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The named person responsible for behaviour management at Appletree is Julie 
Morrow; in Julie’s absence Firdauwse Essa, Angela Dixon and Lesley Matthews are 
responsible. 
 

AIMS  
 

 All staff will use consistent methods of positive behaviour management. 

 The Centre environment will be secure and stimulating; children will feel safe. 

 Children will concentrate and will learn to work together co-operatively. 

 All staff will be able to explain the Centre’s approach to promoting good 
behaviour to students, parents and visitors. 

 
IMPLEMENTATION AND DISPLAY OF POLICY 
 
This policy has been prepared for the support of all staff who come into contact with 
children and for volunteers working within the Centre.  Its contents are available to 
parents. 
 
The policy has been developed with reference to Open University Unit 1 “Building a 
better behaved school”, “Positive Parenting” by Nina Taylor, NHS Trust and in 
response to the recommendations of DCSF Circular 00368 “The Use of Force to 
Control or Restrain Children”, issued following the enactment of Section 55A of the 
1996 Education Act. 
 
The key statements of the policy will be displayed in areas where children learn. 
They will also be reproduced in the Staff Induction process and information produced 
for parents. 
 
PHILOSOPHY OF THE CENTRE 
 
At Appletree Children’s Centre we believe that good behaviour is very important if 
children are to be happy and feel safe.  
 
We think that good behaviour is: 
 

 Being careful 

 Being polite and friendly 

 Caring for each other 

 Sharing with each other 

 Being helpful 

 Following the Centre rules. 
 

These guidelines apply to everyone in our Centre, children, staff, parents and 
visitors. 
 



Appletree Children’s Centre Behaviour 
 

Reviewed and Updated June 2015 2 
  

SCHOOL & CENTRE RULES 
 

 Adults set a good example and model good behaviour. 

 Always walk in school.  Running can cause accidents. 

 Gates and doors should always be opened and closed by an adult. 
 
 
CHILD PROTECTION ISSUES 
 
Children must be safe at all times. Occasionally young children may become 
distressed and their behaviour may put themselves or others at risk of injury. 
Examples of such behaviours are:  
 

 Throwing objects 

 Hitting 

 Kicking and biting. 
 
A record of any such incident must be filled in at the end of the session in which the 
behaviour occurred. 
 
APPROACH TO ENCOURAGING GOOD BEHAVIOUR 
 
We strive to provide an inclusive environment where children are valued as 
individuals.  
 
We encourage good behaviour by: 
 

 Giving a good example. 

 Explaining why we have asked a child to do something. 

 Talking about good behaviour. 

 Praising good behaviour. 

 Listening to children. 

 Seeking every opportunity, no matter how small, to value, encourage and 
praise positive behaviour. 

 Explaining, clearly, the behaviour that we expect. 

 Making expectations age-appropriate realistic, and positive. 
 
We manage inappropriate behaviour by: 
 

 Giving a child a choice either/or, when/then. 

 Using positive language at all times. (I.e. please walk) 

 Remaining calm and quiet. 

 Avoiding the use of directions beginning with the word, “Don’t”. 

 Talking to the child about the behaviour and stating clearly what is expected. 

 Helping children to move on, by ensuring that there are no references to 
previous incidents of inappropriate behaviour / troublesome experiences. 

 Working as a team, including parents. 

 Devising individual plans to help children who experience frequent or severe 
difficulties and monitoring these on a regular basis. 
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 Applying rules fairly and consistently. 

 Never using threats (language or gesture) that may humiliate intimidate or 
frighten a child; we do not criticise children in their presence.  

 
BITING AND SCRATCHING 

 
Incidents of biting and scratching are very upsetting not only for a child who may be 
the victim of such incidents but also for the biter or scratcher and the families of both 
the children concerned. 
 
THE ROLE OF STAFF 
 

 Staff will do their best to prevent incidents of biting and scratching.  If the 
member of staff nearest to the child is unable to deal with a situation they will 
call for help, using the phrase ‘staff help’.  If the biter is locked on to the victim 
staff will do their best to ensure that tearing does not occur.  When a trained 
member of staff arrives they will unlock the bite using an accepted method. 

 

 Following an incident, a child who has been bitten or scratched will receive 
immediate comfort and first aid.  Ice will be applied and the site will be cleaned 
with an antiseptic wipe. 

 

 Following an incident, the child who bit or scratched will be supervised 
carefully.  The management of their behaviour will depend on their age, 
previous behaviour, and their individual management plan (if there is one in 
place). 

 

 All incidents will be recorded in the Accident Book.  Information to be recorded 
will be the detail of what occurred and the treatment given. The parent of the 
injured child will sign the Book. 

 

 The parents of children involved in incidents of biting and scratching will be 
informed as soon as possible.  Parents will be informed in a confidential 
setting, and not in front of other parents or their own child.  The names of the 
children concerned are confidential. 

 

 If the victim’s skin has been broken the parent will be advised to take the child 
to casualty immediately. 
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APPROPRIATE MANAGEMENT OF CHILDREN WHO BITE 
 
Following any incident of biting or scratching, staff will take into account the age and 
developmental level of the child concerned.  Biting and scratching are very natural 
behaviours for young children. Children who are teething may bite to relieve the 
pressure in their gums.  Children are likely to be frightened by the distress caused to 
the other child and will need a similar level of comfort. 
 
Slightly older children may bite or scratch to protect their territory, their toys or 
because they may be jealous of attention given to others.  They may also be imitating 
the behaviour of another child.  A firm ‘no biting/scratching’ and removal from the 
situation with little or no attention given for a few minutes will usually be all that is 
required in order to ensure that the child does not benefit from biting others. 
 
Where children are over the age of three, staff will be asked to document the events 
leading to any incident of biting or scratching.  If a child bites or scratches on more 
than one occasion, staff will provide a higher level of supervision and an appropriate 
handling and behaviour management strategy will be employed immediately, 
attempting to help the child to behave differently, whilst ensuring that other children 
are kept safe. 
 
Children who bite or scratch frequently should receive individual support.  It may be 
necessary to suspend or reduce attendance while this is arranged.  It is not 
acceptable for children to be at risk.   
 
All incidents of biting should be reported to the Head of Centre or Deputy Head of 
Centre, as they are responsible for ensuring that this policy if observed and may 
have to deal with complaints from parents. 
 
RECORD KEEPING 
 
In addition to records of incidents where physical control has been used, a record of 
difficult/ inappropriate behaviour should be kept, following the format in Appendix 1 of 
this document.  
 
The purposes of such records are:  
 

 To help children to manage and control their own behaviour.  

 To develop effective individual education plans. 

 To enable effective work with parents and external services. 
 
When inappropriate behaviour is frequent and or severe, consideration should be 
given to assessing this following the procedures for assessing special educational 
needs. 
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CARE AND CONTROL OF CHILDREN 
 

Physical control of children can only be justified according to the circumstances 
described in this policy.  Staff, therefore, have a responsibility to follow the policy and 
to seek alternative strategies wherever possible in order to prevent the need for 
physical intervention.  The application of any form of physical control places staff in a 
vulnerable position. 
 
Reasonable force will only be used as a last resort when all other behaviour 
management strategies have failed or when children, staff or property are at risk. 
 

DEFINITIONS 
 

Physical Contact:  situations in which appropriate physical contact occurs 
between staff and children, e.g, in the care of children with learning disabilities; in 
games/PE; to comfort children, and to provide age appropriate physical comfort. 

 

Physical Intervention:  may be used to divert a child from a destructive or 
disruptive action, for example guiding or leading a child by the hand, arm or 
shoulder with little or no force.  Physical intervention uses the minimum degree of 
force necessary for the shortest period of time to prevent a child harming himself, 
herself, others or property. 

 

Physical Control/Restraint:  involves the use of reasonable force when there is an 
immediate risk to children, staff or property.  All such incidents must be recorded. 

 
UNDERPINNING VALUES 
 
Children attending this Centre, and their parents, have a right to: 
 

 Individual consideration of a child’s needs by the staff who have responsibility 
for their care and protection; 

 Expect staff to undertake their duties and responsibilities in accordance with 
the Centre Policies; 

 Be informed about Centre rules, relevant policies and the expected conduct of 
all children and staff working in the Centre; 

 Be informed about the Centre complaints procedure. 
 
The Centre will ensure that children understand the need for, and respond to, clearly 
defined limits, which govern behaviour in the Centre. 
 
AUTHORISED STAFF 
 

All school staff members have a legal power to use reasonable force to prevent 
children committing a criminal offence, injuring themselves or others or damaging 
property, and to maintain good order and discipline. 
 
Staff members can sometimes be worried that using force will lead to false 
allegations of unreasonable or unlawful conduct in the form of a complaint or legal 
action. But if the force used is reasonable all staff will have a robust defence against 
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any accusations. This guidance is intended to help staff feel more confident about 
using force when they think it is right and necessary. 
 
Section 93 of the Education and Inspections Act 2006 enables school staff to use 
reasonable force to prevent a child from: 

 causing personal injury or damage to property; or 

 prejudicing the maintenance of good order and discipline at the school or 
among any child receiving education at the school, whether during a teaching 
session or otherwise. 

The staff to which this power applies are: 

 any member of staff at the school; 

 any other person whom the Head has authorised to have control or charge of 
children. This can also include people to whom the Head has given temporary 
authorisation to have control or charge of pupils such as unpaid volunteers (for 
example parents accompanying pupils on school-organised visits); and 
does not include any children. 

 
All members of school staff are authorised by law to use force when necessary. 
Under no circumstances will students or volunteers use force or physical restraint. 
 
STRATEGIES FOR DEALING WITH CRISIS BEHAVIOUR 
 
Staff consistently use positive strategies to encourage acceptable behaviour and 
good order. Staff receive regular training and coaching. Guidance notes are 
produced for staff to ensure the proper procedures for managing escalating situations 
are followed.  
 
Every effort will be made to resolve conflicts positively and without harm to children 
or staff, property, buildings or the environment.  Where unacceptable behaviour 
threatens good order and discipline and provokes intervention, some or all of the 
following approaches should be taken according to the circumstances of the incident: 
 

 Verbal acknowledgement of unacceptable behaviour with request for the child 
to refrain; (this includes negotiation, care and concern); 

 Follow procedures to remove objects, furniture and other children away from 
the child and allow time for the child to calm down. Use CALM techniques,  
(low voice, intermittent eye contact, open palms).Consider substituting adult 
and always ensure another adult is aware of the situation. Avoid moving the 
child unless this is necessary for safety of the child and others 

 If the child needs to be moved, give a warning of intention to intervene 
physically and summon assistance 

 Physical intervention. Reasonable force using the minimum degree of force to 
prevent a child harming him or herself, others or property. Children must not 
be picked up and carried when they are at the crisis stage  

 Where a child has special educational needs that may make the use of force 
more necessary, a risk assessment must be in place as part of the planning 
for that child. 
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ESCALATING SITUATIONS 
 
The 1996 Education Act (Section 55O A) stipulates that reasonable force may be 
used to prevent a child from doing, or continuing to do any of the following: 
 

 Engaging in any behaviour prejudicial to maintaining good order and discipline 
at the school or among any of its children, whether the behaviour occurs in a 
classroom during a teaching session or elsewhere (this includes authorised 
out-of-school activities); 

 Self-injuring or placing himself or herself at risk; 

 Injuring others; 

 Causing damage to property, including that of the child himself or herself; 
 
An incident is considered to be significant where: 
 

 Substantial force has been used 

 The child has been very distressed 

 The child’s behaviour and the level of risk to self/others was substantial 

 The child or adult involved in the incident is distressed, shocked or traumatised 

 The incident is part of a series of repeated behaviour which is a cause for concern. 
 
If staff are in doubt about the significance of an incident, they should seek guidance 
from the Head of Centre, however if the Head is not available a report should be 
made (see appendix 1). 
 
ACCEPTABLE MEASURES OF PHYSICAL INTERVENTION 
 
The use of any degree of force can only be deemed reasonable if: 
 

 It is warranted by the particular circumstances of the incident; 

 It is delivered in accordance with the seriousness of the incident and the 
consequences which it is desired to prevent; 

 It is carried out as the minimum to achieve the desired result; 

 The age, understanding and gender of the child are taken into account; 

 It is likely to achieve the desired result. 
 
Wherever possible assistance should be sought from another member of staff before 
intervening. 
 
Physical intervention uses the minimum degree of force necessary for the shortest 
period of time to prevent a child harming himself, herself, others or property. 
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This form of physical intervention may involve staff: 
 

 Physically interposing themselves between children; 

 Blocking a child's path; 

 Escorting a child; 

 Shepherding a child away. 
 
Wherever reasonable force is used, staff must keep talking to the child. 
 
RECORDING 
 
Where physical intervention has been used to manage a child, a record of the 
incident may need to be kept. Where a greater level of physical control or restraint 
has been required, a record of the incident will be kept.   
 
Details will be recorded on a serious incident record (see appendix 1). 
 
Staff may find it helpful to seek advice from a senior colleague or representative of 
their professional association/union when compiling a report.  They should also keep 
a copy of the report. 
 
After the review of the incident, copies of a serious incident record will be placed on 
the child's file and in the school's general file on the use of reasonable force. 
 
A Health and Safety Accident/Incident Form (HS1) will be completed and returned to 
the Authority. 
 
Where staff have been involved in an incident involving reasonable force they will be 
supported through a de-briefing interview or supervision  with their line manager.  
They should have access to counselling and support.  Within the Centre, this will be 
made available through the Head of Centre and Deputy Head of Centre.  Staff may 
also contact the Directorate Stress Line and/or the County Council's Welfare and 
Counselling Section. 
 
REPORTING TO PARENTS 
 

 In line with good practice, each parent should be  informed of significant 
incident where force has been used on their child. In this case ‘parent’ has the 
meaning given by section 576 of the Education Act 1996, and so will include 
people having day-to-day care of the child and the local authority where a 
child is the subject of a care order. Section 576 also deems the local authority 
as a ‘parent’ in the case of children who are looked after under section 20 of 
the Children Act 1989. 

 The 2010 Guidance on the Use of Force qualifies the requirement for a report 
to be made to parents by making an exception where to do so is likely to result 
in significant harm to the pupil. The Secretary of State’s view is that in this 
case, significant harm is where a child is chastised inappropriately 
and/or excessively. 

 A school might already be aware that a particular parent is likely to respond 
inappropriately in response to an incident involving their child and the school 
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may have already instigated safeguarding procedures. The risk of significant 
harm in these circumstances would be heightened for pupils who are 
vulnerable because of their special educational needs, disability or other 
medical reasons. 

 Ideally it is best to telephone parents as soon as possible after the incident 
before confirming details in writing. It is also good practice for parents to be 

 given a copy of the school’s policy on the use of force and information on post-
 incident support at the same time. 

 All injuries should be reported and recorded in accordance with LCC 
 procedures. The school should take action to report relevant injuries to 
 staff or pupils to the Health and Safety Executive’s Incident Contact Centre 
 www.hse.gov.uk/riddor/index.htm 

 It is good practice for governors to monitor incidents where force has been 
 used. Head teachers have an important role in reporting such incidents to 
 the governing body. 
 

ACTION AFTER AN INCIDENT 
 
The Head of Centre will ensure that each incident is reviewed and investigated 
further as required. If further action is required in relation to a member of staff or a 
child, this will be pursued through the appropriate procedure: 
 

 Positive handling plan (Appendix 2) 

 Child Protection Procedure (this may involve investigations by Police and/or  

 Social Services) 

 Staff Facing Allegations of Abuse Procedure 

 Staff Disciplinary Procedure 

 Centre Behaviour Policy. 

  
The member of staff will be kept informed of any action taken. 
 
In the case of any action concerning a member of staff, he/she will be advised to 
seek advice from his/her professional association/union. 
 
COMPLAINTS 
 
The availability of a clear policy about reasonable force and early involvement of 
parents should reduce the likelihood of complaints but may not eliminate them. 
 
Any complaints about staff will be dealt with under the Centre Complaints about Staff 
Procedure. 
 
The Chair of Governors will be informed of complaints but other governors will not be 
involved as a complaint may require further action on their part. 
 

http://www.hse.gov.uk/riddor/index.htm
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MONITORING OF INCIDENTS  
 
Whenever a member of staff has occasion to use reasonable force, this will always 
be recorded and documented.  
 
Monitoring of incidents will help to ensure that staff are following the correct 
procedures and will alert the Head of Centre to the needs of any child whose 
behaviour can only be contained by the use of reasonable force. 
 
This process will also address patterns of incidents and evaluate trends, which may 
be emerging. 
 
IMPLEMENTATION OF POLICY 
 
To be implemented successfully the policy depends on: 
 

 The leadership and monitoring role of the Head of Centre and the governing 
body 

 The awareness and involvement of all staff 

 The awareness and involvement of all students and supply staff 

 Consistency of approach throughout the Centre 

 Parental involvement and awareness 

 Clear and positive explanations to children 

 High expectations of children. 
 
Clearly established links to LCC Child Protection Policy. 
 
The staff member within the Centre responsible for behaviour management and the 
provision of expert advice in developing the skills necessary to support staff in 
managing children’s behaviour is Julie Morrow, the Head of Centre. 
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Appendix 1:  Serious Incident Report 
 

Seen by Head: Date seen by Head: Log number: 

Section A 

Name of child: Group: 

Date of incident: Time: Location: 

Name of staff involved: Names of witnesses: 

Reason for intervention ( verbal or physical ) 

Danger to self  Danger to others  

Severe damage to property  Severe disruption to other children  

Describe lead up to incident: 
 
 
 
 
 
 
 
 

De-escalation techniques used & effectiveness rating (1=Not Effective 10=Very Effective) 

Verbal advice & Support  C.A.L.M talking  

Distraction  Options offered  

Time out offered  Planned ignoring  

Time out directed  Success reminded  

Transfer adult   Supportive  touch  

Choices   Step Away  

Reassurance  Negotiation  

Model/prompt appropriate 
behaviour 

 Take up time  

Praise Points ( remind them of 
things they like ) 

 Other: Please specify: 
 
 
 

 

 
Details of incident: 
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Section B Medical intervention (Please mark every box YES or NO) 
 

Injury suffered by child  Accident report   Online accident report  

Injury suffered by staff  Accident report  Online accident report  

Injury suffered by others  Accident report  Online accident report  

Distress suffered by child  Please specify: 

Distress suffered by staff  Please specify: 

Distress suffered by others  Please specify: 

Action taken 

Contact parents as 
soon as practical 

 Please specify: 
 
 

Section C Follow up 

Repair & Reflection  Staff debriefing  

Children: 

Staff: 

 
 

Witness signatures   

Signed: Date: Independent advisor: 
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Appendix 2:  Positive Handling Plan 
 

Child’s Name:   Date of Plan:   Review Date of plan: 
      
What does the behaviour look like?   
Stage 1 Anxiety Behaviours Stage 2 Defensive Behaviours Stage 3 Crisis Behaviours 

 
 
 
 
 

  

 
What are common triggers? 

 
 
 
 
 

 
De-escalation skills 
     Try  Avoid  Notes 
Verbal advice and support                       _______________________ 

Giving space        _______________________ 

Reassurance         _______________________ 

Help scripts        _______________________ 

Negotiation        _______________________ 

Choices         _______________________ 

Humour        _______________________ 

Consequences       _______________________ 

Planned ignoring       _______________________ 

Take up time        _______________________ 

Time-out          _______________________ 

Supportive touch       _______________________ 

Transfer adult        _______________________ 

Success reminded         _______________________ 

Simple listening       _______________________ 

Acknowledgement       _______________________ 

Apologising        _______________________ 

Agreeing         _______________________ 

Removing audience       _______________________ 

Others        _______________________ 

Diversions and distractions / Praise Points 

1.                                                              
2. 
3.                                                              
4. 
5.                                                               
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Are there any factors to consider when debriefing? E.g. Communication aids, staff etc.  

Hear 
Explain 
Link 
Plan 
 

 

 
How should we record incidents and who should we inform? 

 
 
 
 
 

 
 
Headteacher:     Name: 
Parents/Carers:    Name: 
Social services (if applicable)  Name: 
Educational Psychologist   Name:  
Child      Name: 
Other       Name: 
 


