning 
environment, and to prevent recurrence of misbehaviour.  

Staff will endeavour to create a predictable environment by always challenging 
behaviour that falls short of the standards, and by responding in a consistent, fair 
and proportionate manner, so pupils know with certainty that misbehaviour will 
always be addressed. 

All pupils will be treated equitably under the policy, with any factors that 
contributed to the behavioural incident identified and taken into account. 

When giving behaviour sanctions, staff will also consider what support could be 
offered to a pupil to help them to meet behaviour standards in the future. 

 
Restrictive Physical Intervention 
 
In exceptional circumstances, trained staff may use reasonable and proportionate 
force as part of a restrictive physical intervention to prevent a pupil from: 

• Causing injury to themselves or others 
• Committing a criminal offence or causing significant damage to property 
• Seriously disrupting the good order and discipline of the school 

 
Restrictive physical intervention will only be used in line with the schools Restrictive 
Interventions Policy and current Department for Education (DfE) guidance and the 
following principles: 

• Last resort: It is used only when all appropriate de-escalation strategies have 
been attempted or are judged to be ineffective in the moment 

• Proportionate and necessary: The least restrictive option is always chosen, 
using the minimum force for the shortest possible time 

• Safety and dignity: Every effort is made to preserve the safety, dignity, and 
well-being of the pupil and all involved 

• Not punitive: It is never used as a form of punishment 
• Individualised approach: Consideration is given to the pupil’s age, needs, 

developmental level, and any known SEND or medical conditions 
 
Following any incident of restrictive physical intervention: 

• The pupil will be supported to recover and regulate, and a debrief will take 
place when appropriate 

• Staff involved will have the opportunity to debrief and reflect 
• The incident will be recorded promptly and accurately in the school’s CPOM 

system 
• Parents/carers will be informed on the same day or as soon as reasonably 

practicable 
• The incident will be reviewed by senior leaders to inform future planning, 



 

including risk assessments and behaviour support plans where necessary 
 

Where a pupil is assessed as being at risk of requiring restrictive intervention, a 
proactive plan (such as a Positive Behaviour Support Plan or Risk Assessment) will 
be put in place, shared with parents/carers, and regularly reviewed. 
 

Suspension and permanent exclusion 

The school can use suspension and permanent exclusion in response to serious 
incidents or in response to persistent poor behaviour which has not improved 
following in-school sanctions and interventions.   

The decision to suspend or exclude will be made by the headteacher and only as a 
last resort. 

Please refer to our suspension and permanent exclusions policy. 

Confiscation 

Any prohibited items (listed in section 3) found in pupils’ possession will be 
confiscated. These items will not be returned to pupils. 

We will also confiscate any item which is harmful or detrimental to school 
discipline. These items will be returned to pupils after discussion with senior 
leaders and parents, if appropriate. 

Searching and screening pupils is conducted in line with the DfE’s latest 
guidance on searching, screening and confiscation. 

 

Pupil support 

The school recognises its legal duty under the Equality Act 2010 to prevent 
pupils with a protected characteristic from being at a disadvantage. 
Consequently, our approach to challenging behaviour may be differentiated to 
cater to the needs of the pupil. 

The school’s special educational needs co-ordinator will evaluate a pupil who 
exhibits challenging behaviour to determine whether they have any underlying 
needs that are not currently being met. 

Where necessary, support and advice will also be sought from specialist 
teachers, an educational psychologist, medical practitioners and/or others, to 
identify or support specific needs. 

When acute needs are identified in a pupil, we will liaise with external agencies 
and plan support programmes for that child. We will work with parents to 
create the plan and review it on a regular basis. 

 
Pupil transition 

To ensure a smooth transition to the next year, pupils have transition sessions 
with their new teacher(s). In addition, staff members hold transition meetings. 

To ensure behaviour is continually monitored and the right support is in place, 
information related to pupil behaviour issues may be transferred to relevant 
staff at the start of the term or year. Information on behaviour issues may also 
be shared with new settings for those pupils transferring to other schools. 

https://www.gov.uk/government/publications/searching-screening-and-confiscation
https://www.gov.uk/government/publications/searching-screening-and-confiscation
https://www.gov.uk/government/publications/searching-screening-and-confiscation


 

 
Training 

Behaviour management will also form part of continuing professional 
development. 

Recognising the impact of SEND on behaviour 

The school recognises that pupils’ behaviour may be impacted by a special 
educational need or disability (SEND). 

When incidents of misbehaviour arise, we will consider them in relation to a pupil’s 
SEND, although we recognise that not every incident of misbehaviour will be 
connected to their SEND. Decisions on whether a pupil’s SEND had an impact on 
an incident of misbehaviour will be made on a case-by-case basis.  

When dealing with misbehaviour from pupils with SEND, especially where their 
SEND affects their behaviour, the school will balance their legal duties when 
making decisions about enforcing the behaviour policy. The legal duties include: 

• Taking reasonable steps to avoid any substantial disadvantage to a disabled 
pupil being caused by the school’s policies or practices (Equality Act 2010) 

• Using our best endeavours to meet the needs of pupils with SEND (Children 
and Families Act 2014) 

• If a pupil has an education, health and care (EHC) plan, the provisions set out in 
that plan must be secured and the school must co-operate with the local 
authority and other bodies 

As part of meeting these duties, the school will anticipate, as far as possible, all 
likely triggers of misbehaviour, and put in place support to prevent these from 
occurring. 

Any preventative measures will take into account the specific circumstances and 
requirements of the pupil concerned. 

Adapting sanctions for pupils with SEND 

When considering a behavioural sanction for a pupil with SEND, the school will 
take into account: 

• Whether the pupil was unable to understand the rule or instruction?  

• Whether the pupil was unable to act differently at the time as a result of their 
SEND?  

• Whether the pupil is likely to behave aggressively due to their particular SEND? 

• Identify whether a trigger is causing behavioural incidents.  

If the answer to any of these questions is yes, it may be unlawful for the school to 
sanction the pupil for the behaviour. 

The school will then assess if it is appropriate to use a sanction and if so, whether 
any reasonable adjustments need to be made to the sanction. 

Pupils with an education, health and care (EHC) plan 

The provisions set out in the EHC plan must be secured and the school will co-
operate with the local authority and other bodies.  

https://www.gov.uk/government/publications/equality-act-2010-advice-for-schools
https://www.legislation.gov.uk/ukpga/2014/6/contents/enacted
https://www.legislation.gov.uk/ukpga/2014/6/contents/enacted


 

 
If the school has a concern about the behaviour of a pupil with an EHC plan, it will 
make contact with the local authority to discuss the issue. If appropriate, the 
school may request an emergency review of the EHC plan. 

Supporting a pupil following a sanction  

Following a suspension further support can be implemented including: 

• Reintegration meetings 

• Daily contact with the inclusion lead 

• A behaviour chart  

• Parent updates 

 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 



 

Appendix 1: written statement of behaviour principles 

• Every pupil understands they have the right to feel safe, valued and 
respected, and learn free from the disruption of others 

• All pupils, staff and visitors are free from any form of discrimination 

• All staff and visitors have the right to feel safe, respected and valued too 

• Staff and volunteers set an excellent example to pupils at all times 

• Rewards, sanctions and reasonable force are used consistently by staff, in 
line with the behaviour policy 

• The behaviour policy is understood by pupils and staff 

• The exclusions policy explains that exclusions will only be used as a last 
resort, and outlines the processes involved in suspensions and 
permanent exclusions 

• Pupils are helped to take responsibility for their actions 

• Families are involved in behaviour incidents to foster good relationships 
between the school and pupils’ home life 

 
 

The governing board also emphasises that violence or threatening behaviour 
will not be tolerated in any circumstances. 

This written statement of behaviour principles is reviewed and approved by the 
full governing body every two years 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

APPENDIX 2 

 

 

 
Behaviour letter 
 
Dear Parent/carer,  
 
I am writing to inform you that __________________________________, has been 

given a detention in the lunchtime behaviour club on this date __________________  

 
The reason(s) for this detention are set out below. 
___________________________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________ 
 
If you need to see me about this matter, please call the school to make an 
appointment. 
 
Yours sincerely,  
 
 
Class teacher name: _______________________________ Date:______________ 
 
 
-------------------------------------------------------------------------------------------------------- 
 
 
Behaviour Club – return slip 
 
Please return this slip to school to confirm you have received this letter. Thank you.  
 
Name of child: 
___________________________________________________________________  
 
Parent name: 
____________________________________________________________________ 
 
Parent signature: 
_________________________________________________________________ 
 
Date: ___________________ 
 
 
 



 

 
Appendix 3 
 
To be completed by all witnesses when a serious incident of behaviour occurs. This is to 
be scanned in to CPOMs as an attachment to the logged incident 
 
Pupil/staff:                        Year group [if applicable]: 
 
Date of statement:                         
 
Date, time and location of incident: 
 
Witness number (use to anonymise if required): 
   
Before writing your statement, please read the guidelines below.  Please ask if you are unsure 
about any point. Thank you. Ensure statements are scanned into CPOMs as soon as 
practicably possible 
 
1. Be as clear and as concise as possible. 
2. Keep to the facts – add times and dates, if known. 
3. Only comment upon what you have actually seen or heard yourself.  
4. Consider, where were you, who else was there, did you have any direct involvement 

or were you a bystander? 
5. Be honest and tell the whole story – do not leave out information because you are worried 

it may cause trouble for a friend or yourself. 
 
 
 

 
 

  

Witness statement -  What follows are the facts from my point of view and as far as I know 
them. (if hand written please use additional sheets as required. Please number your pages) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Signed:          Date:  

If pupil statement, staff sign below if present at statement recording, include position in school. 

Staff: 

 

Any Prompted questions please add below: 



 

 


